
[Your Name] 

[Your Position] 

[Your Organization] 

[Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Position] 

[Regulatory Agency Name] 

[Agency Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to submit the acquisition plan for [Project Name/Description] in accordance with 

regulatory requirements outlined by [Regulatory Agency Name]. This plan details our approach 

to ensuring compliance with all statutory and regulatory obligations while achieving our 

organizational goals. 

Summary of the Acquisition Plan: 

• Objective: [Briefly describe the objective] 

• Scope: [Outline the scope of the acquisition] 

• Budget: [Provide budget estimates] 

• Timeline: [Include key milestones] 

• Compliance: [Outline measures to ensure compliance] 

We believe that this acquisition will [explain benefits and importance]. We seek your approval 

and feedback to proceed with the plan. 

Please feel free to contact me at [Your Phone Number] or [Your Email Address] for any further 

details or clarifications. 



Thank you for your attention to this important matter. We look forward to your favorable 

response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


