
Annual Budget Summary 

Date: [Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Annual Budget Summary for [Year] 

Dear [Recipient's Name], 

I am writing to present the annual budget summary for the fiscal year [Year]. This summary 

outlines the key financial figures and allocations that will guide our activities. 

Budget Overview 

Category Allocated Amount Actual Amount 

Marketing $[Allocated Amount] $[Actual Amount] 

Operations $[Allocated Amount] $[Actual Amount] 

Human Resources $[Allocated Amount] $[Actual Amount] 

Research and Development $[Allocated Amount] $[Actual Amount] 

Conclusion 

The overall budget for the year is structured to ensure enhanced productivity and efficiency. We 

look forward to achieving our goals together. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


