
Quarterly Budget Variance Report 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Quarterly Budget Variance Report for [Quarter/Year] 

1. Executive Summary 

This report outlines the budget variances for the quarter ending [Insert Date]. The purpose of this 

report is to provide an overview of the financial performance against the budgeted figures. 

2. Budget Overview 

Category Budgeted Amount Actual Amount Variance Variance % 

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

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

3. Analysis of Variances 

[Provide a detailed analysis of each significant variance, explaining the reasons and implications 

for future budgeting.] 

4. Recommendations 

[Include any recommendations for addressing variances and improving budget performance in 

future quarters.] 

5. Conclusion 

In summary, this report provides insights into our financial performance for the quarter. We will 

continue to monitor our expenditures and make necessary adjustments to stay aligned with our 

budget. 

Thank you for your attention to this report. Please feel free to reach out if you have any questions 

or require further information. 

Sincerely, 



[Your Name] 

[Your Job Title] 

[Your Contact Information] 


