Date:
To
[The Recipient]
[Business/Company Name]
Subject: Announcing surplus budget to upgrade equipment
Dear Managers,
I am extremely thankful to all departmental heads for their careful planning. I am pleased to announce that we are left with a modest amount in our account. It is happening for the first time when we have a budget surplus. Although this budget is unrestricted, we want our managers to use it for upgrading or replacement of office machinery and equipment. This is the way through which we can manage the burden of work and shorten the required to get work done. Within a week, all heads will receive a notification about the availability of amounts for them.
Please let this office know by 15th of August which equipment should be upgraded or replaced first on a priority basis. If we don’t use this surplus budget by the 30th of August, it will be lost. So, you all are requested to prepare your proposals and put these on my table as soon as possible. In this way, I would be able to evaluate your needs and make the necessary purchases well before the deadline.
Please note that unused funds will be carried forward to next year’s budget. Since we don’t have plenty much time, prepare your proposals wisely keeping in mind your departmental needs. This is the golden time, and we cannot predict when this unique opportunity will be available to us again. Please take your time and let my office know if you need to replace or upgrade your office equipment. Your proposal must be accompanied by an application and justification for up-gradation.
Feel free to contact my office assistant if you need any help regarding the allocation of funds or the preparation of proposals.
Regards,
Johnson
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