Your Name]

Your Position]
Your Department]

Your Company/Organization]

Your Address]

City, State,

Email Address]

Date]

Recipient
Recipient
Recipient
Recipient
Recipient

[City, State,

[
[
[
[
[
[
[
[Phone Number]
[
[
[
[
[
[

Name ]
Position]
Department]

Zip Code]

Company/Organization]

Address]

Dear [Recipient Name],
Subject: Operational Budget Request for [Fiscal Year/Project Name]

I hope this message finds you well. I am writing to formally request the
allocation of funds for the operational budget for [fiscal year/project

name] .
purpose or
To achieve
funding is
1. **[Area
2. **[Area
3. **[Area

The total amount
This budget will

As part of

Zip Code]

[your department], we aim to [briefly explain the

goal of the requested budget].

our objectives,

essential:
1]**:
2]**:
3]**:

we have outlined the following key areas where

[Brief description and estimated costs]
[Brief description and estimated costs]
[Brief description and estimated costs]
requested for these operational needs is
enable us to [explain how the funding will impact your

[total amount].

department or organization positively].

I am confident that with this funding, we will be able to [restate the
benefits or outcomes].
and exploring how we can ensure the success of [your department/project].
Thank you for considering our request. Please feel free to reach out for
any additional information or clarification.

Sincerely,

[Your Name]

[Your Signature
[Your Position]
[

Your Department]

I look forward to discussing this request further

(if sending a hard copy) ]



