
Expenditure Monitoring Update 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Expenditure Monitoring Update for [Project/Department] 

Dear [Recipient Name], 

I hope this message finds you well. This is to provide you with an update on the expenditure 

monitoring for [Project/Department] as of [Insert Date]. 

Summary of Expenditures 

Category Budgeted Amount Actual Expenditure Variance 

[Category 1] [Budgeted Amount 1] [Actual Expenditure 1] [Variance 1] 

[Category 2] [Budgeted Amount 2] [Actual Expenditure 2] [Variance 2] 

Comments 

[Provide any relevant comments or observations regarding the expenditures and variances noted 

above.] 

Please feel free to reach out if you have any questions or need further clarification on this update. 

Thank you for your attention. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


