Budget Approval Request

Date: [Insert Date]

To: [Recipient's Name]

Position: [Recipient's Position]
Company/Organization: [Recipient's Organization]
Address: [Recipient's Address]

Dear [Recipient's Name],

I am writing to formally request budget approval for the [Project Name] project, which aims to
[briefly describe the project and its objectives].

After thorough analysis, we estimate that the total funding required for this project will be [insert
total amount]. These funds will be allocated towards [list key expense categories, e.g., materials,
labor, research, marketing].

The successful implementation of this project will provide [describe the benefits or impact of the
project]. We believe that with your support, we can achieve the desired outcomes effectively.

Enclosed are the detailed budget breakdown and project proposal for your review. | am available
to discuss this request at your earliest convenience and answer any questions you might have.

Thank you for considering this budget approval request. | look forward to your positive response.
Sincerely,

[Your Name]

[Your Position]

[Your Company/Organization]

[Your Contact Information]



