
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company/Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for Project Approval - [Project Title]  

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

for the [Project Title] that aims to [brief description of the project 

and its objectives].  

The project outlines the following key goals:  

1. [Goal 1]  

2. [Goal 2]  

3. [Goal 3]  

In terms of resources, the proposed timeline for the project is [insert 

expected timeline], and the budget required is [insert budget].  

Upon your approval, we anticipate the following benefits:  

- [Benefit 1]  

- [Benefit 2]  

- [Benefit 3]  

I have attached a detailed project proposal for your review, which 

includes a comprehensive overview of the project's scope, implementation 

plan, and expected outcomes.  

I would appreciate your consideration and am happy to discuss this 

project further at your earliest convenience.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization] 


