
[Your Name]  

[Your Title]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

Subject: Approval of [Form Name/Type] 

I am writing to inform you that the [Form Name/Type] submitted on 

[Submission Date] has been approved. After thorough review, we have 

determined that all necessary requirements have been met. 

Please find attached a copy of the approved form along with any 

additional documentation that may be required. If you have any questions 

or need further assistance, feel free to contact me at [Your Phone 

Number] or [Your Email Address]. 

Thank you for your cooperation. 

Sincerely, 

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title]  

[Your Company/Organization] 


