
[Your Name]  

[Your Title]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Approval for Okta Application Access  

I am writing to inform you that your request for access to the Okta 

application has been approved. This access is granted with the 

understanding that you will adhere to our security policies and 

guidelines regarding the use of application data and user information.  

Access Details:  

- User ID: [User ID]  

- Role: [Role/Permissions]  

- Effective Date: [Effective Date]  

Please ensure that you complete the required training on Okta utilization 

and best practices by [Deadline for Training]. Should you have any 

questions or require further assistance, feel free to reach out.  

Thank you for your attention to this matter.  

Best regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title]  

[Your Company] 


