
Cost-Benefit Analysis Executive Summary 

To: [Recipient Name] 

From: [Your Name] 

Date: [Current Date] 

Subject: Executive Summary of Cost-Benefit Analysis for [Project Name] 

Introduction 

This report presents the cost-benefit analysis (CBA) conducted for [Project Name]. The analysis 

provides a comprehensive evaluation of the costs, benefits, and potential return on investment 

associated with the project. 

Project Overview 

[Brief description of the project, its objectives, and scope.] 

Cost Analysis 

The total estimated costs for the project are [Total Cost], which includes: 

• [Cost Item 1] - [Cost] 

• [Cost Item 2] - [Cost] 

• [Cost Item 3] - [Cost] 

Benefit Analysis 

The anticipated benefits of the project include: 

• [Benefit Item 1] - [Estimated Value] 

• [Benefit Item 2] - [Estimated Value] 

• [Benefit Item 3] - [Estimated Value] 

Conclusion 

Based on the analysis, the total benefits exceed the total costs, yielding a net benefit of [Net 

Benefit]. The project is recommended for approval as it aligns with our strategic objectives and 

promises positive financial returns. 



Next Steps 

We recommend discussing the findings in detail at the upcoming meeting on [Date]. 

Thank you for considering this analysis. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


