
Capacity Expansion Planning for Project 

Development 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are writing to inform you about our upcoming capacity expansion planning initiative for the 

[Project Name/Description]. As we continue to grow and adapt to the evolving market demands, 

it has become essential to assess and enhance our current capabilities. 

The primary objectives of this capacity expansion planning are as follows: 

• Evaluate current capacities and identify bottlenecks 

• Forecast future demand and requirements 

• Explore options for facility upgrades and new technologies 

• Ensure alignment with our strategic business goals 

We would like to schedule a meeting to discuss our plans in detail and gather your insights on 

how we can effectively execute this expansion. Please let us know your availability in the 

coming weeks. 

Thank you for your continued support and collaboration. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


