
Annual Budget Planning Overview 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Annual Budget Planning Overview 

Dear [Recipient Name], 

As we approach the new fiscal year, it is crucial to outline our strategic objectives and allocate 

resources effectively. This letter provides an overview of our annual budget planning process. 

1. Financial Goals 

• Increase revenue by [Insert Percentage]. 

• Reduce operational costs by [Insert Percentage]. 

• Invest in new technologies and resources. 

2. Budget Categories 

• Personnel Costs 

• Operational Expenses 

• Marketing and Advertising 

• Research and Development 

3. Timeline 

The budget planning process will be initiated on [Start Date] and will conclude by [End Date]. 

4. Next Steps 

We encourage all departments to submit their budget proposals by [Submission Deadline]. 

Thank you for your cooperation and efforts in making this budget planning process successful. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company] 


