
[Your Company Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company]  

[Recipient's Address]  

Dear [Recipient's Name],  

Subject: Approval Request for [Project/Initiative Name]  

I hope this letter finds you well. We are writing to seek your approval 

regarding [brief description of the project/initiative].  

**Overview:**  

[Provide a brief overview of the project/initiative, its objectives, and 

significance.] 

**Details:**  

- **Objective:** [Explain the primary objective of the 

project/initiative]  

- **Scope:** [Outline the scope, including key activities or milestones]  

- **Timeline:** [Provide a timeline for the project/initiative]  

- **Budget:** [Include an overview of the budget and funding 

requirements]  

**Benefits:**  

[List the expected benefits of the project/initiative, both short-term 

and long-term.]  

We believe that your approval will enable us to move forward efficiently 

and effectively. Please review the attached documents for more detailed 

information.  

Thank you for considering this request. We are looking forward to your 

positive response.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company]  

[Your Contact Information]  

[Attachments: if any] 


