
Request for Interdepartmental Budget 

Allocation 

Date: [Insert Date] 

To: 

[Recipient's Name] 

[Recipient's Title] 

[Department Name] 

[Company Name] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a budget allocation from 

[Department Name] to support [specific project or initiative] that is essential for our ongoing 

operations. 

As you may already know, [provide a brief background on the project, its objectives, and its 

importance]. The successful execution of this project requires additional funding to cover 

[describe specific needs and how the funds will be used]. 

We believe that this investment will yield significant benefits for our organization, including 

[mention expected outcomes and advantages]. Given our collaborative goals, we are requesting a 

budget allocation of [insert specific amount]. 

I appreciate your consideration of this request, and I am happy to provide any further details or 

documentation that you may need. I look forward to your positive response. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Department] 

[Your Contact Information] 


