
Budget Reconciliation Update 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Budget Reconciliation Update for [Project/Department Name] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide you with an update on the budget 

reconciliation process for [Project/Department Name] as of [Insert Date]. 

1. Overview 

As we approach the end of our budget period, we have conducted a thorough review of our 

expenditures and revenues. Below is a summary of our findings: 

2. Budget Status 

• Allocated Budget: $[Amount] 

• Actual Expenditure: $[Amount] 

• Remaining Balance: $[Amount] 

3. Variance Analysis 

We observed a variance of $[Amount] which is attributed to [brief explanation of the reasons for 

variance]. 

4. Next Steps 

As we move forward, we plan to [brief outline of next steps, such as reviewing expenditures, 

adjusting forecasts, etc.]. 

Please feel free to reach out if you have any questions or need further details regarding the 

budget reconciliation. 

Thank you for your attention to this matter. 

Sincerely, 



[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


