
Request for Approval: Secure Document 

Storage 

Date: [Insert Date] 

To: [Insert Recipient Name] 

Title: [Insert Recipient Title] 

Company: [Insert Company Name] 

From: [Insert Your Name] 

Title: [Insert Your Title] 

Department: [Insert Your Department] 

Company: [Insert Your Company] 

Dear [Insert Recipient Name], 

I am writing to formally request your approval for the secure storage of important documents 

related to [insert purpose or project name]. In light of [insert reason for secure storage, e.g., 

confidentiality, compliance], it is essential that we implement a secure document management 

solution. 

The documents that require secure storage include: 

• [Document 1] 

• [Document 2] 

• [Document 3] 

The benefits of utilizing secure document storage are as follows: 

1. Enhanced security and confidentiality 

2. Improved accessibility for authorized personnel 

3. Compliance with regulatory standards 

I appreciate your consideration of this request and look forward to your approval. Please let me 

know if you have any questions or require further information. 

Thank you for your attention to this matter. 

Sincerely, 



[Your Name] 

[Your Title] 

[Your Department] 

[Your Company] 


