
Budget Request for Club Activities 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Organization/Department Name] 

[Organization Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing on behalf of [Club Name] to formally request 

funding for our upcoming activities planned for [specific time period, e.g., Fall Semester 2023]. 

Our club's mission is to [briefly explain the club's mission or purpose]. 

We have planned several engaging events, including [list major activities or events with brief 

descriptions: e.g., workshops, community service, guest speakers], which we believe will greatly 

benefit our members and the larger community. 

The estimated total budget for these activities is [insert amount]. Below is a breakdown of the 

anticipated expenses: 

• [Expense 1: Description - Amount] 

• [Expense 2: Description - Amount] 

• [Expense 3: Description - Amount] 

We are committed to ensuring that these events are accessible to all members, and your support 

would be invaluable in helping us achieve that goal. We appreciate your consideration of this 

budget request, and we are happy to provide any additional information you may require. 

Thank you for your time and support. We look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Club Name] 

[Your Contact Information] 


