
Standard Cost Variance Communication 

Date: [Insert Date] 

To: [Team Name] 

From: [Your Name] 

Subject: Standard Cost Variance Review for Upcoming Team Meeting 

Dear Team, 

I would like to highlight some important points regarding the standard cost variance that we will 

be discussing in our upcoming team meeting. It is essential for us to understand the variances in 

costs to ensure we are aligned with our financial targets and operational efficiencies. 

Agenda for Discussion: 

• Overview of Standard vs. Actual Costs 

• Analysis of Significant Variances 

• Factors Contributing to Variances 

• Action Plan to Address Variances 

• Open Discussion & Feedback 

Please come prepared to review the attached report detailing the variances and be ready to 

provide input on how we can improve our cost management strategies moving forward. 

Looking forward to our discussions. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


