
Cost Forecasting Assessment 

Date: [Insert Date] 

To: [Recipient Name] 

Department: [Department Name] 

From: [Your Name] 

Subject: Cost Forecasting Assessment for [Project/Department Name] 

Dear [Recipient Name], 

I am writing to present the cost forecasting assessment for [Project/Department Name]. Our 

analysis aims to provide insight into anticipated expenses over the coming period and facilitate 

budgetary planning. 

Summary of Findings 

• Projected Total Cost: $[Insert Amount] 

• Cost Categories: [List Categories] 

• Assumptions: [Briefly describe key assumptions] 

Detailed Forecast 

[Include detailed forecast table or explanation here] 

Recommendations 

[Provide any recommendations for cost management or adjustments] 

Thank you for considering this assessment. Please let me know if you have any questions or 

require further details. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


