
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for Approval of RQP  

I hope this message finds you well. I am writing to formally request your 

approval for the [specific RQP details] that has been proposed for 

[project or purpose].  

The anticipated benefits of implementing this RQP include:  

1. [Benefit 1]  

2. [Benefit 2]  

3. [Benefit 3]  

We believe that this RQP aligns with our [organization's 

goals/objectives] and will contribute positively to [specific outcomes].  

Please find attached the necessary documentation for your review. I am 

available for a meeting or a call should you wish to discuss this 

proposal in further detail.  

Thank you for considering this request. I look forward to your favorable 

response.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization Name] 


