
Request for Approval: Import/Export 

Transaction 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request your approval for an 

import/export transaction that we are planning to execute. Below are the details of the proposed 

transaction: 

Transaction Details 

• Transaction Type: [Import/Export] 

• Product Description: [Description of Products] 

• Quantity: [Quantity] 

• Supplier/Buyer: [Name of Supplier/Buyer] 

• Shipping Terms: [Terms] 

• Estimated Value: [Estimated Value] 

• Expected Delivery Date: [Delivery Date] 

We believe that this transaction will significantly benefit our operations and enhance our market 

presence. We have assessed the risks involved and have taken necessary precautions to mitigate 

them. 

Kindly review the information provided and grant your approval at your earliest convenience. 

Should you require any additional information or clarification, please do not hesitate to contact 

me directly. 

Thank you for considering this request. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Title] 



[Your Company Name] 

[Your Contact Information] 


