
Project Assessment Follow-Up for Budget 

Analysis 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to follow up on our recent project assessment 

concerning the budget analysis of [Project Name]. We appreciate your collaboration and insights 

during our initial discussions. 

As we aim to finalize our budget evaluation, could you please provide the following 

information? 

• Updated financial statements related to the project. 

• Any changes in the anticipated costs or funding sources. 

• Insights on budgetary challenges encountered during the project. 

We aim to complete the analysis by [Insert Deadline], so any information you could provide by 

[Insert Request Deadline] would be greatly appreciated. Please let me know if you need further 

details or if another meeting is needed to discuss this further. 

Thank you for your attention to this matter. I look forward to hearing from you soon. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


