
Travel Costs Justification Letter 

Date: [Insert Date] 

To Whom It May Concern, 

I am writing to provide justification for the travel costs incurred during our recent charity 

outreach activities, which took place from [start date] to [end date]. Our organization, 

[Organization Name], is dedicated to [brief description of the organization and its mission]. 

The outreach activities aimed to [describe the purpose of the outreach, e.g., distribute food, 

provide medical assistance, offer educational resources]. These activities were essential in 

addressing the needs of [target community or group]. 

The travel costs totaled [insert amount], which includes: 

• Transportation: [details and costs] 

• Accommodation: [details and costs] 

• Meals: [details and costs] 

• Miscellaneous: [details and costs] 

All expenses were meticulously documented and necessary for the successful execution of our 

outreach goals. We believe that these activities have significantly impacted the community and 

will continue to foster positive growth and development. 

Thank you for your understanding and support of our mission. We appreciate your consideration 

of our travel costs, which directly supported these charitable initiatives. 

Sincerely, 

[Your Name]  

[Your Position]  

[Organization Name]  

[Contact Information] 


