
[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Justification for [Brief Description of the Issue/Request]  

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

justification regarding [specify the issue/request] that has recently 

come to your attention.  

[Paragraph 1: State the purpose of the letter and provide an overview of 

the issue/request.]  

[Paragraph 2: Present the reasons supporting your justification, 

including relevant data, evidence, or examples.]  

[Paragraph 3: Address any potential counterarguments or concerns, 

emphasizing the importance of your request or issue.]  

In conclusion, I believe that [reiterate the importance of your 

justification and any desired outcomes]. I appreciate your attention to 

this matter and look forward to your response.  

Thank you for considering my justification.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Typed Name]  

[Your Title]  

[Your Organization] 


