
Request for Clearance 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Title] 

[Recipient Organization] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request clearance to send email 

information updates to [Specify the recipients or group, e.g., our staff, clients, etc.]. These 

updates aim to keep them informed about [briefly outline the purpose of the updates, e.g., 

important organizational changes, upcoming events, etc.]. 

We believe that timely information will enhance engagement and ensure that everyone is aligned 

with our current initiatives. The updates will include [briefly list types of information to be 

included, e.g., newsletters, announcements, etc.]. 

Please let me know if you require any additional information or if we need to discuss this further. 

Your approval would be greatly appreciated, and I look forward to your favorable response. 

Thank you for your consideration. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


