
Budget and Resource Allocation Request 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Request for Budget and Resource Allocation for [Project Name] 

Dear [Recipient Name], 

I am writing to formally request the allocation of budget and resources for [Project Name] 

scheduled to commence on [Start Date]. After careful planning and analysis, we have identified 

the necessary financial and human resources to ensure the successful execution of this project. 

Budget Overview 

The total budget requested is [Total Amount], which is broken down as follows: 

• Item 1: [Description] - [Cost] 

• Item 2: [Description] - [Cost] 

• Item 3: [Description] - [Cost] 

Resource Requirements 

In addition to the budget, we require the following resources: 

• Resource 1: [Description] 

• Resource 2: [Description] 

• Resource 3: [Description] 

We believe that with the proper allocation of these resources, we can achieve our objectives and 

contribute positively to [Company/Organization Name]. Please let us know if you need any 

further details or clarification regarding this request. 

Thank you for considering our proposal. We look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


