
Financial Discrepancy Alert 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Alert Regarding Financial Discrepancy in Project [Project Name] 

Dear [Recipient's Name], 

I am writing to bring to your attention a financial discrepancy that has been identified in the 

budgetary allocations for Project [Project Name]. Our recent review of the financial records has 

highlighted the following issues: 

• Discrepancy in [specific expense/category], amounting to [amount]. 

• Under-budgeted for [specific expense/category] by [amount]. 

• Unaccounted transactions relating to [specific date/period]. 

These inconsistencies require immediate attention to ensure the project's financial health and 

integrity. I recommend that we schedule a meeting to discuss these discrepancies and develop a 

plan for rectification. 

Please let me know your availability for a discussion at your earliest convenience. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


