
Cash Reserve Funding Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally request access to the cash reserves allocated for [specific purpose or 

project] as per our agreement dated [insert date]. The funding will be utilized for [briefly explain 

the need for the funds and how they will be used]. 

Given the current circumstances regarding [mention any relevant details such as financial 

challenges, project timelines, etc.], it is essential for us to secure these funds to ensure the 

smooth continuation of operations and to meet our commitments. 

We would appreciate your prompt attention to this matter and are looking forward to your 

positive response. Please feel free to contact me at [your phone number] or [your email address] 

should you require any further information or documentation. 

Thank you for considering our request. 

Sincerely, 

[Your Name] 

[Your Title] 



[Your Company Name] 


