
[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company] 

[Recipient Address] 

[City, State, Zip Code] 

Subject: Approval for Document Execution 

Dear [Recipient Name], 

I am writing to formally approve the execution of the following document: [Document Name or 

Description]. After careful review, I am satisfied that all necessary details have been addressed 

and that this document is ready for execution. 

Please proceed with the required actions at your earliest convenience. Should you need any 

further information or assistance, do not hesitate to contact me. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Signature (if sending a hard copy)] 

[Your Printed Name] 

[Your Position] 


