
Fiscal Year Budget Summary 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Fiscal Year [Insert Year] Budget Summary 

Introduction 

Dear [Recipient's Name], 

As we approach the end of the current fiscal year, I am pleased to provide you with a summary 

of our budget for fiscal year [Insert Year]. This summary outlines our financial allocations and 

key priorities to support our organizational goals. 

Budget Allocation 

Department Allocated Budget Actual Spending Variance 

[Department Name 1] [Amount] [Amount] [Amount] 

[Department Name 2] [Amount] [Amount] [Amount] 

Key Highlights 

• [Highlight 1] 

• [Highlight 2] 

• [Highlight 3] 

Conclusion 

We believe that this budget will allow us to remain focused on our strategic objectives while 

ensuring responsible use of our resources. Should you have any questions or require further 

details, please feel free to reach out. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Contact Information] 


