
Contract Budget Confirmation 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

Dear [Recipient Name], 

We are writing to confirm the budget allocated for the [Project Name] project. After thorough 

discussions and careful evaluation, we have established a budget of [Budget Amount] to ensure 

the successful execution of this project. 

Overview of the Budget: 

• Personnel Costs: [Amount] 

• Materials: [Amount] 

• Travel Expenses: [Amount] 

• Miscellaneous: [Amount] 

We kindly request your approval of this budget at your earliest convenience so we can proceed 

with the necessary preparations and project initiation. 

Thank you for your attention to this matter. We look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


