
Financial Adjustment Request for 

Departmental Growth 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Department: [Recipient's Department] 

Company: [Company Name] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a financial adjustment to our 

current departmental budget, aimed at fostering growth and enhancing our operational 

capabilities. 

Over the past [insert period], we have consistently met our targets and contributed positively to 

the organization's objectives. To continue this momentum and address the emerging 

opportunities in our sector, I propose an adjustment of [insert amount or percentage] to our 

budget. 

The requested funds will be allocated toward [briefly explain purpose, e.g., training programs, 

new technology, additional staffing], which are essential for our departmental growth and overall 

performance improvement. 

I believe that this investment will yield significant returns, not only for our department but for 

the organization as a whole. I would appreciate the opportunity to discuss this request further and 

provide any additional information needed. 

Thank you for considering this proposal. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Department] 

[Your Contact Information] 


