
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient's Title]  

[Organization/Agency Name]  

[Address]  

[City, State, Zip Code]  

Subject: Request for Emergency Travel Authorization  

Dear [Recipient Name],  

I hope this message finds you well.  

I am writing to formally request emergency travel authorization due to 

[briefly explain the reason for emergency travel, e.g., a family 

emergency, medical situation, etc.].  

Details of the situation are as follows:  

- **Traveler's Full Name:** [Your Full Name]  

- **Travel Dates:** [Proposed travel dates]  

- **Destination:** [Destination city/country]  

- **Reason for Travel:** [Detailed explanation of the emergency]  

I understand the current travel restrictions and policies, and I assure 

you that I will comply with all necessary regulations and protocols 

during my travels.  

Attached are relevant documents to support my request, including [list 

any attached documents, e.g., medical reports, official notices, etc.].  

I appreciate your understanding and consideration of my request. Please 

let me know if you require any additional information or documentation.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


