
Proposal for Budget Approval 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Proposal for Budget Approval for [Project Name] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally propose a budget allocation for 

[Project Name], which aims to [briefly describe the purpose and expected outcome of the 

project]. 

Project Overview 

[Provide a brief overview of the project, including objectives and benefits.] 

Proposed Budget 

The total proposed budget for the project is [Amount]. Below is a breakdown of the estimated 

costs: 

• Item 1: [Cost] 

• Item 2: [Cost] 

• Item 3: [Cost] 

• Other Expenses: [Cost] 

Conclusion 

I believe that this investment will significantly contribute to [explain the positive impact of the 

project]. I kindly request your approval for the proposed budget. Should you require any 

additional information or modifications, please feel free to reach out. 

Thank you for considering this proposal. I look forward to your response. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


