
Financial Approval Request for Procurement 

Expenditures 

Date: [Insert Date] 

To: [Approving Authority Name] 

From: [Your Name] 

Subject: Request for Financial Approval 

Dear [Approving Authority Name], 

I hope this message finds you well. I am writing to formally request financial approval for the 

procurement expenditures related to [specific purpose or project]. The details are as follows: 

Procurement Details 

• Item Description: [Describe the item or service] 

• Quantity: [Specify quantity] 

• Unit Price: [Specify unit price] 

• Total Cost: [Calculate total cost] 

• Supplier: [Supplier Name] 

• Delivery Date: [Expected delivery date] 

This procurement is essential for [mention the objective or benefit of the procurement]. We 

believe that this investment will lead to [expected outcome]. 

I appreciate your attention to this matter and look forward to your prompt approval. 

Thank you. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


