Subject: Updated Budget Forecasts for
[Project/Department Name]

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Dear [Recipient's Name],

I hope this message finds you well. As part of our ongoing efforts to ensure financial clarity and

transparency, we have conducted a review of our budget forecasts for [Project/Department
Name]. Below, please find the updated figures and projections.

Updated Budget Forecasts

Category |Previous Forecast Updated Forecast Variance
[Category 1] [[Previous Amount] [Updated Amount] [[Variance Amount]
[Category 2] [[Previous Amount] [Updated Amount] [[Variance Amount]

We believe that these adjustments reflect a more accurate outlook based on our current
circumstances and anticipated expenditures.

Please feel free to reach out if you have any questions or need further clarification regarding the
updated forecasts.

Thank you for your attention to this matter.
Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



