
Project Budget Approval Request 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Department: [Recipient's Department] 

Organization: [Recipient's Organization] 

Dear [Recipient's Name], 

I am writing to formally request your approval for the budget related to the [Project Name] 

project. The proposal outlines the financial requirements necessary for the successful execution 

of this project aimed at [briefly describe the project objective]. 

The total budget required for this project is [insert amount], which will be allocated as follows: 

• [Line Item 1]: [Cost] 

• [Line Item 2]: [Cost] 

• [Line Item 3]: [Cost] 

• [Miscellaneous Expenses]: [Cost] 

We believe that this project will significantly contribute to [describe expected benefits or 

outcomes]. The proposed timeline for the project is [insert timeline], and we are committed to 

delivering all objectives within the allocated budget. 

We kindly ask for your support in approving this budget request at your earliest convenience so 

we can proceed with the project as planned. Please feel free to reach out if you require additional 

information or have any questions regarding this request. 

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

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


