
Budget Authorization Inquiry 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Address] 

[Your City, State, Zip Code] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company/Organization] 

[Recipient Address] 

[Recipient City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to inquire about the budget authorization for [specific project or department] for the 

upcoming fiscal year. We are keen to understand the current status and any considerations that 

need to be addressed to secure the necessary funding. 

Could you please provide us with an update on the authorization process? Additionally, if there 

are any documents or information that we need to submit, please let me know at your earliest 

convenience. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Contact Information] 


