
Business Continuity Plan Approval Request 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Company: [Company Name] 

Dear [Recipient's Name], 

I am writing to request your approval for the Business Continuity Plan (BCP) that has been 

developed to ensure our organization's resilience in the face of potential disruptions. This 

comprehensive plan outlines strategies and procedures to safeguard our operations and continue 

delivering services to our clients during emergencies. 

The key components of the BCP include: 

• Risk Assessment 

• Business Impact Analysis 

• Response Strategies 

• Communication Plans 

• Training and Testing Procedures 

We believe that implementing this plan is essential for minimizing risks and ensuring operational 

continuity. Please find the BCP document attached for your review. 

I would appreciate your feedback and approval at your earliest convenience. Should you have 

any questions or require further clarification, please do not hesitate to reach out. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


