Procurement Proposal for Budget Approval

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Title]

[Recipient's Organization]

[Recipient's Address]

Hello [Recipient's Name],

I hope this message finds you well. I am writing to propose a procurement request for [describe

the goods/services] that will greatly enhance our operations and contribute to our strategic
objectives.

Project Overview

[Provide a brief description of the project and its objectives]

Justification

[Explain the need for the procurement and the benefits it will bring to the organization]

Proposed Budget

The total estimated cost for this procurement is [Insert Amount]. A detailed breakdown of the
budget is attached for your review.

Conclusion

We are confident that this procurement will lead to substantial improvements in our [mention
specific areas impacted]. We kindly ask for your approval of this budget request to proceed with
the procurement process.

Thank you for considering this proposal. | look forward to your favorable response.

Best regards,

[Your Name]



[Your Title]
[Your Organization]

[Your Contact Information]



