
[Your Name]  

[Your Job Title]  

[Your Department]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Job Title]  

[Recipient's Department]  

[Company Name]  

Dear [Recipient's Name],  

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

funding assistance for [briefly describe the purpose of your request, 

e.g., professional development, project funding, etc.].  

The [provide a brief explanation of the project or opportunity, including 

its relevance and potential benefits to your role or department, and how 

it aligns with the company's goals].  

To successfully pursue this opportunity, I am seeking funding assistance 

in the amount of [specify the amount needed]. This funding will cover 

[list what the funds will be used for, e.g., training costs, materials, 

travel expenses, etc.].  

I believe that this investment will yield positive results, including 

[mention potential outcomes, benefits, and how it contributes to the 

company]. I am committed to ensuring that this opportunity adds value to 

our team and the organization as a whole.  

Thank you for considering my request. I appreciate your support and look 

forward to discussing this further.  

Sincerely,  

[Your Name]  

[Your Job Title] 


