
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for Approval of [Project/Proposal/Plan Name]  

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

approval for [specific project, proposal, or plan] that aims to [provide 

a brief overview of purpose and objectives].  

[Provide background information regarding the project, including context, 

rationale, and any pertinent data or research that supports your 

request.]  

The key details of the proposal are as follows:  

- **Objective:** [State the main goal]  

- **Timeline:** [Outline the project timeline]  

- **Budget:** [Provide estimated costs and financial considerations]  

- **Benefits:** [Highlight the anticipated benefits and value to the 

organization]  

I have attached [mention any supporting documents, charts, or additional 

materials that are included], which provide further information on the 

project's feasibility and impact.  

I believe that with your support, we can achieve [mention any expected 

outcomes]. I would greatly appreciate your approval by [mention a 

specific deadline if applicable], as it will allow us to proceed without 

delays and meet our targeted goals.  

Thank you for considering this request. I am happy to discuss this 

further or provide additional information if needed. Please feel free to 

contact me at your convenience.  

Thank you once again for your time and consideration.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Attachment: relevant documents] 


