
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Justification for [State Purpose]  

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

justification for [specific issue/project/request/decision].  

1. **Background**:  

 Provide context and background information related to the issue at hand. 

Explain any relevant history or preceding events that have led to this 

point.  

2. **Reason for Justification**:  

 Clearly outline the reasons for the request or decision. Use bullet 

points or numbered lists for clarity.  

 - Reason 1: [Description]  

 - Reason 2: [Description]  

 - Reason 3: [Description]  

3. **Supporting Evidence**:  

 Present any data, research, or testimonials that support your 

justification. Include charts, graphs, or references to documents if 

necessary.  

4. **Implications**:  

 Discuss the potential impact of not addressing the request/issue. What 

are the consequences for the organization or stakeholders?  

5. **Conclusion**:  

 Summarize the key points made in the letter and reinforce the importance 

of your request. Express your willingness to discuss further or provide 

additional information.  

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

positive response.  

Sincerely,  

[Your Name]  

[Your Position/Title] (if applicable)  

[Your Organization/Company Name] (if applicable) 


