
Financial Approval Request for Event 

Date: [Insert Date] 

To: [Approver's Name] 

From: [Your Name] 

Subject: Request for Financial Approval for [Event Name] 

Dear [Approver's Name], 

I hope this message finds you well. I am writing to request financial approval for the upcoming 

[Event Name] scheduled on [Event Date]. The event aims to [briefly state the purpose of the 

event]. 

The estimated budget for the event is as follows: 

• Venue: [Cost] 

• Catering: [Cost] 

• Materials: [Cost] 

• Marketing: [Cost] 

• Miscellaneous: [Cost] 

The total estimated cost is [Total Cost]. We believe that this event will [mention the expected 

outcome or benefit]. 

I kindly ask for your approval of the funding to move forward with the necessary arrangements. 

Please let me know if you would like to discuss this in more detail or if any adjustments are 

needed. 

Thank you for your consideration. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


