
Budget Variance Insights for Board Meeting 

Date: [Insert Date] 

To: [Board Members] 

From: [Your Name/Position] 

Introduction 

Dear Board Members, 

This letter serves to provide insights into the recent budget variances observed in 

[Project/Department Name] for the [Specific Time Period]. 

Budget Overview 

The approved budget for the period was [$Amount]. However, we have observed a variance of 

[$Amount] which results in a total actual spending of [$Amount]. 

Variance Analysis 

Upon review, the variances can be categorized as follows: 

• Positive Variance: [Item/Area] - [$Amount] - Brief explanation. 

• Negative Variance: [Item/Area] - [$Amount] - Brief explanation. 

Factors Influencing Variance 

The key factors contributing to these variances include: 

1. [Factor 1] 

2. [Factor 2] 

3. [Factor 3] 

Recommendations 

To address the variances identified, we recommend the following actions: 

• [Action 1] 

• [Action 2] 

• [Action 3] 



Conclusion 

Thank you for your attention to this matter. We look forward to discussing these insights and our 

recommendations further during the upcoming board meeting. 

Sincerely, 

[Your Name] 

[Your Position] 


