
[Your Name]  

[Your Position]  

[Your Department]  

[Your Company Name]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Department]  

[Recipient Company Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Out of Bounds Approval Request  

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

approval for an out of bounds situation that has arisen in relation to 

[briefly describe the context, e.g., budget, project scope, etc.].  

Details of the request are as follows:  

- **Nature of Out of Bounds Situation:** [Describe the situation]  

- **Reason for Request:** [Explain why this request is necessary]  

- **Expected Outcomes:** [Outline what you hope to achieve]  

- **Mitigation Strategies:** [Discuss any measures taken to address the 

situation or reduce impact]  

I understand the importance of adhering to company policies and 

appreciate your consideration of this request. I am available to discuss 

this matter further and provide any additional information needed.  

Thank you for your attention to this matter. I look forward to your 

timely response.  

Warm regards,  

[Your Name]  

[Your Position]  

[Your Department]  

[Your Company Name] 


