
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to formally request your 

approval for [specific request] that I believe will [briefly explain the 

purpose or benefit of the request].  

[Provide any necessary details or context that supports your request. If 

applicable, mention any previous discussions or agreements related to the 

request.]  

I appreciate your consideration of this matter and believe that it aligns 

with our goals at [Company/Organization Name]. If you need any additional 

information or have any questions, please feel free to reach out to me.  

Thank you for your time, and I look forward to your positive response.  

Sincerely,  

[Your Name]  

[Your Job Title] 


