
Classroom Budget Request for Essential 

Supplies 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[School Name] 

[School Address] 

[City, State, Zip Code] 

Dear [Principal's Name], 

I hope this message finds you well. I am writing to formally request funding for essential 

classroom supplies for my [grade/class name] class for the upcoming school year. These 

materials are critical for fostering a productive learning environment and supporting the 

educational needs of our students. 

Here is a breakdown of the requested supplies: 

• Notebooks - [Quantity] - $[Cost] 

• Pencils - [Quantity] - $[Cost] 

• Markers - [Quantity] - $[Cost] 

• Construction Paper - [Quantity] - $[Cost] 

• Other Supplies - [Details] - $[Cost] 

The total estimated cost for these supplies is $[Total Cost]. I believe that by providing these 

materials, we can enhance the educational experience and ensure all students have the resources 

necessary to succeed. 

Thank you for considering this request. I am happy to discuss this matter further and provide any 

additional information if needed. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


