APPROVAL LETTER

[Today’s Date]

[Company Name]
[1234 Street Address]
[City, State, Zip]

Hi [Name],

I’m writing to request approval to hire a freelancer to help with the increased workload on Project _______________________________________________________________. As you’re aware, our team has been working on ___________________________ [project] for the last ______________________________ [no. of days/months/etc.]. We are currently in ____________________________________________________________ phase of the project. We’ve come across shortages in personnel due to unexpected increased workload as a result of _________________________________________________________________________.

Reasons we have fell on increased workload include the following:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Hiring a freelancer to perform ______________________________________________________ work will remove an anticipated delay in project deliverables by _______________ days. Furthermore, a freelancer will assist in work we are not able to perform because of ___________________________________________________________________________________.

If you need any other information to help inform your decision, please let me know.

Thank you,

[Your signature]
[Your Name]
[Street Address]
[City, State, Zip]

