
[Your Name]  

[Your Position]  

[Department Name]  

[Organization Name]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Department Name]  

[Organization Name]  

Dear [Recipient's Name],  

Subject: Budget Request for [Fiscal Year/Project Name]  

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

funding for [specific project, program, or operational needs] for the 

upcoming [fiscal year or specific period].  

**1. Purpose of the Request**  

[Briefly describe the purpose of the request, including background 

information and the need for funding.]  

**2. Detailed Budget Breakdown**  

[Provide a detailed budget breakdown, including specific items, costs, 

and any justifications for the expenses.]  

**3. Expected Outcomes**  

[Outline the expected outcomes or benefits of the funding, including how 

it aligns with the organization's goals and objectives.]  

**4. Conclusion**  

[Summarize the request and express gratitude for the consideration of the 

funding.]  

Thank you for considering this request. I am available to discuss this in 

further detail at your convenience.  

Sincerely,  

[Your Name]  

[Your Position]  

[Department Name]  

[Organization Name] 


