
[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Justification for Policy Change  

I hope this message finds you well. I am writing to propose a change to 

[specific policy name], which I believe is necessary for [reason for the 

change].  

The primary justification for this proposed change includes the following 

points:  

1. **Current Situation**: Provide a brief overview of the current policy 

and its implications.  

2. **Issues Identified**: Outline specific issues or challenges 

associated with the current policy, supported by data or examples where 

possible.  

3. **Proposed Changes**: Clearly define the changes that are being 

proposed to the policy.  

4. **Expected Benefits**: Describe the expected benefits of implementing 

the proposed changes, including positive impacts on [stakeholders, 

efficiency, compliance, etc.].  

5. **Implementation Plan**: Briefly outline how the changes can be 

implemented effectively.  

In conclusion, I believe that these adjustments to [specific policy name] 

will greatly enhance [desired outcome]. I look forward to discussing this 

matter further and am happy to provide any additional information needed.  

Thank you for considering this proposal.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization] 


