Budget Approval Request for Operational
Costs

Date: [Insert Date]
To: [Recipient's Name]
Position: [Recipient's Position]
Department: [Recipient's Department]
Subject: Request for Approval of Operational Budget
Dear [Recipient's Name],
I hope this message finds you well. I am writing to formally request the approval of the
operational budget for the upcoming fiscal year. The proposed budget outlines essential costs
that are necessary for the efficient functioning of our department.
The total budget requested amounts to [Insert Amount]. This budget will be allocated as follows:
e [Item 1: Description and Cost]
e [Item 2: Description and Cost]
e [Item 3: Description and Cost]
e [Item 4: Description and Cost]
We believe that these expenditures are crucial for maintaining our operational standards and
achieving our departmental goals. Your timely approval will ensure that we can proceed without

interruptions.

Thank you for considering this request. | am available to discuss this proposal further at your
convenience.

Best regards,
[Your Name]
[Your Position]
[Your Department]

[Your Contact Information]



