
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company/Organization]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Approval Letter for [Project/Request/Proposal Name]  

I am pleased to inform you that your request for [brief description of 

the request] has been approved. After thorough review and consideration, 

we believe that this initiative will [mention benefits or significance of 

the project].  

Details of the approval are as follows:  

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

- **Approval Date:** [Date]  

- **Scope of Work:** [Outline of the main activities]  

- **Start Date:** [Date]  

- **End Date:** [Date if applicable]  

- **Budget/Financial Approval:** [Specify any budgetary considerations]  

- **Key Personnel:** [List of individuals involved]  

Please ensure all plans are executed in alignment with our standards and 

guidelines. Any changes to the originally proposed plans must be 

communicated and agreed upon in advance.  

We appreciate your commitment to this project and look forward to your 

successful execution of the tasks involved. Should you have further 

questions or require additional information, please feel free to contact 

me at [Your Phone Number] or [Your Email Address].  

Thank you for your dedication and effort.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position]  

[Your Company/Organization] 


