
[Mention the name of the sender] 

[Mention the address of the sender] 

[Mention the contact details] 

[Mention the Email address] 

[Mention the date] 

Subject- Approval letter for product. 

[Mention the name of the recipient] 

[Mention the address of the recipient] 

[Mention the contact information] 

Dear [Mention the name of the recipient] 

After a student demonstrated my plan to participate in manufacturing on [topic of the 
manufacturing] during our discussion, I am writing to make a request to take two 
days of work off from [dating site] to [dating site] to give a description of the results 
linked to the [topic of the meeting]. 

This convention would be an excellent advantage for the business to share the most 
recent findings from our most recent project, which will help us to gain a better 
understanding of the subject. Furthermore, it would be an excellent opportunity to 
meet with our partners at  [company’s name] for catch-up talks, during which I intend 
to discuss the progress of our collaborative operation [name of the project]. 

The workshop/conference organizers will cover all fees (one overnight stay, including 
breakfast); thus, our company will be responsible for covering my travel costs 
(Mention the amount of money) for a return trip. So, if it’s feasible, may I get your 
consent before I go ahead and submit my request to HR today? 

Thank you in advance for taking the time to examine my request for permission, 
which is provided in this sample request letter for approval; kindly let us know if you 
have any further remarks. 



The attachment to this example request letter for approval contains all of the 
Commission’s proofs and decisions for breach [precise title of the Commission]. 

Could you please answer this matter as quickly as possible? 

Thank you,  

[Mention the of the sender] 

[Mention the phone number] 

[Signature] 

 


