
Budget Allocation Procedure 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Budget Allocation Procedure for [Project/Department] 

Dear [Recipient Name], 

I am writing to outline the budget allocation procedure for the upcoming fiscal year regarding 

[specific project or department name]. This process is vital to ensure that financial resources are 

utilized effectively and in alignment with our strategic goals. 

Budget Allocation Steps: 

1. Identify funding requirements for each department/project. 

2. Submit budget proposals to the finance department by [submission date]. 

3. Review and prioritize requests based on organizational goals. 

4. Approval process by senior management, expected by [approval date]. 

5. Notification of allocated budget to respective teams by [notification date]. 

6. Implementation of budget monitoring and evaluation. 

Please ensure adherence to the timeline outlined above. Should you have any questions regarding 

the procedure or need further clarification, feel free to reach out to me directly. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


