Funding Approval Request for Upcoming
Event

Date: [Insert Date]

To: [Insert Recipient's Name]

From: [Your Name]

Subject: Request for Funding Approval for [Event Name]

Dear [Recipient's Name],

| hope this message finds you well. I am writing to formally request funding approval for our
upcoming event, [Event Name], scheduled to take place on [Event Date] at [Event Location].
This event aims to [briefly describe the purpose of the event, e.g., raise awareness, promote
community engagement].

The estimated budget for the event is [Insert Amount], which will cover [list major expenses,
e.g., venue rental, materials, marketing]. We believe this event will significantly benefit [mention
target audience or community impact], and your support would be invaluable in making it a
success.

We are enthusiastic about the potential impact of [Event Name] and would greatly appreciate
your consideration of our funding request. Please find attached a detailed budget plan and an
outline of the event agenda for your review.

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

Sincerely,

[Your Name]

[Your Position]

[Your Organization]

[Your Contact Information]



