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To: [Recipient Name]
From: [Your Name]

Subject: Cost-Benefit Analysis Findings for [Project/Initiative Name]

Introduction

The purpose of this document is to present the findings of the cost-benefit analysis conducted for
[Project/Initiative Name]. This analysis aims to evaluate the financial viability and overall
impact of the proposed initiative.

Executive Summary

The following key findings emerged from the analysis:
Total Costs: $[Insert Total Costs]
Total Benefits: $[Insert Total Benefits]

« Net Benefit: $[Insert Net Benefit]
o Benefit-Cost Ratio: [Insert Ratio]

Methodology

The analysis was conducted using [briefly describe methodology], considering both tangible and
intangible costs and benefits.

Detailed Findings
1. Costs:

e [Detail Cost 1]

e [Detail Cost 2]

e [Detail Cost 3]
2. Benefits:

o [Detail Benefit 1]

o [Detail Benefit 2]
o [Detail Benefit 3]



Conclusion

Based on the findings from the cost-benefit analysis, it is recommended that [Project/Initiative
Name] be [recommended course of action]. The analysis shows that the potential benefits
significantly outweigh the costs, supporting a positive decision moving forward.

Next Steps

Please review the attached detailed report and provide your feedback by [Insert Deadline].
Best regards,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



