
Project Accounting Reconciliation 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: End-of-Project Accounting Reconciliation for [Project Name] 

Dear [Recipient Name], 

As we conclude the [Project Name], we would like to present our final accounting reconciliation 

for your review and approval. This reconciliation summarizes all financial transactions related to 

the project, ensuring accuracy and transparency in our financial management. 

Summary of Project Expenses 

Description Budgeted Amount Actual Amount Variance 

[Expense Item 1] [Budgeted Amount 1] [Actual Amount 1] [Variance 1] 

[Expense Item 2] [Budgeted Amount 2] [Actual Amount 2] [Variance 2] 

Total [Total Budgeted] [Total Actual] [Total Variance] 

Observations 

Throughout the project, we faced [summarize any key challenges or unexpected expenses]. 

However, we successfully managed to [highlight any successful outcomes or savings]. 

Next Steps 

We kindly request your review of the attached documents and your feedback by [Insert 

Deadline]. Once approved, we will prepare the final report for submission. 

Thank you for your collaboration and support throughout the duration of this project. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Contact Information] 


