Date:
To
[The Recipient]
[Business/Company Name]
Subject: Surplus budget announcement for [X]
Dear Departmental heads,
Over the period of the last six months, market prices fluctuated, and we have seen a significant decrease in prices. Due to this sudden downfall in market prices, we have a surplus budget in our equipment purchase and upgrade account. It clearly indicates the availability of extra money for our use. After a long and detailed meeting with senior management, we have decided to use this money to purchase the latest models of computers, photocopiers, and printers.
All concerned departmental heads are directed to assess their needs for upgrading their existing computers to faster ones. Note that surplus money will only be spent on buying hardware items, not software. So, if you need to upgrade your equipment or buy a new one, prepare your proposal wisely and send it to the office of the undersigned by the 31st of August. All such proposals must be accompanied by brief details as to how you will use the particular equipment.
We are excited because the working efficiency of our company is going to be expanded with new and upgraded equipment. We are also thankful to our managers, whose diligent efforts helped us stay within defined limits of the budget. Consequently, you have a budget surplus that can be used at your discretion.
The deadline for using budget surplus is the 1st of September. Thereafter, unused funds will be carried forward to next year’s budget. You are therefore directed to prepare and submit your proposals well before the deadline so that your requests could be evaluated with ease.  
Regards,
David Johnson
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