
Budget Justification for Project Funding 

Approval 

[Your Name] 

[Your Position] 

[Your Organization] 

[Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Subject: Budget Justification for [Project Name] 

Dear [Recipient's Name], 

I am writing to provide a detailed justification for the proposed budget for the [Project Name] 

which aims to [briefly describe the project's goals]. The total budget requested is [total amount], 

which will be allocated to various essential components of the project as outlined below: 

1. Personnel Costs 

The budget includes salaries for [number] staff members, which is necessary for [explain why 

personnel are essential for the project]. The total personnel cost is [amount]. 

2. Materials and Supplies 



To successfully implement the project, materials and supplies are estimated to cost [amount]. 

This includes [list key materials and their purposes]. 

3. Equipment 

We have identified the need for [list equipment] to ensure efficiency and effectiveness in project 

execution. The total cost for equipment is [amount]. 

4. Travel Expenses 

To facilitate collaboration and outreach, we anticipate travel costs of [amount], covering 

[describe travel purpose]. 

5. Overhead Costs 

Overhead costs are calculated at [rate/amount], which include [list overhead components]. 

In conclusion, the budget we have proposed is pivotal for the successful execution of the [Project 

Name]. We are committed to ensuring that funds are utilized effectively and transparently while 

achieving the project's objectives. 

Thank you for considering our funding request. We look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


