Urgent Coverage Request

Date: [Insert Date]
To: [Recipient's Name]
[Recipient's Title]
[Company/Organization Name]
[Company Address]
[City, State, Zip Code]
Dear [Recipient's Name],
I hope this message finds you well. I am writing to urgently request coverage for [specific event
or responsibility] that falls on [date]. Due to [reason for the request, e.g., unforeseen
circumstances], | am unable to fulfill this duty and would greatly appreciate your assistance in
finding a suitable replacement.
The details of the coverage needed are as follows:

o Event/Responsibility: [Description]

o Date and Time: [Insert Date and Time]

« Location: [Insert Location]
Please let me know if you can assist or if you have recommendations for individuals who might
be available to cover this event. | understand this request comes at short notice and truly
appreciate your help.
Thank you for considering this urgent request. | look forward to your prompt response.
Sincerely,
[Your Name]

[Your Title]

[Your Contact Information]



