Budget Justification for Resource Acquisition

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Budget Justification for [Project/Resource Name]

Dear [Recipient's Name],

| am writing to provide a detailed justification for the budget allocation needed for the

acquisition of [describe resource, e.g., equipment, software, personnel] as part of our ongoing
efforts to [state purpose, e.g., enhance productivity, improve research capabilities].

Overview of the Resource

The acquisition of [resource] is essential for [explain necessity and benefits]. This will enable
our team to [describe expected outcomes].

Cost Breakdown

e [Item 1]: $[amount] - [brief description]
o [Item 2]: $[amount] - [brief description]
o [Item 3]: $[amount] - [brief description]

Total Requested Budget: $[total amount]

Justification

Investing in [resource] will lead to [explain how this aligns with goals, improves efficiency, etc.].
The expected return on investment includes [list benefits, improvements, or outcomes].

Conclusion

In conclusion, the requested budget is a necessary step toward achieving [specific goals or
outcomes]. | appreciate your consideration of this request and look forward to discussing it
further.

Thank you for your attention to this important matter.

Sincerely,



[Your Name]
[Your Position]
[Your Organization]

[Your Contact Information]



