
[Your Name]  

[Your Position]  

[Your Department]  

[Your Company]  

[Your Email]  

[Your Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Department]  

[Company Name]  

Dear [Recipient Name],  

I hope this message finds you well.  

I am writing to formally request [describe the request briefly, e.g., 

"additional resources for our project" or "approval for a new 

initiative"]. This request is essential for [briefly explain the purpose 

and significance of the request].  

I appreciate your consideration and look forward to your response. Please 

let me know if you require any further information.  

Thank you for your attention to this matter.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company] 


