
Request for Approval 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request your approval for 

modifications to our current telecom services. After extensive analysis and consideration, we 

have identified several areas for improvement that we believe will enhance our efficiency and 

overall service quality. 

The proposed modifications include: 

• Upgrade of [specific service or equipment] 

• Adjustment of [specific service parameters] 

• Implementation of [new features or services] 

We anticipate that these changes will result in [briefly outline benefits, e.g., cost savings, 

improved communication, etc.]. We have conducted a thorough cost-benefit analysis and have 

attached the relevant documentation for your review. 

We kindly request your approval to proceed with these modifications by [insert deadline if 

applicable]. Your input and support are invaluable to us, and we are eager to enhance our 

telecommunications capabilities with your endorsement. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


