
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

Subject: Request for Quality Management Board (QMB) Approval  

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

approval from the Quality Management Board for [briefly state purpose, 

e.g., a project, initiative, or policy change].  

[Provide a brief overview of the project/initiative, its objectives, and 

why it requires QMB approval. Include any relevant details regarding 

timeline, resources, and anticipated outcomes.]  

I believe that this initiative aligns with our organization's goals and 

will significantly contribute to [mention benefits related to quality 

improvement, efficiency, or other relevant advantages].  

Please find attached [mention any documents, reports, or data that 

support your request]. I appreciate your consideration of this matter and 

look forward to your positive response.  

Thank you for your time and attention.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Department] 


