
Project Budget Adjustment Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

Subject: Request for Project Budget Adjustment 

I hope this message finds you well. I am writing to formally request an adjustment to the budget 

for the [Project Name] project due to [briefly explain the reason for the adjustment, e.g., 

unexpected expenses, changes in project scope, etc.]. 

The details of the current budget and the proposed adjustments are as follows: 

Budget Category Current Amount Proposed Amount Reason for Change 

[Category 1] [Current Amount 1] [Proposed Amount 1] [Reason 1] 

[Category 2] [Current Amount 2] [Proposed Amount 2] [Reason 2] 

We believe that these adjustments are essential for the successful completion of the project and 

align with our overall objectives. 

I kindly ask for your approval of this budget adjustment request. Please feel free to contact me if 

you require any further information or clarification. 

Thank you for considering this request. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company/Organization Name] 

[Your Contact Information] 


