
To Whom It May Concern, 

I hope this message finds you well. I am writing to request urgent travel arrangements due to 

unforeseen circumstances that require my immediate attention. 

Details of the travel are as follows: 

• Departure Date: [Insert Departure Date] 

• Departure Time: [Insert Departure Time] 

• Return Date: [Insert Return Date] 

• Return Time: [Insert Return Time] 

• Destination: [Insert Destination] 

• Preferred Airline: [Insert Airline Preference] 

Due to the urgency of this situation, I would appreciate your prompt assistance in booking the 

necessary flights and accommodations at your earliest convenience. Please let me know if you 

require any additional information to facilitate this process. 

Thank you for your immediate attention to this matter. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


