
Budget Performance Review 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Budget Performance Review for [Period] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide you with the budget performance 

review for the period of [Insert Period]. This review aims to assess our financial performance 

against the established budget and identify areas for improvement. 

Summary of Financial Performance 

The total budget allocated for this period was [Insert Amount], and the actual expenditure was 

[Insert Amount]. This results in a variance of [Insert Amount] which represents [Insert 

Percentage]%. 

Key Highlights 

• [Highlight 1] 

• [Highlight 2] 

• [Highlight 3] 

Challenges and Recommendations 

We encountered the following challenges during this period: 

• [Challenge 1] 

• [Challenge 2] 

To address these challenges, I recommend the following actions: 

• [Recommendation 1] 

• [Recommendation 2] 

Conclusion 



Overall, while we have seen [positive/negative] trends in our budget performance, it is essential 

that we remain vigilant and proactive in managing our resources. I look forward to discussing 

this review in our upcoming meeting scheduled for [Insert Date]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


