
Departmental Budget Request 

Date: [Insert Date] 

To: [Insert Name] 

Position: [Insert Title] 

Department: [Insert Department Name] 

University: [Insert University Name] 

Dear [Insert Name], 

I am writing to formally request funding for the upcoming fiscal year for the [Insert Department 

Name]. This budget request is essential to support our programming, research initiatives, and 

overall departmental goals. 

Budget Overview 

The total budget requested is [Insert Amount]. Below, I outline the key areas where funding is 

needed: 

• Personnel Costs: [Insert Details] 

• Operational Expenses: [Insert Details] 

• Research Funding: [Insert Details] 

• Program Development: [Insert Details] 

Justification 

The funding will enable us to [Insert Specific Goals or Projects]. It is crucial for us to [Insert 

Importance of Funding] to enhance the quality of education and research within our department. 

Thank you for considering our request. I am happy to discuss this proposal further and provide 

any additional information needed. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Department] 

[Your Contact Information] 


