
Budget Approval Request 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

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

allocation for the upcoming digital project, [Project Name]. After thorough analysis and 

planning, we have outlined the necessary resources and financial requirements to ensure the 

successful execution of this project. 

Project Overview 

[Brief description of the project, its objectives, and its importance.] 

Budget Breakdown 

• Resource 1: [Cost] 

• Resource 2: [Cost] 

• Resource 3: [Cost] 

• Total Budget: [Total Cost] 

We believe that with your approval, we can initiate the project promptly and adhere to our 

timeline effectively. Please find attached a detailed budget report for your review. 

I appreciate your attention to this matter and look forward to your favorable response. 

Thank you, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


