
Executive Summary 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Executive Summary for [Project/Business Case Name] 

Dear [Recipient Name], 

I am pleased to present this executive summary for the [Project/Business Case Name]. This 

document outlines the key aspects of the proposal, including objectives, expected outcomes, and 

a brief analysis of the benefits. 

Objectives 

The primary objectives of this business case include: 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

Expected Outcomes 

We anticipate the following outcomes from the successful implementation of this project: 

• [Outcome 1] 

• [Outcome 2] 

• [Outcome 3] 

Benefits Analysis 

In summary, the benefits of pursuing this business case include: 

• [Benefit 1] 

• [Benefit 2] 

• [Benefit 3] 

Thank you for considering this proposal. I look forward to your feedback and hope to discuss 

this further. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Company] 


