
Project Budget Approval Request 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Request for Project Budget Approval 

Dear [Manager's Name], 

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

allocation for our upcoming project, [Project Name]. This project aims to [briefly describe 

project goals and significance]. 

Below is a summary of the proposed budget: 

• Item 1: [Description] - [$Amount] 

• Item 2: [Description] - [$Amount] 

• Item 3: [Description] - [$Amount] 

• Total Budget Requested: [$Total Amount] 

This budget will cover essential resources necessary for the successful completion of the project, 

including [mention key expenses, e.g., personnel, materials, etc.]. 

By approving this budget, you will enable our team to [mention anticipated benefits and impact 

of the project]. I believe that with your support, we can achieve our goals effectively. 

Thank you for considering this request. I am available to discuss this in further detail at your 

earliest convenience. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


