
Subject: Request for Advance Approval 

Dear [Recipient's Name], 

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

approval for [specific request] in advance of the [event/deadline].  

The details are as follows: 

- **What**: [Brief description of the request] 

- **When**: [Date/Timeline] 

- **Reason**: [Brief justification for the request] 

I appreciate your consideration of this matter, and I am happy to provide 

any additional information you may need. 

Thank you for your attention. I look forward to your positive response. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Contact Information]  

[Your Organization] 


