Funding Utilization Update

Date: [Insert Date]
[Recipient Name]
[Recipient Title]
[Organization Name]

[Organization Address]

Subject: Funding Utilization Update for [Project Name]

Dear [Recipient Name],

I hope this message finds you well. I am writing to provide an update on the utilization of funds
for the [Project Name] funded under the [Grant Name] grant.

Funding Overview

As of [Current Date], we have received a total of [Amount] in grant funding. The breakdown of
expenditures is as follows:

Personnel Costs: [Amount]
Supplies and Materials: [Amount]
Travel Expenses: [Amount]
Other Expenses: [Amount]

Project Progress

We are pleased to report that we are on track to meet the objectives set forth in our proposal. Key
milestones achieved include:

e [Milestone 1]

e [Milestone 2]
e [Milestone 3]

Future Plans
Looking ahead, we anticipate allocating funds for the following activities:

e [Activity 1]
o [Activity 2]



o [Activity 3]

Thank you for your continued support. Should you require any further information or details,
please do not hesitate to reach out.

Sincerely,

[Your Name]

[Your Title]

[Your Organization]

[Your Contact Information]



