
Project Financial Reconciliation Report 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Financial Reconciliation Report for [Project Name] 

Dear [Recipient's Name], 

I hope this message finds you well. Please find below the financial reconciliation report for the 

[Project Name] as of [Insert Date]. 

Project Overview 

[Brief description of the project] 

Financial Summary 

Description Budgeted Amount Actual Amount Variance 

[Item 1] [Budgeted Amount 1] [Actual Amount 1] [Variance 1] 

[Item 2] [Budgeted Amount 2] [Actual Amount 2] [Variance 2] 

Notes and Observations 

[Insert any notes or observations regarding the financials] 

Conclusion 

[Insert concluding statements regarding the project's financial status] 

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

questions or need further clarification. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


