Budget Approval Request for Equipment
Purchases

Date: [Insert Date]

To: [Recipient's Name]

Title: [Recipient's Title]

Department: [Recipient's Department]
From: [Your Name]

Title: [Your Title]

Department: [Your Department]

Subject: Request for Budget Approval for Equipment
Purchase

Dear [Recipient's Name],

I am writing to request formal approval for the budget to purchase [describe equipment] for our
department. This equipment is essential for [describe purpose and importance], and it aligns with
our goals of [mention objectives or projects].

Details of the proposed purchase are as follows:

o Item: [Name of Equipment]

e Cost: [Cost Amount]

« Vendor: [Vendor Name]

o Justification: [Justification for purchase]

The total cost of this equipment is [Total Amount] and will be funded from [specific budget]. We
believe that this investment will result in [mention benefits, including any potential savings or
efficiencies].

| would appreciate your prompt attention to this matter and look forward to your approval. If you
require any further information or have questions, please feel free to contact me at [Your Phone
Number] or [Your Email].

Thank you for considering this request.



Sincerely,
[Your Name]
[Your Title]

[Your Department]



