
Budget Summary 

Date: [Insert Date] 

To: [Leadership Team/Specific Recipient] 

From: [Your Name] 

Subject: Budget Summary for [Project/Department Name] 

Dear [Recipient's Name], 

I am pleased to present the budget summary for [Project/Department Name] for the fiscal year 

[Year]. This summary outlines the key financial allocations and expected expenditures, 

providing an overview for our upcoming leadership presentation. 

Budget Overview 

Category 
Allocated 

Amount 

Actual/Projected 

Expenditure 
Variance 

Personnel $[Amount] $[Amount] $[Amount] 

Operational Expenses $[Amount] $[Amount] $[Amount] 

Marketing $[Amount] $[Amount] $[Amount] 

Training & 

Development 
$[Amount] $[Amount] $[Amount] 

Total $[Total Amount] $[Total Amount] 
$[Total 

Amount] 

This budget is designed to support our goals of [briefly state goals, e.g., increasing revenue, 

improving efficiency, etc.]. Your feedback and insights will be invaluable as we move forward. 

Thank you for your attention to this important matter. I look forward to discussing this in more 

detail during our upcoming meeting. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


