Project Budget Reallocation Request

Date: [Insert Date]

To: [Recipient Name]

Title: [Recipient Title]

Organization: [Recipient Organization]
From: [Your Name]

Title: [Your Title]

Organization: [Your Organization]

Dear [Recipient Name],

I am writing to formally request a reallocation of funds within our project budget to facilitate
essential upgrades in technology needed for [Project Name]. After an extensive review of our
current resources and the evolving demands of the project, we have identified the following areas
that require additional funding:

e Technology Upgrade 1: [Description and cost]

e Technology Upgrade 2: [Description and cost]

e Technology Upgrade 3: [Description and cost]
These upgrades are critical to ensure that we meet our deliverables effectively and maintain the
quality and efficiency of our project outcomes. We propose to reallocate funds from [Original
Budget Category] to cover these expenses.
Attached to this letter, you will find a detailed budget breakdown and justification for the
requested reallocations. We believe that these enhancements will significantly enhance our
project's performance and sustainability.

Thank you for considering our request. | am looking forward to your approval so that we can
proceed with implementing these important upgrades.

Sincerely,
[Your Name]

[Your Contact Information]



