
Business Transaction Approval Letter 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company Name] 

[Recipient Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We are pleased to inform you that your request for the business transaction involving [brief 

description of the transaction] has been approved. After reviewing the necessary documentation 

and understanding the implications of this transaction, we are confident that it aligns with our 

mutual business goals. 

The approved transaction details are as follows: 

• Transaction Amount: [Amount] 

• Date of Transaction: [Date] 

• Terms and Conditions: [Insert Terms] 

Please ensure that all parties involved adhere to the outlined terms and conditions. If you have 

any questions or require further information, do not hesitate to reach out. 

Thank you for your continued partnership. 

Sincerely, 

[Your Signature (if sending hard copy)] 

[Your Printed Name] 

[Your Position] 

[Your Company Name] 


