Contract Approval Request for Vendor Services
Date: [Insert Date]

To:

[Recipient Name]

[Recipient Title]
[Company/Organization Name]
[Address Line 1]

[Address Line 2]

[City, State, ZIP Code]

Dear [Recipient Name],

| am writing to formally request your approval for the contract with [Vendor Name] to provide
[brief description of services]. The proposed contract outlines the scope of work, timelines, and
payment terms, which are detailed in the attached document.

The decision to engage [Vendor Name] stems from their [mention reasons such as expertise,
previous positive outcomes, etc.]. We believe that their services will greatly enhance our
operations and drive better results.

Attached are the following documents for your review:

e Proposed Contract
e Vendor Profile
e Project Scope and Timeline

Please review the attached documents at your earliest convenience. | am available to discuss any
questions or concerns you may have regarding this request.

Thank you for your attention to this matter. | look forward to your prompt approval.

Sincerely,

[Your Name]

[Your Title]

[Your Company/Organization Name]
[Your Contact Information]



