
Approval Letter 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

We are pleased to inform you that your project, [Project Name], has successfully achieved the 

targets as outlined in the project proposal dated [Proposal Date]. Your dedication and hard work 

have contributed significantly to this success. 

We commend your team for meeting the deadlines and for the quality of work delivered. The 

following targets have been approved: 

• [Target 1 Description] 

• [Target 2 Description] 

• [Target 3 Description] 

As a result of your accomplishments, we are excited to move forward with the next phase of the 

project. Please prepare for the upcoming meeting scheduled for [Meeting Date] to discuss the 

future strategy. 

Thank you for your exemplary performance and continued commitment to excellence. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Contact Information] 


