
Cost Assessment for Project Endorsement 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company/Organization: [Recipient's Company] 

Address: [Recipient's Address] 

 

Dear [Recipient's Name], 

I am writing to provide a detailed cost assessment for the [Project Name] proposed by [Your 

Organization/Department]. This assessment aims to outline the financial requirements necessary 

for the successful execution of the project. 

 

Project Overview 

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

 

Cost Breakdown 

Item Estimated Cost 

[Item 1] [Cost 1] 

[Item 2] [Cost 2] 

[Item 3] [Cost 3] 

Total Estimated Cost [Total Cost] 

 

Conclusion 

In conclusion, we anticipate that a total budget of [Total Cost] will enable us to achieve the 

desired outcomes of the [Project Name]. We kindly seek your endorsement for the proposed 

budget to move forward with the project. 



 

Thank you for your attention to this matter. I look forward to your favorable response. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


