
Budget Justification for Academic 

Department 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Department: [Recipient's Department] 

University: [University Name] 

Dear [Recipient's Name], 

We are submitting our budget request for the upcoming academic year for the [Academic 

Department Name]. This letter aims to provide a comprehensive justification for our proposed 

budgetary needs. 

1. Overview of Departmental Needs 

The [Academic Department Name] plays a critical role in the university's mission to provide 

high-quality education and research opportunities. Our budget request of [insert amount] covers 

essential resources and support for our faculty and students. 

2. Justification of Requested Funds 

We are requesting funds for the following: 

• Faculty Support: [Explanation] 

• Research Equipment: [Explanation] 

• Student Resources: [Explanation] 

• Program Development: [Explanation] 

3. Impact of Funding 

With the support of this budget, we anticipate improvements in educational outcomes, increased 

research productivity, and enhanced student engagement in our programs. 

4. Conclusion 



We appreciate your consideration of our budget request. We believe that the funding will not 

only benefit our department but also contribute significantly to the university's overall mission. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Academic Department Name] 

[Your Contact Information] 


