
**Template Example 1: Formal Approval Request** 

[Your Name]  

[Your Position]  

[Your Company]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

Dear [Recipient's Name],  

Subject: Request for XP Approval  

I hope this message finds you well. I am writing to seek your approval 

for the XP project titled "[Project Name]." We have completed all 

necessary assessments and believe this initiative aligns with our 

strategic goals.  

Please find the detailed proposal attached for your review. I would 

appreciate your approval to proceed by [date].  

Thank you for considering this request.  

Best regards,  

[Your Signature]  

[Your Contact Information]  

--- 

**Template Example 2: Follow-Up on XP Approval** 

[Your Name]  

[Your Position]  

[Your Company]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

Dear [Recipient's Name],  

Subject: Follow-Up on XP Approval Request  

I hope you are doing well. I am writing to follow up regarding my 

previous request for approval on the XP project "[Project Name]" 

submitted on [date].  

I understand that you have a busy schedule, but your feedback and 

approval are crucial to moving forward. Please let me know if there are 

any issues or further information needed.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Signature]  

[Your Contact Information]  

--- 

**Template Example 3: XP Approval Notification** 

[Your Name]  

[Your Position]  

[Your Company]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

Dear [Recipient's Name],  

Subject: Approval Granted for XP Project  

I am pleased to inform you that your request for the XP project "[Project 

Name]" has been approved.  



Please proceed with the next steps as outlined in your proposal. We look 

forward to seeing the progress on this initiative.  

Congratulations!  

Best regards,  

[Your Signature]  

[Your Contact Information]  

--- 

**Template Example 4: XP Approval Denial Communication** 

[Your Name]  

[Your Position]  

[Your Company]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

Dear [Recipient's Name],  

Subject: XP Project Approval Status  

Thank you for your submission regarding the XP project "[Project Name]." 

After careful consideration, we regret to inform you that we cannot 

approve the project at this time due to [reasons for denial].  

We appreciate your efforts in putting together the proposal and encourage 

you to address the highlighted concerns for future submissions.  

Thank you for your understanding.  

Sincerely,  

[Your Signature]  

[Your Contact Information] 


