
Request for Special Consideration 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Title/Position, if applicable] 

[Institution/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request special consideration 

regarding my travel circumstances that may impact my attendance and participation in 

[event/class/meeting, etc.]. 

Due to [brief explanation of travel circumstances], I am concerned about [impact on 

attendance/participation]. I kindly ask for your understanding and support in [request: 

rescheduling, alternative assignment, etc.]. 

I appreciate your consideration of my situation, and I am committed to [ensuring my 

responsibilities, fulfilling requirements, etc.]. If needed, I am happy to provide any further details 

or documentation to support my request. 

Thank you for your attention to this matter. I look forward to your positive response. 

Sincerely, 

[Your Name] 


