
Budget Revision Request 

Date: [Insert Date] 

To: 

[Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

Dear [Recipient Name], 

I am writing to formally request a revision of the budget for the [Project Name] project, currently 

underway at [Project Location]. Due to [reason for budget revision, e.g., unforeseen 

circumstances, changes in project scope], we find it necessary to adjust the current budget 

allocation to ensure the project's successful completion. 

Current Budget Overview 

• Original Budget: [Insert Amount] 

• Revised Budget: [Insert Amount] 

• Adjustment Needed: [Insert Amount] 

Details of Revision 

[Provide a detailed explanation of the reasons for the budget revision and how the funds will be 

allocated. Include any necessary documentation or supporting information.] 

We appreciate your attention to this matter and look forward to your prompt response. If you 

have any questions or require further information, please do not hesitate to contact me at [Your 

Phone Number] or [Your Email Address]. 

Thank you for your understanding and support. 

Sincerely, 

[Your Name] 

[Your Title] 



[Your Company Name] 

[Your Company Address] 


