Request for Budget Revision

Date: [Insert Date]

To: [Management's Name]

From: [Your Name]

Subject: Budget Revision Request for [Project/Department Name]

Dear [Management's Name],

I hope this message finds you well. I am writing to formally request a revision to the budget
allocated for [Project/Department Name] for the fiscal year [Year]. After a thorough review of

our current financial standing and project requirements, we have identified several areas where
adjustments are necessary to ensure the successful completion of our objectives.

Proposed Changes:
e Original Budget Item 1: [Description] - Requested Revision: [New Amount]
« Original Budget Item 2: [Description] - Requested Revision: [New Amount]
e New Budget Item: [Description] - Requested Amount: [Amount]
These adjustments are essential for the following reasons:
1. [Reason 1]
2. [Reason 2]
3. [Reason 3]
| believe that these revisions will not only improve the efficiency of our operations but also
contribute positively to our overall organizational goals. | kindly ask for your approval of this

budget revision at your earliest convenience.

Thank you for considering this request. I am available to discuss this matter further and provide
any additional information required.

Sincerely,
[Your Name]
[Your Position]

[Your Contact Information]



