Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]

[Recipient's Name]
[Recipient's Title]
[Company/Organization Name]
[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I am writing to formally request information regarding the costs associated with upcoming
capital improvement projects within [specific context or location, e.g., the city, a specific facility,
etc.]. As a stakeholder interested in the development and enhancement of our community, |
believe that having a clear understanding of these costs will aid in informed decision-making.

Specifically, 1 would appreciate details on:

e The total estimated costs for each proposed project.

o A breakdown of costs by category (e.g., materials, labor, etc.).

e The projected timeline for each project.

o Funding sources for these improvements.

It would be helpful to receive this information by [insert deadline], if possible, as it will assist in
further discussions on community planning initiatives. Thank you for your attention to this
matter. | look forward to your prompt response.

Sincerely,

[Your Name]



