
[Your Name]  

[Your Position]  

[Your Company]  

[Your Email]  

[Your Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Email]  

Subject: Request for Project Approval  

Dear [Recipient Name],  

I hope this message finds you well.  

I am writing to formally request approval for the [Project Name] 

initiative, aimed at [briefly state the goal of the project].  

Project Overview:  

- **Objective:** [Briefly describe the main objective]  

- **Scope:** [Outline the scope and key deliverables]  

- **Timeline:** [Provide estimated start and completion dates]  

- **Budget:** [Summarize the budget requirements]  

- **Benefits:** [Highlight the anticipated benefits and impact]  

I believe that [Project Name] aligns with our strategic objectives and 

will be instrumental in achieving [state relevant goals or improvements].  

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

request.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company] 


