
Budget Review Request for Event 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company/Organization Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a review of the budget 

allocated for the upcoming [Event Name] scheduled for [Event Date]. As we move forward in 

the planning process, it has become evident that additional funding will be necessary to ensure 

the success and quality of the event. 

After careful consideration and assessment of our current expenses, we estimate that an increase 

of [specific amount or percentage] will provide us with the resources needed for [specific 

reasons, e.g., venue enhancements, speaker fees, promotional materials, etc.]. This investment 

will not only enhance the attendee experience but also reflect positively on our organization. 

We appreciate your attention to this matter and would be grateful for an opportunity to discuss 

this request in more detail. Please let me know a suitable time for us to meet or if you require 

further information to aid in your review. 

Thank you for your consideration. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 

[Your Organization Name] 


