
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

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

approval for [brief description of the request, e.g., "the proposed 

budget for the upcoming project"].  

[Provide a brief explanation of the request, including any important 

details or context.]  

I believe this [request] is essential because [reason why the approval is 

necessary].  

I appreciate your consideration and am available to discuss this matter 

further at your convenience.  

Thank you for your attention to this request.  

Sincerely,  

[Your Name]  

[Your Job Title] 


