
Financial Approval Letter 

[Your Company Letterhead] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

We are pleased to inform you that your request for financial approval regarding [specific project 

or request description] has been reviewed and approved. 

The approved amount is [amount] which will be allocated for [specific purposes]. Please ensure 

that all expenditures are in compliance with our company policies and budget guidelines. 

We expect a progress report by [report submission date] to monitor the effectiveness of the use 

of these funds. 

Thank you for your dedication to [project or company name]. Should you have any questions, 

please feel free to reach out. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


