
Procurement Authorization Letter 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Department: [Recipient's Department] 

Institution: [Recipient's Institution] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I am writing to authorize the procurement of academic materials necessary for [specific purpose 

or project]. This is in alignment with our educational objectives and institutional goals. 

Details of the procurement are as follows: 

• Item Description: [Insert Item Description] 

• Quantity: [Insert Quantity] 

• Estimated Cost: [Insert Cost] 

• Justification: [Insert Justification] 

Once approved, please proceed with the necessary purchasing procedures. We trust that these 

materials will greatly enhance our academic environment and resource availability. 

Thank you for your attention to this matter. Please feel free to reach out if you require further 

information. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Department] 

[Your Institution] 

[Your Contact Information] 


