
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Justification of Expenses  

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

justification for the expenses incurred during [specific time period or 

event] related to [project or reason for expenses].  

1. **Overview of Expenses**  

 - Description: [Brief description of the expenses, e.g., travel, 

accommodation, meals]  

 - Total Amount: [Total expense amount]  

2. **Detailed Breakdown**  

 - Expense Item 1: [Description and cost]  

 - Expense Item 2: [Description and cost]  

 - Expense Item 3: [Description and cost]  

 - [Add more items as necessary]  

3. **Justification**  

 - [Explanation of why these expenses were necessary for the project or 

event, including any benefits or outcomes achieved as a result.]  

4. **Supporting Documentation**  

 - Attached you will find [mention any attached documents, such as 

receipts, invoices, or reports].  

I appreciate your understanding and support regarding these expenses. If 

you have any further questions or require additional information, please 

feel free to contact me.  

Thank you for considering this justification.  

Sincerely,  

[Your Name]  

[Your Position] 


