
Business Case Overview Request 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Request for Business Case Overview 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request an overview of the business case 

concerning [insert project or initiative name]. As we move forward, it is essential to understand 

the objectives, benefits, and potential impacts associated with this endeavor. 

Could you please provide the following information: 

• Objectives of the business case 

• Expected benefits and outcomes 

• Potential risks and mitigation strategies 

• Estimated budget and resources required 

• Timeline of implementation 

Your insights will be invaluable as we evaluate and align our strategies with the proposed 

initiative. If possible, I would appreciate receiving this information by [insert deadline], to 

facilitate timely decision-making. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company] 

[Your Contact Information] 


