
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Manager's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [Manager's Name],  

Subject: XP Approval Request  

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

approval for [specific purpose, e.g., "the purchase of new software 

licenses for our team" or "increased budget allocation for the upcoming 

project"].  

Details of the Request:  

- **Description**: [Provide a brief description of what you are 

requesting]  

- **Justification**: [Explain why this request is necessary, including 

any benefits or impacts on the team or company]  

- **Cost/Resources**: [Outline any costs associated with the request and 

any resources needed]  

- **Timeline**: [Provide any relevant deadlines or timelines]  

I believe this request will significantly aid our efforts in [explain how 

it will help], and I am looking forward to your positive response.  

Thank you for considering my request. Please feel free to reach out if 

you need any further information or clarification.  

Sincerely,  

[Your Name]  

[Your Job Title]  

[Your Department] 


