
Budget Endorsement Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Department: [Recipient's Department] 

From: [Your Name] 

Title: [Your Title] 

Department: [Your Department] 

Dear [Recipient's Name], 

We are pleased to inform you that the budget for the fiscal year [Insert Year] has been officially 

endorsed. The total amount allocated for your department is [Insert Amount]. This funding will 

be utilized for [Brief Description of Purpose]. 

Please ensure that the funds are allocated appropriately and in accordance with the guidelines set 

forth in the budget documentation. We expect all departments to adhere to the budget framework 

to achieve our organizational goals effectively. 

If you have any questions regarding the budget or require further clarification, please do not 

hesitate to contact me. 

Thank you for your continued cooperation and support. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Department] 


