Transport Budget Modification Request

Date: [Insert Date]
To: [Recipient's Name]
[Recipient's Title]
[Recipient's Address]
Dear [Recipient's Name],
| am writing to formally request a modification to the transport budget due to unexpected
expenses that have arisen. As you are aware, our initial budget was carefully planned; however,
unforeseen circumstances have necessitated additional funding.
Details of the unexpected expenses are as follows:
e Item 1: [Description and Amount]
e Item 2: [Description and Amount]
e Item 3: [Description and Amount]
To address these expenses, | propose an increase in the transport budget by [Proposed Amount].
This adjustment will allow us to continue operating efficiently and effectively without
compromising our service delivery.
Thank you for considering this request. | look forward to your prompt response.
Sincerely,
[Your Name]
[Your Title]

[Your Organization]

[Your Contact Information]



