
[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  

I am writing to formally request your approval for [specific request or 

proposal].  

[Briefly explain the purpose of the request and its significance. Include 

relevant details that support your case.]  

The anticipated benefits of this request include:  

1. [Benefit 1]  

2. [Benefit 2]  

3. [Benefit 3]  

I believe that approval of this request will lead to [briefly mention the 

positive outcomes].  

Please let me know if you require any additional information or if a 

meeting should be scheduled to discuss this matter further.  

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

response.  

Sincerely,  

[Your Name]  

[Your Position] 


