
Approval Request for Technology Installation 

Project 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I am writing to formally request your approval for the proposed technology installation project at 

[Project Location]. This project aims to [briefly describe the purpose and benefits of the 

installation]. 

The project will involve the installation of [briefly list the technologies or systems to be 

installed] and is estimated to be completed by [insert expected completion date]. The total cost of 

the project is [insert estimated cost], which will cover [briefly outline what the cost includes]. 

Our team has thoroughly evaluated the potential impact of this installation, and we believe it will 

[mention any specific improvements or efficiencies that will result]. We are committed to 

ensuring a smooth execution and have outlined a tentative timeline and milestones in the 

attached documents. 

We kindly ask for your approval to proceed with this project by [insert deadline for approval], so 

that we can begin the installation process as scheduled. Please let me know if you have any 

questions or require further information. 

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

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


