Application for Spatial Reconfiguration

Date: [Insert Date]

To:

[Recipient Name]

[Recipient Title]

[Organization Name]

[Organization Address]

[City, State, Zip Code]

Dear [Recipient Name],

| am writing to formally request the approval for a spatial reconfiguration project that aims to
[briefly describe the purpose of the reconfiguration, e.g., enhance operational efficiency,
accommodate growth, etc.].

The proposed changes include [outline the key changes you are proposing, e.g., rearranging
office layouts, modifying spaces for better usage]. This adjustment will [describe the benefits,
e.g., increase productivity, improve communication, etc.].

| have attached the necessary documents, including [list the documents, e.g., drawings, plans,
justifications]. | believe these changes will align with our organization's goals and contribute
positively to our working environment.

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

Sincerely,

[Your Name]

[Your Title]

[Your Organization]

[Your Contact Information]



