Expenditure Inquiry

Date: [Insert Date]
To: [Recipient's Name]
Title: [Recipient's Title]
Company: [Recipient's Company]
Address: [Recipient's Address]
Dear [Recipient's Name],
| hope this message finds you well. | am writing to inquire about the recent expenditures
recorded in our accounting department related to [specific project or category]. We would like to
clarify the following:
e [Question or detail 1]
e [Question or detail 2]

o [Question or detail 3]

Understanding these details is crucial for our financial reporting and budget planning. If you
could provide the requested information by [insert deadline], it would be greatly appreciated.

Thank you for your attention to this matter. Please feel free to contact me at [Your Phone
Number] or [Your Email Address] should you have any questions or require further clarification.

Sincerely,

[Your Name]

[Your Title]

[Your Company]

[Your Contact Information]



