Budget Justification for Department
Requirements

Date: [Insert Date]

To: [Recipient Name]

[Recipient Title]

[Department Name]

[Organization Name]

[Address]

Dear [Recipient Name],

| am writing to submit a budget justification for the [Department Name] for the upcoming fiscal

year. Our department plays a crucial role in [briefly explain the role of the department], and we
require adequate funding to ensure that we continue to meet our objectives effectively.

Justification of Requested Budget

1. Operational Costs: To maintain our daily operations, we are requesting ${amount] to cover
[specific expenses related to operational costs].

2. Staff Development: An investment of $[amount] in staff training and development is essential
for enhancing our team's skills and productivity.

3. Equipment Upgrades: We propose a budget of $[amount] for necessary upgrades in [specific
equipment or tools], which will improve our efficiency.

In total, we are requesting a budget of $[total amount]. This funding will enable us to [mention
any specific goals or projects tied to the budget].

Thank you for considering our request for budget justification. We are committed to delivering
high-quality results for our department and look forward to your support.

Sincerely,
[Your Name]

[Your Title]



[Department Name]

[Contact Information]



