
Department of [Department Name] 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Institution] 

[Recipient's Address] 

Dear [Recipient's Name], 

Subject: Budgetary Review for the Academic Year [Insert Year] 

I hope this message finds you well. As we approach the end of the current academic year, it is 

essential to conduct a comprehensive review of our departmental budget. This review will 

provide insight into our financial health and aid in planning for the upcoming year. 

We have identified key areas where we believe budget adjustments are necessary: 

• [Area 1: e.g., Allocation for Faculty Development] 

• [Area 2: e.g., Research Funding] 

• [Area 3: e.g., Equipment Upgrades] 

We request a meeting to discuss these areas and explore potential reallocations and funding 

opportunities. Available slots for a discussion are as follows: 

• [Date & Time Option 1] 

• [Date & Time Option 2] 

• [Date & Time Option 3] 

Your input will be invaluable in guiding our budgetary decisions and ensuring the continued 

success of our department. 

Thank you for your attention to this matter. I look forward to your response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Department Name] 



[Contact Information] 


