Budget Enhancement Request

Date: [Insert Date]
To: [Recipient's Name]
Title: [Recipient's Title]
Department: [Recipient's Department]
Organization: [Recipient's Organization]
Dear [Recipient's Name],
| am writing to formally request an enhancement to our current budget for the
[Office/Department Name] for the upcoming fiscal year. As we strive to achieve our goals and
objectives, it has become clear that an increased allocation is essential for the following reasons:
o Justification 1: [Explain the first reason for the budget enhancement]
« Justification 2: [Explain the second reason for the budget enhancement]
o Justification 3: [Explain the third reason for the budget enhancement]
Based on our projections and the current demands facing our department, | propose an additional
budget allocation of [specific amount]. This enhancement will allow us to [briefly explain how

the funds will be utilized and the expected outcomes].

Please feel free to reach out if you need any further information or documentation to support this
request. | appreciate your consideration and support of our department's needs.

Thank you for your attention to this important matter.
Sincerely,

[Your Name]

[Your Title]

[Your Department]

[Your Organization]

[Your Contact Information]



