


APPROVAL LETTER

[Today’s Date]

[Company Name]
[1234 Street Address]
[City, State, Zip]
[Phone Number]
[Email Address]

Approval [Deliverable name]

Dear [Name]

I’m excited to inform you that we’ve completed phase ____________________________ of project __________________________. We request your feedback and approval for this video project deliverable. Please see the following details for further background:

Project Title: _______________________________________________________________________
Project Start Date: __________________________________________________________________
Project Due Date: __________________________________________________________________
Project Sponsor: ___________________________________________________________________
Project Manager: __________________________________________________________________
Project Contact Info: _______________________________________________________________
Team Members: ___________________________________________________________________
Name & Tracking Number (if relevant) of Deliverable:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Deliverable Format: ________________________________________________________________
Deliverable Due Date: ______________________________________________________________
Current Phase: _____________________________________________________________________
Description of Deliverable:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Acceptance Criteria: _______________________________________________________________
Required Action: ___________________________________________________________________
Approver: _________________________________________________________________________
Approved?       YES / NO
________________________________________________________________________________________________________________________________________________________________________
Feedback: ________________________________________________________________________
Additional Comments:
________________________________________________________________________________________________________________________________________________________________________

Best regard,

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