
[Your Company Letterhead]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Approval of [Specific Request/Project/Proposal] 

We are pleased to inform you that your [request/project/proposal] for 

[brief description] has been approved. This decision is based on [mention 

any relevant criteria or reasons for approval].  

The details of the approval are as follows: 

- **Item/Project Name:** [Name] 

- **Approval Date:** [Date] 

- **Conditions/Notes:** [Any specific conditions or important notes] 

We appreciate your efforts and dedication in this matter and look forward 

to seeing the successful implementation of [mention any expected 

outcomes].  

Please feel free to reach out if you have any questions or require 

further clarification. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Company]  

[Your Contact Information] 


