Project Budget Approval Request

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Request for Project Budget Approval

Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally request approval for the project
budget allocation for the [Project Name] scheduled to commence on [Start Date]. After careful

assessment and planning, we have identified the necessary resources and the associated costs
required to successfully execute this project.

Budget Overview:

Personnel Costs: ${Amount]
Equipment Costs: $S{Amount]
Materials and Supplies: $S{Amount]
Travel Expenses: $S[Amount]
Other Expenses: $[Amount]

Total Project Budget: $[Total Amount]

This budget encompasses all critical components required for project implementation and
ensures that we stay on track to meet our deadlines and objectives. | believe that with the

appropriate resource allocation, we can achieve significant outcomes for our organization.

| kindly request your review and approval of the proposed budget by [Approval Deadline].
Should you require any further information or clarification, please feel free to reach out.

Thank you for considering this request. | look forward to your favorable response.
Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



