
[Your Company Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Purchase Order Approval  

I hope this message finds you well.  

We would like to formally request your approval for the following 

purchase order:  

**Purchase Order Number:** [PO Number]  

**Date of Order:** [Order Date]  

**Vendor:** [Vendor Name]  

**Items Ordered:**  

- [Item Description 1] - [Quantity] - [Price]  

- [Item Description 2] - [Quantity] - [Price]  

- [Item Description 3] - [Quantity] - [Price]  

**Total Amount:** [Total Price]  

This purchase is essential for [brief reason or project name]. We have 

conducted a thorough review and consider it a necessary investment for 

[specific benefits or improvements].  

Please review the attached documentation for further details. We 

appreciate your timely attention to this matter and look forward to your 

approval.  

Thank you in advance for your support.  

Best regards,  

[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Contact Information] 


