
Budget Revision Proposal 

Date: [Insert Date] 

To: [Board Members/Specific Board Member Names] 

From: [Your Name/Your Position] 

Subject: Proposed Budget Revisions for [Year/Project Name] 

Dear [Board Members/Specific Name], 

I hope this message finds you well. As we progress through the fiscal year, I have reviewed our 

current budget allocations and identified several areas that necessitate revisions to better align 

with our organizational goals and emerging needs. 

Summary of Proposed Revisions: 

• Original Allocation: [Specify Initial Amount] - Revised Allocation: [Specify Revised 

Amount] for [Description of the Item/Category] 

• Original Allocation: [Specify Initial Amount] - Revised Allocation: [Specify Revised 

Amount] for [Description of the Item/Category] 

• Original Allocation: [Specify Initial Amount] - Revised Allocation: [Specify Revised 

Amount] for [Description of the Item/Category] 

Rationale for Revisions: 

[Provide a brief explanation for each proposed revision, including relevant data, context, and 

how these changes will enhance operations or impact results positively.] 

Next Steps: 

I request your feedback on these proposed revisions by [Insert Deadline]. This feedback will be 

instrumental in finalizing our budget adjustments for the upcoming quarter. 

Thank you for your attention and support on this matter. I look forward to your insights. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Contact Information] 


