
Budget Allocation Approval Notification 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Approval of Budget Allocation for [Project/Department Name] 

Dear [Recipient Name], 

We are pleased to inform you that the budget allocation for [specific project or department] has 

been approved. The approved budget for the fiscal year [year] is [amount]. This allocation is 

intended to support the following objectives: 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

Please ensure that the funds are utilized effectively and in accordance with the outlined 

objectives. A detailed report of the expenses is expected by [report due date]. 

Thank you for your attention, and we look forward to the successful execution of 

[Project/Department Name]. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


