Embassy of [Your Country]

[Embassy Address]

[City, State, Zip Code]

[Date]

To: [Recipient Name]

[Position]

[Organization Name]

[Organization Address]

[City, State, Zip Code]

Subject: Request for Immediate Travel Facilitation

Dear [Recipient Name],

| am writing to formally request immediate facilitation for my upcoming travel scheduled for
[date of travel] to [destination]. Due to [brief explanation of reason for urgency, e.g., family
emergency, urgent business meeting], it is imperative that | receive the necessary travel

documents and assistance at your earliest convenience.

| kindly ask for your support in expediting this request, and | am ready to provide any further
documentation or information needed to assist in this process.

Thank you for your immediate attention to this matter. I look forward to your prompt response.
Sincerely,

[Your Name]

[Your Position/Title]

[Your Contact Information]



