
Departmental Budget Outline 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Budget Outline for [Department Name] Programs 

Introduction 

This document outlines the proposed budget for the [Department Name] for the fiscal year 

[Year]. The following programs are included: 

Program Details 

Program 

Name 
Description 

Requested 

Amount 
Justification 

[Program 1] 
[Brief description of the 

program] 
[Amount] 

[Reason for 

funding] 

[Program 2] 
[Brief description of the 

program] 
[Amount] 

[Reason for 

funding] 

Total Requested Budget 

Total Amount: [Total Amount] 

Conclusion 

Thank you for considering the budget outline for [Department Name] programs. We are looking 

forward to your support and feedback. 

Sincerely, 

[Your Name] 

[Your Position] 

[Department Name] 


