
[Your Name]  

[Your Job Title]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Job Title]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip]  

Dear [Recipient's Name],  

Subject: Project Approval Request for [Project Name]  

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

approval for the [Project Name], which aims to [briefly explain the 

purpose of the project].  

Project Overview:  

- **Objective:** [State the main objective of the project]  

- **Scope:** [Outline the key aspects of the project]  

- **Timeline:** [Provide estimated start and completion dates]  

- **Budget:** [Indicate the total budget required]  

Benefits:  

[Highlight the anticipated benefits of the project, such as increased 

efficiency, cost savings, etc.]  

Risks and Mitigation:  

[List potential risks and how they will be addressed]  

I believe this project aligns with our strategic goals and will 

significantly contribute to [mention any relevant organizational 

objectives].  

I would appreciate your review and approval of this project. Should you 

have any questions or require further information, please feel free to 

contact me.  

Thank you for considering this request.  

Sincerely,  

[Your Signature (if sending hard copy)]  

[Your Name]  

[Your Job Title] 


