
Funds Transfer Approval Request 

Date: [Insert Date] 

To: [Approver's Name] 

Title: [Approver's Title] 

Company: [Company Name] 

Dear [Approver's Name], 

I am writing to formally request your approval for a secure funds transfer in the amount of [insert 

amount] to [insert beneficiary's name] for [insert purpose, e.g., invoice payment, project funding, 

etc.]. 

Details of the transfer are as follows: 

• Beneficiary: [Beneficiary's Name] 

• Beneficiary's Bank: [Bank Name] 

• Account Number: [Account Number] 

• Transfer Amount: [Amount] 

• Transfer Date: [Proposed Date] 

• Reference: [Reference Number or Purpose] 

This transfer is crucial for [explain the importance of the transfer briefly], and timely approval 

will ensure that we meet our obligations. 

Thank you for your attention to this matter. Please let me know if you require any further 

information. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


