
Expenditure Authorization Agreement 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Your Name] 

Subject: Expenditure Authorization 

Dear [Recipient's Name], 

This letter serves as a formal authorization for the expenditures outlined below, in accordance 

with our agreed terms. 

Expenditure Details: 

• Item Description: [Insert Item Description] 

• Amount: [Insert Amount] 

• Date of Authorization: [Insert Date] 

• Project/Account Code: [Insert Account Code] 

Other relevant notes or conditions can be included here. 

Please acknowledge receipt of this authorization and proceed with the necessary actions. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


