Budget Justification Letter

Date: [Insert Date]

[Your Name]

[Your Position]

[Your Organization]
[Your Address]

[City, State, Zip Code]

[Recipient Name]
[Recipient Position]
[Recipient Organization]
[Recipient Address]
[City, State, Zip Code]

Subject: Budget Justification for [Event Name]
Dear [Recipient Name],

| am writing to provide a budget justification for the upcoming [Event Name] scheduled on
[Event Date], which aims to [briefly mention the purpose of the event]. This event is essential for
[provide rationale or benefits of the event].

Event Overview

The [Event Name] will [describe the event activities, target audience, and goals]. We expect
approximately [number of attendees] to participate, which will [mention the expected outcomes].

Budget Breakdown

e Venue Rental: $[amount] - Necessary to accommodate our attendees and create a
professional environment.

« Catering Services: $[amount] - Providing meals will enhance attendee experience and
engagement.

« Material and Supplies: $[amount] - Includes [list key items to be purchased].

« Promotional Materials: $[amount] - To ensure proper outreach and visibility for the
event.

o Speaker Fees: $[amount] - Engaging experts in the field to provide valuable insights.

The total estimated budget for the event is $[total amount]. Funding this event is crucial to
achieve our goals of [reiterate goals]. Your support will help ensure its success.

Thank you for considering this budget justification. | am available for any further discussions or
clarification regarding the budget or the event itself.



Sincerely,

[Your Name]

[Your Position]

[Your Organization]
[Your Phone Number]
[Your Email Address]



