
[Your Name]  

[Your Position]  

[Your Department]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Department]  

[Recipient's Company Name]  

[Recipient's Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

financial support for [briefly explain the purpose, e.g., a project, 

training, or equipment needed].  

The [specific project or need] is essential for [explain how it benefits 

the team or company]. I have outlined the details and budget required for 

your consideration:  

- **Purpose**: [Describe the main goal]  

- **Amount Requested**: $[amount]  

- **Budget Breakdown**:  

 - [Item 1: Description and cost]  

 - [Item 2: Description and cost]  

 - [Item 3: Description and cost]  

I believe that this investment will lead to [mention potential benefits, 

e.g., improved efficiency, increased revenue, etc.].  

I would greatly appreciate your support in securing the necessary funds. 

Please let me know a convenient time for us to discuss this further.  

Thank you for considering my request.  

Sincerely,  

[Your Name]  

[Your Position] 


