
Expenditure Summary for Project 

Documentation 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Expenditure Summary for [Project Name] 

 

Dear [Recipient's Name], 

We are pleased to present the expenditure summary for the [Project Name]. Below is a detailed 

account of all expenditures incurred during the project period: 

 

Description Amount Date 

[Expense Description 1] $[Amount 1] [Date 1] 

[Expense Description 2] $[Amount 2] [Date 2] 

[Expense Description 3] $[Amount 3] [Date 3] 

 

Total Expenditure: $[Total Amount] 

 

Thank you for your attention to this matter. Please feel free to reach out if you have any 

questions regarding this summary. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


