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Budget Variance Explanation Sheet
Explain why a facility budget line changed and what happens next.
Use for a material variance. State whether figures are monthly or year-to-date and avoid double-counting
commitments.
Period / cost center / budget line / prepared by

Baseline and current position
Budget, actual expense, open commitments and timing basis used.

Reason for difference
Separate timing shifts, scope changes, price changes and unplanned work.

Forecast and management action
Expected remaining spend, revised full-period forecast and proposed action.

Working record

Driver / supporting reference Amount / timing Action owner / due date

Revised forecast reviewed by / decision / next review

For expense tracking, actual minus budget is positive when over budget; label your convention.
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