
[Your Company Letterhead]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company/Organization]  

[Recipient Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

Subject: Approval of [Project/Request/Proposal Name]  

We are pleased to inform you that your request for [describe the project, 

request, or proposal briefly] has been approved. After thorough review 

and consideration, we believe that this initiative aligns with our goals 

and objectives.  

The project is scheduled to commence on [start date] and is expected to 

conclude by [end date]. Please ensure that you meet all necessary 

requirements and deadlines as discussed.  

Should you have any questions or require further clarification, feel free 

to reach out to me directly at [Your Phone Number] or [Your Email 

Address].  

Thank you for your efforts and dedication to this project. We look 

forward to your successful execution and contribution.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company]  

[Your Phone Number]  

[Your Email Address] 


