
Budget Justification for Personnel Hiring 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name] 

Subject: Justification for Hiring [Insert Position Title] 

Dear [Insert Recipient Name], 

I am writing to formally request approval for the hiring of [Insert Position Title] in the [Insert 

Department/Team] as part of our ongoing efforts to enhance our operational capabilities and 

achieve our strategic goals for the fiscal year [Insert Year]. 

The justification for this hiring request is as follows: 

• Workload Increases: Over the past year, our team has experienced a [Insert 

Percentage]% increase in workload, resulting in [insert specific impacts, e.g., delays, 

decreased quality, etc.]. 

• Skill Gaps: The current team lacks key expertise in [Insert Specific Skills or Areas], 

which is critical for [Insert Specific Project or Goal]. 

• Impact on Projects: The addition of this position will ensure the timely completion of 

important projects such as [Insert Project Names], which are crucial for our operational 

success. 

• Long-term Savings: By addressing our staffing needs proactively, we anticipate 

reducing overtime costs and improving overall team efficiency. 

The estimated budget for this position includes a salary of [Insert Salary Amount] and additional 

benefits of [Insert Benefits Amount]. This expenditure is a critical investment to ensure that our 

team remains competitive and capable of meeting the demands of our stakeholders. 

Thank you for considering this request. I am confident that the addition of [Insert Position Title] 

will significantly contribute to our team's efficiency and success. I look forward to your 

favorable response. 

Sincerely, 

[Insert Your Name] [Insert Your Title] [Insert Your Contact Information] 


