
Approval Letter for Draft Document 

Completion 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Approval of Draft Document 

Dear [Recipient's Name], 

I am pleased to inform you that I have reviewed the draft document titled "[Title of Document]" 

and am satisfied with its completion. Your thorough attention to detail and adherence to the 

guidelines has resulted in a well-structured document. 

With this letter, I hereby give my approval to proceed with the next steps as outlined in our 

project timeline. Please ensure that any necessary revisions are made based on feedback from 

other stakeholders. 

Thank you for your hard work and dedication to this project. I look forward to the finalization of 

the document. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


