
Departmental Budget Request 

Date: [Insert Date] 

To: [Board of Directors/Finance Committee] 

From: [Your Name] 

[Your Position] 

[Department Name] 

Subject: Budget Request for Fiscal Year [Insert Year] 

Dear [Board/Committee Members], 

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

[Department Name] for the upcoming fiscal year [Insert Year]. After thorough analysis and 

consideration, I am proposing a total budget of [Insert Amount]. 

Our department has identified key areas where funding is crucial to achieve our goals and 

enhance our efficiency. The requested budget allocation will primarily focus on the following 

areas: 

• [Briefly describe Area 1] 

• [Briefly describe Area 2] 

• [Briefly describe Area 3] 

These initiatives are designed to [explain the justification for the budget request and expected 

outcomes]. 

I have attached a detailed breakdown of the proposed budget for your review. I appreciate your 

attention to this matter and look forward to discussing our needs further during the upcoming 

board meeting. 

Thank you for your consideration. 

Sincerely, 

[Your Name] 

[Your Position] 

[Department Name] 


