
Project Financial Reconciliation Summary 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Financial Reconciliation Summary for [Project Name] 

Overview 

This letter serves to summarize the financial reconciliation for the [Project Name] for the period 

ending [Date]. 

Financial Summary 

Item 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] 

Comments 

[Any additional comments or insights regarding the financial status of the project] 

Conclusion 

Thank you for your attention to this financial summary. Please feel free to reach out if you have 

any questions or require further details. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


