
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

JJ Abbott  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Justification for [Specific Purpose]  

I hope this letter finds you well. I am writing to provide a detailed 

justification regarding [specific purpose, e.g., a request for funding, a 

proposal for a project, etc.].  

[Paragraph 1: Briefly introduce the purpose of your letter and its 

significance.]  

[Paragraph 2: Present the rationale behind your request or proposal. 

Include relevant data, benefits, and any potential impact on the 

organization.]  

[Paragraph 3: Address any potential concerns or counterarguments that may 

arise regarding your request, and provide responses to these points.]  

[Paragraph 4: Conclude with a strong closing statement, reiterating the 

importance of your request and expressing your willingness to discuss it 

further.]  

Thank you for considering this justification. I look forward to your 

positive response.  

Sincerely,  

[Your Name]  

[Your Position, if applicable] 


