
Budget Allocation Request 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I am writing to formally request budget allocation for the [Project Name] which is scheduled to 

commence on [Start Date]. After careful planning and assessment of the project requirements, 

we have determined that a budget of [Requested Amount] is essential to ensure successful 

execution and timely completion. 

The requested funds will be allocated as follows: 

• Materials: [Amount] 

• Labor: [Amount] 

• Permits and Fees: [Amount] 

• Equipment: [Amount] 

• Contingency: [Amount] 

We believe that this project will significantly contribute to [Brief Description of Project 

Benefits]. Your prompt attention to this budget allocation request would be greatly appreciated 

as it will allow us to proceed on schedule. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


