
Approval Inquiry for Event Banners 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to seek your approval for the design and 

production of event banners for our upcoming event, [Event Name], scheduled for [Event Date]. 

The banners aim to enhance visibility and provide important information regarding the event. 

Below are the details of the proposed banners: 

• Size: [Insert Size] 

• Design: [Brief Description of Design] 

• Material: [Insert Material] 

• Quantity: [Insert Quantity] 

Attached to this email are the design mockups for your review. We believe these banners will 

significantly contribute to the overall atmosphere and success of the event. 

Could you please review the attached designs and provide your feedback or approval by [Insert 

Deadline]? Your support is greatly appreciated. 

Thank you for your consideration. I look forward to hearing from you soon. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


