
Annual Budget Review 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Position] 

[Company/Organization Name] 

[Address] 

Dear [Recipient Name], 

As we approach the end of the fiscal year, it is essential to conduct a comprehensive review of 

our annual budget. This review will allow us to assess our financial performance, identify areas 

for improvement, and plan our financial strategy for the upcoming year. 

Enclosed, you will find the detailed budget report for the current year, along with key 

performance indicators and variances from the previous forecasts. I encourage you to review 

these documents carefully as we prepare for our upcoming budget meeting on [Insert Meeting 

Date]. 

During the meeting, we aim to discuss the following points: 

• Overall budget performance and analysis 

• Major variances and their implications 

• Recommendations for the next fiscal year 

Your insights will be invaluable to this discussion, and I look forward to your contributions. 

Please feel free to reach out if you have any questions or need further clarification before the 

meeting. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company/Organization Name] 

[Contact Information] 


