
Contract Approval Request for Software 

Subscription 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Recipient's Company] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request your approval for a software 

subscription contract with [Software Provider's Name]. The software is essential for [briefly 

explain the purpose and necessity of the software]. 

Details of the Subscription: 

• Software: [Name of Software] 

• Plan: [Details of the Plan] 

• Cost: [Total Cost] 

• Duration: [Subscription Duration] 

• Start Date: [Proposed Start Date] 

Upon approval, I will proceed with the necessary documentation and ensure all terms and 

conditions are thoroughly reviewed before finalizing our agreement. 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


