
[Your Name]  

[Your Position]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

budget support for [specific project or initiative] that [briefly 

describe the purpose and importance of the project].  

As you are aware, [provide background information and context related to 

the project]. Our goal is to [state the main objectives of the project], 

and we believe that with your support, we can achieve significant 

outcomes in [mention the impact or benefits of the project].  

Given the current financial landscape, we are seeking additional funding 

in the amount of [specify the amount required] to ensure the successful 

implementation of our project. This funding will be allocated towards 

[briefly outline how the funds will be used, e.g., resources, materials, 

personnel, etc.].  

We are committed to transparency and accountability, and we would be 

happy to provide detailed reports on the use of funds and project 

progress. We believe that your involvement would not only enhance our 

efforts but also align with [mention any mutual goals or interests].  

Thank you for considering our request. We would appreciate the 

opportunity to discuss this matter further and explore potential 

collaboration. Please feel free to contact me at [phone number] or [email 

address] at your convenience.  

Looking forward to your positive response.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Organization] 


