
Final Report Submission for Approval 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Department/University Name] 

[University Address] 

Dear [Recipient's Name], 

I am writing to submit the final report for my academic project titled "[Project Title]" as part of 

the requirements for [Course/Program Name]. The project was conducted under the supervision 

of [Supervisor's Name] and aims to [briefly explain the objective of the project]. 

The report includes a detailed analysis of [briefly outline key components of the report], and I 

believe it contributes to the current understanding of [mention the relevance of your project]. 

Enclosed with this letter is the final report for your review. I kindly request your approval at your 

earliest convenience. Please do not hesitate to reach out if you need any additional information. 

Thank you for your support and guidance throughout the project. 

Sincerely, 

[Your Name] 

[Your Student ID] 

[Your Program and Year] 

[Your Contact Information] 


