
Budget Approval Request 

Date: [Insert Date] 

To: [Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Address] 

Dear [Recipient's Name], 

I am writing to formally request approval for the budget associated with the [Project Name] 

construction project, scheduled to commence on [Start Date]. After careful consideration and 

detailed assessment, we have outlined the necessary budget requirements to ensure the project's 

successful execution. 

The total estimated budget for the project is [Total Amount]. Below is a brief breakdown of the 

main cost components: 

• Materials: [Amount] 

• Labor: [Amount] 

• Equipment: [Amount] 

• Permits and Fees: [Amount] 

• Contingency: [Amount] 

We believe that this project will significantly enhance [specific benefits, e.g., community 

development, company growth, etc.], and your approval will allow us to initiate the necessary 

processes without delays. 

Please find attached the detailed budget proposal and supporting documentation for your review. 

I would appreciate the opportunity to discuss this request further and answer any questions you 

may have. 

Thank you for considering this request. I look forward to your prompt response. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Company/Organization Name]  

[Your Phone Number]  

[Your Email Address] 


