
Construction Project Budget Revision 

Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a revision of the budget 

allocated for the [Project Name] project due to [brief explanation of the reason for the revision, 

e.g., unexpected costs, changes in project scope, etc.]. 

As you are aware, the initial budget was set at [original budget amount]. After reviewing the 

current expenditures and upcoming needs, the proposed budget adjustment amounts to [new 

budget amount]. The following points outline the reasons for the requested revision: 

• [Reason 1] 

• [Reason 2] 

• [Reason 3] 

We believe that this adjustment is crucial for the successful completion of the project and will 

ensure that we maintain our quality standards and timeline. 

I appreciate your consideration of this request, and I am available to discuss this matter further at 

your convenience. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 



[Your Contact Information] 


