
Capital Expenses Proposal for Approval 

Date: [Insert Date] 

To: [Recipient Name] 

Title: [Recipient Title] 

Company: [Recipient Company] 

Address: [Recipient Address] 

Subject: Proposal for Capital Expenditure Approval 

Dear [Recipient Name], 

I am writing to propose a capital expenditure of [insert amount] for [briefly describe the purpose, 

e.g., "upgrading our existing software system"]. This expenditure is essential for [reason for the 

expenditure, e.g., "enhancing productivity and ensuring compliance with current regulations"]. 

Details of the Proposal: 

• Item/Service: [Describe the item or service] 

• Cost: [Insert cost] 

• Justification: [Explain why this expenditure is necessary] 

• Expected Benefits: [List expected benefits, e.g., cost savings, increased efficiency] 

• Timeline: [Insert anticipated timeline for expenditure and implementation] 

We believe that this investment will significantly improve our operational capabilities and drive 

future growth. I appreciate your consideration of this proposal. Please let me know if you need 

any additional information or if we can discuss this in further detail. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


