
Shared Service Expenses Analysis Report 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Shared Service Expenses Analysis 

Dear [Recipient Name], 

We have conducted a detailed analysis of the shared service expenses for the period of [insert 

period]. The objective of this analysis is to provide insights and recommendations for optimizing 

costs associated with our shared services. 

Summary of Findings 

• Total shared service expenses amounted to [insert total amount]. 

• Breakdown of expenses by department:  

o Department A: [insert amount] 

o Department B: [insert amount] 

o Department C: [insert amount] 

• Trends observed in the past [insert timeframe]. 

Recommendations 

1. Implement cost-sharing measures across departments. 

2. Explore automation options to reduce manual handling costs. 

3. Conduct a quarterly review of shared service expenses. 

We recommend scheduling a meeting to discuss these findings in detail and to strategize on 

implementation. Please let us know your availability. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


