
Expense Management Review 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Expense Management Review for [Period] 

Dear [Recipient Name], 

I hope this message finds you well. As part of our ongoing effort to monitor and optimize our 

expense management process, I have conducted a review of the expenses incurred during the 

period of [Start Date] to [End Date]. 

Summary of Findings 

• Total Expenses: $[Total Amount] 

• Categories Exceeded Budget: [List Categories] 

• Recommendations for Improvement: [Brief Recommendations] 

Detailed Breakdown 

Category Amount Budget Variance 

[Category 1] $[Amount] $[Budget] $[Variance] 

[Category 2] $[Amount] $[Budget] $[Variance] 

Moving forward, I recommend implementing [Specific Action Steps] to enhance our expense 

management strategy. 

Thank you for your attention to this matter. I look forward to your feedback and discussing this 

in further detail. 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


