
Financial Transaction Approval Request 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Department: [Your Department] 

Subject: Request for Approval of Financial Transaction 

Dear [Manager's Name], 

I am writing to request your approval for a financial transaction that requires immediate 

attention. Below are the details of the transaction: 

• Transaction Amount: [Insert Amount] 

• Purpose of Transaction: [Briefly describe the reason] 

• Vendor/Recipient: [Insert Vendor/Recipient Name] 

• Date of Transaction: [Insert Date] 

This transaction is essential for [explain importance, e.g., timely delivery of services, fulfillment 

of obligations]. I have attached relevant documents for your review. 

I appreciate your prompt attention to this matter and look forward to your approval. 

Thank you. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


