
Budget Approval Request 

Date: [Insert Date] 

To: [Approver's Name] 

From: [Your Name] 

Department: [Your Department] 

Subject: Request for Budget Approval for Departmental Expenses 

Dear [Approver's Name], 

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

allocation for our department's upcoming expenses for [insert purpose, e.g., training sessions, 

equipment purchases, etc.]. 

Details of the proposed budget are as follows: 

• Item 1: [Description] - $[Amount] 

• Item 2: [Description] - $[Amount] 

• Total Requested Budget: $[Total Amount] 

These expenses are crucial for [briefly state the reason or benefit, e.g., improving team 

performance, enhancing skills, etc.]. We believe this investment will lead to [expected outcome]. 

I would appreciate your prompt attention to this request to ensure we can proceed as planned. 

Please let me know if you need any further information or supporting documents. 

Thank you for considering our request. I look forward to your approval. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Department] 

[Your Contact Information] 


