
Formal Approval Request

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

Dear [Recipient Name],

I am writing to seek your approval for [Project/Proposal Name]. The project aims to [briefly state

objectives and significance].

Attached are the detailed documents outlining the scope, timeline, and resources required. I believe

this initiative will significantly contribute to [Organization/Department Goals].

I kindly request your review and approval at your earliest convenience. Please let me know if any

further information is required.

Thank you for your consideration.

Sincerely,  

[Your Name]  

[Designation]  

[Organization Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/request-letter-for-approval-or-grant


