
**Grant Approval Request Template** 

--- 

**[Your Name]**  

**[Your Title]**  

**[Your Organization]**  

**[Address]**  

**[City, State, Zip Code]**  

**[Email Address]**  

**[Phone Number]**  

**[Date]** 

**[Grant Officer's Name]**  

**[Grant Agency/Organization Name]**  

**[Address]**  

**[City, State, Zip Code]**  

Dear [Grant Officer's Name], 

**Subject: Grant Approval Request for [Project Title]** 

I hope this message finds you well. I am writing to formally request 

approval for a grant application submitted on [submission date] for the 

project titled "[Project Title]."  

**Project Overview:** 

- **Objective:** Briefly outline the main objective of the project. 

- **Duration:** Specify the project duration. 

- **Budget:** Provide a summary of the total budget and key expenditures. 

**Need for Funding:** 

- Describe the problem or need that your project addresses. 

- Explain why grant support is essential for the success of this 

initiative. 

**Expected Outcomes:** 

- List the anticipated outcomes and how they align with the goals of the 

funding agency. 

**Attachments:** 

- A copy of the project proposal. 

- Detailed budget breakdown. 

- Letters of support (if applicable). 

Thank you for considering our request for grant approval. Should you need 

any further information, please do not hesitate to contact me. 

Sincerely, 

[Your Signature (if sending a hard copy)] 

[Your Printed Name]  

[Your Title]  

[Your Organization] 

--- 


