
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company/Organization]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this message finds you well.  

I am writing to formally request an additional budget allocation to 

support our current initiatives within [specific department or project 

name]. As we progress, we have identified opportunities that can 

significantly enhance our outcomes and align with our strategic 

objectives.  

[Briefly explain the initiatives and their importance. Include any 

relevant data or examples that highlight the need for additional 

funding.]  

To effectively implement these enhancements, we estimate an additional 

budget of [specific amount]. This funding will allow us to [outline what 

the additional funds will cover, e.g., hire new personnel, acquire tools, 

etc.].  

We believe that these initiatives will lead to [describe the expected 

positive outcomes], ultimately fostering growth and success for our 

organization.  

Thank you for considering this request. I am happy to discuss this 

further and provide any additional information you may need.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company/Organization] 


