
Financial Request for Departmental Support 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Department: [Recipient's Department] 

Company/Organization: [Company Name] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request financial support for 

[describe the purpose of the request] within our department. As you are aware, [briefly explain 

the importance/benefits of the request]. 

We estimate that the total cost for this initiative will be [Insert Amount]. The breakdown of 

expenses is as follows: 

• [Expense 1 - Amount] 

• [Expense 2 - Amount] 

• [Expense 3 - Amount] 

We believe that with this support, we can [describe the expected outcomes or benefits]. We 

appreciate your consideration of this request and look forward to your positive response. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Department] 

[Your Contact Information] 


