
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

approval for an out of bounds activity that is scheduled for [date(s)] at 

[location]. This activity will involve [briefly describe the nature of 

the activity and its purpose].  

Given the significance of this event, we believe that it is crucial to 

[explain why the out of bounds request is necessary and how it will 

benefit the organization or project].  

We have taken the necessary precautions to ensure the safety and 

compliance of our team members throughout this activity. [Optional: 

Briefly outline any safety measures or protocols that will be 

implemented].  

I kindly request your approval for this out of bounds activity at your 

earliest convenience. Please let me know if you need any further 

information or if there are forms that need to be completed as part of 

this approval process.  

Thank you for considering this request. I look forward to your positive 

response.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Contact Information] 


