
Project Budget Approval Request 

Date: [Insert Date] 

[Client's Name] 

[Client's Position] 

[Client's Company] 

[Client's Address] 

Dear [Client's Name], 

I hope this message finds you well. We are writing to request your approval for the budget 

associated with the [Project Name] project. 

We have detailed the budget as follows: 

• Project Scope: [Brief description of the project scope] 

• Total Estimated Cost: $[Insert Amount] 

• Detailed Breakdown:  

o [Line Item 1]: $[Amount] 

o [Line Item 2]: $[Amount] 

o [Line Item 3]: $[Amount] 

o [Additional items as necessary] 

Your approval will enable us to move forward with the next steps of the project and ensure 

timely execution. Please let us know if you have any questions or require additional information. 

Thank you for your attention to this matter. We look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


