
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the specific cost allocation 

practices implemented by [Company/Organization Name]. As part of my research, I am 

interested in understanding how costs are attributed to various departments and projects within 

your organization. 

Specifically, I would appreciate detailed information on the following: 

• The methodologies used for cost allocation. 

• Any relevant policies or guidelines that govern these practices. 

• Examples of how allocation decisions have impacted departmental budgets. 

Your insights would be invaluable for my understanding of effective cost management in 

organizations. I look forward to your response. 

Thank you for your time and assistance. 

Sincerely, 

[Your Name] 


