
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Organization/Company Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to request approval for [specific purpose or project 

requiring PWD approval]. Enclosed are the necessary documents and details 

for your review.  

Your prompt attention to this matter would be greatly appreciated, as it 

will allow us to proceed without delay.  

Thank you for considering my request.  

Sincerely,  

[Your Name] 


