
Capital Cost Justification 

Date: [Insert Date] 

To: [Recipient Name] 

Title: [Recipient Title] 

Department: [Recipient Department] 

[Company/Organization Name] 

Dear [Recipient Name], 

I am writing to formally justify the capital expenditures proposed for [Project/Investment Name] 

within the [Department Name]. This initiative aims to [briefly explain the purpose of the 

project]. The total proposed budget for this project is [insert amount]. 

Purpose of Investment 

The rationale for this expenditure includes: 

• Improvement of operational efficiency by [specific details]. 

• Enhanced capacity to meet customer demands by [specific details]. 

• Reduction of long-term costs through [specific details]. 

Cost Breakdown 

The capital costs can be broken down as follows: 

• [Item 1]: [Cost] 

• [Item 2]: [Cost] 

• [Item 3]: [Cost] 

Return on Investment 

We anticipate a return on investment within [insert timeframe], projected to result in [specific 

benefits, e.g., revenue growth, cost savings]. 

In conclusion, the investment in [Project/Investment Name] is essential for the continued success 

of the [Department Name] and aligns with our strategic goals. I appreciate your consideration of 

this proposal and look forward to your support. 

Thank you. 



Sincerely, 

[Your Name] 

[Your Title] 

[Your Department] 

[Your Contact Information] 


