
[Your Name]  

[Your Position]  

[Your Department]  

[Your Company/Organization]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Department]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

allocation of budget funds for [specific project or initiative] scheduled 

for [time period].  

As you may know, [brief explanation of the project and its objectives]. 

To successfully implement this initiative, we have estimated a budget of 

[total amount], which includes [brief overview of key expenses].  

This project is essential because [explain the significance and potential 

impact of the project]. The requested budget will enable us to [outline 

key goals and expected outcomes].  

I kindly ask you to review this budget allocation request and consider 

its importance to the overall strategic goals of our organization. I am 

happy to discuss this proposal further and provide any additional 

information you may need.  

Thank you for considering my request.  

Sincerely,  

[Your Name]  

[Your Position] 


