
Request for Urgent Transportation 

Assistance 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request urgent transportation assistance due 

to [briefly explain the reason for urgency, e.g., unexpected emergency, medical need, etc.]. 

Details of the request: 

• Type of transportation needed: [specify type, e.g., vehicle, bus, etc.] 

• Pick-up location: [start location] 

• Drop-off location: [end location] 

• Time needed: [specific time or "as soon as possible"] 

Your assistance in this matter would be invaluable, and I greatly appreciate any support you can 

provide. Please feel free to contact me at [Your Phone Number] or [Your Email Address] for 

further information. 

Thank you in advance for your attention to this urgent request. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 

[Your Contact Information] 


