
Follow-Up Procedure Approval 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

Subject: Follow-Up Procedure Approval 

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

follow-up procedure outlined in the attached document. This procedure is designed to enhance 

our operational efficiency and ensure timely engagement with our clients. 

Key highlights of the procedure include: 

• Regular follow-up intervals 

• Methods of communication 

• Evaluation criteria for success 

Your approval is essential for us to proceed with the implementation of this procedure. Please 

review the attached document and let me know if you have any questions or require further 

information. 

I look forward to your prompt response. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Contact Information] 


