
Formal Request for Budget Allocation 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Organization Name] 

[Address] 

Dear [Recipient's Name], 

I am writing to formally request budget allocation for the upcoming construction work on 

[Project Name] located at [Project Location]. This project aims to [briefly describe the goal and 

importance of the project]. 

After careful assessment, the estimated budget for the construction is [insert amount]. This 

budget will cover the costs of materials, labor, and other associated expenses essential for 

completion of the project within the proposed timeline. 

We believe that this investment is crucial for [explain the benefits or expected outcomes of the 

project]. Your support in approving this budget will greatly contribute to the successful 

execution of our plans. 

Please find attached the detailed budget proposal and project timeline for your review. I would 

be happy to discuss this further at your convenience. 

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

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


