
Contract Approval Request 

Date: [Insert Date] 

To: [Approver's Name] 

Position: [Approver's Position] 

Company/Organization: [Approver's Company] 

Dear [Approver's Name], 

I am writing to formally request your approval for the attached contract regarding [brief 

description of the contract]. This contract aims to [mention the purpose and benefits of the 

contract], and we believe it aligns with our organizational goals. 

The key details of the contract are as follows: 

• Contract Party: [Name of the other party] 

• Contract Duration: [Duration] 

• Financial Implications: [Cost or Financial Terms] 

• Key Deliverables: [Outline of deliverables] 

Please review the attached contract at your earliest convenience. Should you have any questions 

or require further information, do not hesitate to contact me. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 

Attachments: [List of attachments] 


