
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Department Name]  

[Government Agency Name]  

[Agency Address]  

[City, State, ZIP Code]  

Subject: Request for Approval of [Project/Proposal Name] 

Dear [Recipient Name], 

I am writing to formally request the approval of [briefly describe the 

project or proposal, e.g., "the construction of a community center in XYZ 

locality"]. The purpose of this request is to seek the necessary 

government authorization to proceed with [project details, e.g., "the 

proposed construction and subsequent operations"]. 

[Provide background information about the project, including its 

objectives, benefits to the community, and any relevant statistics or 

data that support your request.] 

We have conducted thorough research and have included a detailed plan for 

[project specifics, e.g., "the execution of the project, budget 

estimates, timelines, and projected outcomes"]. [Mention any 

collaborations, stakeholders, or community support related to the 

project.] 

I kindly urge you to consider this request and look forward to your 

favorable response. Should you require any additional information or 

documentation, please feel free to contact me. 

Thank you for your attention to this matter. 

Sincerely,  

[Your Name]  

[Your Position/Association, if applicable] 


