
Expenditure Proposal Request 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Company/Organization: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I am writing to formally request approval for an expenditure related to [specific project or 

purpose]. The details of the proposed expenditure are as follows: 

• Item/Project: [Description of the item or project] 

• Estimated Cost: [Provide the estimated amount] 

• Purpose: [Explain why the expenditure is necessary] 

• Expected Outcome: [Describe the expected benefits or results] 

Please find attached any relevant documentation that supports this request. 

I appreciate your consideration of this proposal and request your approval by [Insert Deadline] to 

ensure timely execution. 

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

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Contact Information] 


