
Urgent Family Emergency Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Urgent Family Emergency Notification 

Dear [Recipient's Name], 

I am writing to inform you of a family emergency that requires my immediate attention. Due to 

unforeseen circumstances, I need to [briefly explain the nature of the emergency, e.g., attend to a 

medical situation, travel to assist family, etc.]. 

This situation is urgent, and I may need to be unavailable for the next [specify duration, e.g., few 

days/weeks]. I will ensure to keep you updated as things progress. 

Thank you for your understanding and support during this difficult time. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


