
Budget Allocation Request for Upcoming 

Event 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

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

upcoming event, [Event Name], scheduled to take place on [Event Date] at [Event Location]. 

The purpose of the event is to [Briefly describe the purpose of the event]. We anticipate 

approximately [Number of Participants] attendees and believe this event will significantly 

contribute to [Explain the benefits or objectives of the event]. 

Based on our planning, the estimated budget required for the event is as follows: 

• Venue Rental: $[Amount] 

• Catering: $[Amount] 

• Marketing and Promotion: $[Amount] 

• Materials and Supplies: $[Amount] 

• Other Expenses: $[Amount] 

Total Estimated Budget: $[Total Amount] 

We believe that this investment will yield positive results and enhance the standing of our 

organization within the community. 

Thank you for considering this request. I look forward to your positive response and am happy to 

discuss any details if needed. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


