
Business Transaction Authorization 

Acknowledgment 

Date: [Insert Date] 

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient Name]  

[Recipient Company Name]  

[Recipient Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

We are writing to acknowledge the authorization for the following business transaction: 

Transaction Details: 

• Transaction ID: [Insert Transaction ID] 

• Date of Transaction: [Insert Date] 

• Amount: [Insert Amount] 

• Description: [Insert Description] 

This acknowledgment serves to confirm that the transaction mentioned above has been duly 

authorized by our authorized personnel. 

Please feel free to reach out if you require any further information or assistance. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Company Name] 


