Year-End Budget Summary

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Year-End Budget Summary for [Department/Project Name]

Dear [Recipient's Name],

| am pleased to present the year-end budget summary for [Department/Project Name] for the

fiscal year [Year]. This summary outlines the key financial figures, budget utilization, and any
variances from our initial projections.

Financial Overview
Total Budget Allocated: $S{Amount]
Total Expenditure: ${Amount]

Remaining Budget: $S{Amount]
Highlights
e [Highlight 1]

o [Highlight 2]
e [Highlight 3]

Challenges
Despite our successes, we faced some challenges, including:

e [Challenge 1]
« [Challenge 2]

Recommendations

Based on the analysis, we recommend the following for the upcoming year:

e [Recommendation 1]
e [Recommendation 2]



Thank you for your support throughout the year. Please let me know if you have any questions or
need further information.

Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



