
Budget Approval Request 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Your Name] 

Subject: Request for Budget Approval for Staff Training Programs 

Dear [Recipient's Name], 

I am writing to request your approval for the budget allocation for the upcoming staff training 

programs. The objective of these programs is to enhance the skills and knowledge of our team, 

which in turn will contribute to our overall productivity and efficiency. 

Details of the proposed training programs are as follows: 

• Training Program 1: [Program Name] - [Cost] - [Duration] 

• Training Program 2: [Program Name] - [Cost] - [Duration] 

• Training Program 3: [Program Name] - [Cost] - [Duration] 

The total estimated cost for all training programs is [Total Cost]. I believe that this investment in 

our staff's professional development will yield significant returns in terms of productivity and 

employee satisfaction. 

I appreciate your consideration of this request and look forward to your prompt approval. 

Thank you for your attention. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


