
Funding Request Letter 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[University Name] 

[University Address] 

Dear [Recipient's Name], 

I am writing to request funding for a specific project titled "[Project Title]" that aims to [briefly 

describe the purpose and goals of the project]. This project is essential in [explain the importance 

and expected impact of the project]. 

We are seeking a total of [insert amount] to cover the following expenses: 

• [Item 1] 

• [Item 2] 

• [Item 3] 

The funding will be utilized in [detail how the funds will be spent]. We believe that with your 

support, we can achieve [mention the expected outcomes and benefits of the project]. 

I have attached a detailed proposal, including a budget breakdown and project timeline for your 

review. 

Thank you for considering this request. I would be happy to discuss this project further at your 

earliest convenience. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Department] 

[Your Contact Information] 


