
[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],  

Subject: Disbursement of Project Funds  

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

disbursement of funds for the [Project Name] as per our agreement.  

Details of the funds requested are as follows:  

- Project Name: [Project Name]  

- Total Amount Requested: [Amount]  

- Purpose of Funds: [Brief Description of Purpose]  

These funds are critical for [explain briefly why the funds are necessary 

and how they will be utilized].  

Please find attached all relevant documentation including [list any 

attached documents such as invoices, project reports, etc.].  

We appreciate your prompt attention to this matter and look forward to 

your swift cooperation in facilitating this disbursement.  

Thank you for your continued support.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Organization] 


