
Subject: Request for Approval 

Dear [Recipient's Name], 

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

approval for [briefly describe the purpose of the request, e.g., a 

project, budget, leave of absence, etc.]. 

Details of the request: 

- **Item/Project Name**: [Name] 

- **Description**: [Brief description of the item or project] 

- **Justification**: [Reasons why this request is important or necessary] 

- **Timeline**: [Proposed timeline for completion or implementation] 

- **Budget/Costs**: [If applicable, mention any costs involved] 

I believe that with your approval, we can [explain the positive outcome 

of the approval]. Please let me know if you need any more information or 

if we can schedule a time to discuss this further. 

Thank you for considering my request. I look forward to your favorable 

response. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Contact Information]  

[Your Company/Organization] 


