
Business Case Submission 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

Subject: Submission of Detailed Business Case for [Project 

Name] 

Dear [Recipient's Name], 

I am pleased to submit the detailed business case for [Project Name]. This document outlines the 

rationale, objectives, benefits, and financial implications of undertaking this initiative. 

1. Executive Summary 

[Brief overview of the project and its purpose] 

2. Background 

[Description of the current situation and the need for the project] 

3. Objectives 

[List of primary objectives of the project] 

4. Benefits 

[Detailed description of the expected benefits] 

5. Financial Analysis 

[Summary of the financial aspects, including costs and anticipated savings] 

6. Risks 

[Overview of potential risks and mitigation strategies] 



7. Conclusion 

[Final thoughts and call to action] 

Thank you for considering this business case. I look forward to your feedback and hope for the 

opportunity to discuss this further. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Contact Information] 


