Departmental Budget Needs Assessment

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Department: [Your Department]

Subject: Budget Needs Assessment for Fiscal Year [Insert Year]

Dear [Recipient's Name],

I hope this message finds you well. As we prepare for the upcoming fiscal year, | am writing to
outline the budgetary needs of the [Your Department] to ensure we can meet our operational

goals and support the overall objectives of the organization.

After assessing our current resources and forecasting our needs for the next year, we have
identified several key areas requiring funding:

e Personnel Costs: [Detail specific needs]

o Operational Expenses: [Detail specific needs]

e Training and Development: [Detail specific needs]
o Equipment/Software: [Detail specific needs]

Our proposed budget for the next fiscal year totals [Insert Amount], which breaks down as
follows:

[Insert detailed budget breakdown]

We believe that these investments are crucial for enhancing our productivity and achieving our
strategic objectives. | would appreciate the opportunity to discuss this further and answer any
questions you may have.

Thank you for considering our budget needs. I look forward to your positive response.
Sincerely,

[Your Name]

[Your Job Title]

[Your Contact Information]



