Email Thread 6 — Budget Request Template

TEMPLATE — For use when requesting missing budget confirmations from Finance Business Partner


From: [Procurement Analyst Name]
To: [Finance Business Partner — Group Communications]
Date: [Date]
Subject: FY26 Marketing and Communications demand plan — outstanding budget confirmations
────────────────────────────────────────────────────────────────────────────────

Hi [Finance BP name],
I am working through the FY26 demand plan for Marketing and Communications as part of the category management programme. I have identified a number of items in the plan where the FY26 budget value has not yet been confirmed. Before we can complete the requirements brief and proceed with the category strategy, I need confirmed budget figures for these items.
The following items currently show no confirmed budget in the demand plan:
Global Manufacturing Summit 2026 — Stand rebuild and branding (DXBLive Events LLC — listed as confirmed supplier, no budget)
Global Manufacturing Summit 2026 — Event management and production (DXBLive Events LLC)
One Company Day 2026 — Full event production
EMT Leadership Offsite 2026 — Venue and facilitation
Ramadan Media Iftar 2026
Could you please confirm the approved budget for each item listed above, or advise when budget approval is expected? 
I would appreciate a response by [date] so that we can keep the category strategy timeline on track.
Many thanks,
[Name]
Procurement Analyst
Manufacturing company
