
Budget Assessment Letter 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Budget Assessment for [Project Name] 

Dear [Recipient's Name], 

I hope this message finds you well. As part of our ongoing project management process, we have 

completed the budget assessment for [Project Name]. The following details outline the current 

budget status and areas for adjustment: 

Budget Overview 

• Total Approved Budget: [Amount] 

• Current Expenditure: [Amount] 

• Remaining Balance: [Amount] 

Key Highlights 

• Category 1: [Details] 

• Category 2: [Details] 

• Category 3: [Details] 

Recommendations 

To ensure the project stays within budget, I recommend the following actions: 

1. [Recommendation 1] 

2. [Recommendation 2] 

3. [Recommendation 3] 

Please review this assessment and let me know if you have any questions or would like to 

discuss further. Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


