
Business Operation Authorization Request 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Company Address] 

[City, State, ZIP Code] 

[Recipient Name] 

[Recipient Title] 

[Recipient Company Name] 

[Recipient Address] 

[City, State, ZIP Code] 

Dear [Recipient Name], 

I am writing to formally request authorization to operate [specific business operation or project] 

within [specific location or department]. This operation is essential for [briefly explain the 

importance and need for the operation]. 

We have conducted a thorough analysis and prepared all necessary documentation, which I have 

attached for your review. The key details are as follows: 

• Objective: [Explain the objective of the operation] 

• Duration: [Start and end dates] 

• Resources Required: [List of required resources] 

• Expected Outcomes: [Brief description of expected results] 

Your approval is crucial for us to proceed smoothly and ensure compliance with all regulations. I 

am confident that this operation will contribute positively to [explain benefits to the 

company/organization]. 

Thank you for considering this request. I am looking forward to your favorable response. Please 

feel free to contact me at [your phone number] or [your email address] if you require any further 

information or clarification. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 


