
Budget Allocation Request for [Department 

Name] 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Budget Allocation Request for [Project Name] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request budget allocation for the 

[Project Name] within the [Department Name]. As we embark on this project, we estimate the 

total cost to be [insert amount]. 

The primary objectives of this project are as follows: 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

To accomplish these objectives, we have outlined the key budget items: 

• [Budget Item 1]: [cost] 

• [Budget Item 2]: [cost] 

• [Budget Item 3]: [cost] 

Please find attached a detailed breakdown of the budget and project timeline for your review. 

I appreciate your consideration of this request and look forward to your support in facilitating the 

successful execution of this project. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Department Name] 



[Contact Information] 


