
Quarterly Expenditure Review 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Quarterly Expenditure Review for [Quarter, Year] 

Dear [Recipient Name], 

I hope this message finds you well. As part of our ongoing commitment to financial transparency 

and accountability, I am writing to provide you with the quarterly review of our expenditures for 

the period of [Insert Period]. 

Expenditure Summary 

Category Budgeted Amount Actual Expenditure Variance 

[Category 1] [Budget Amount] [Actual Amount] [Variance] 

[Category 2] [Budget Amount] [Actual Amount] [Variance] 

Key Observations 

[Insert key observations regarding variances and trends] 

Future Recommendations 

[Insert recommendations for future expenditure planning] 

Thank you for your attention to this matter. I look forward to your feedback and any questions 

you may have regarding this report. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


