
Project Budget Approval Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Organization Name] 

[Organization Address] 

Dear [Recipient's Name], 

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

associated with our proposed project, [Project Title], which we are submitting for [Grant Name] 

application. 

Enclosed with this letter, you will find a detailed budget breakdown outlining the projected costs, 

including resources necessary for the successful execution of the project. The total budget 

requested is [Total Amount]. This funding will be allocated toward [brief description of budget 

categories, e.g., personnel, equipment, materials, etc.]. 

We believe that this project will [brief summary of project goals and expected impact], and your 

support through budget approval is crucial for its success. We are committed to ensuring that all 

funds are managed responsibly and transparently. 

Thank you for considering our request. Should you need any additional information or 

clarification, please do not hesitate to reach out. We look forward to your favorable response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


