
Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Request for Approval on Workflow Amendments 

Dear [Recipient's Name], 

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

amendments to our current workflow. These changes are aimed at improving efficiency and 

streamlining our processes. 

The key amendments include: 

• [Brief description of amendment 1] 

• [Brief description of amendment 2] 

• [Brief description of amendment 3] 

We believe that these changes will enhance productivity and align our operations more closely 

with our strategic goals. I have attached a detailed document outlining the proposed amendments 

for your review. 

I would greatly appreciate your feedback and hope to receive your approval at your earliest 

convenience. Please let me know if you require any further information. 

Thank you for considering this request. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


