
Request for Immediate Assistance: Travel 

Permit 

Date: [Insert Date] 

To, 

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request your immediate assistance in 

obtaining a travel permit. Due to [insert reason for travel], it is imperative that I receive the 

necessary permissions as soon as possible. 

Details of my travel are as follows: 

• Purpose of Travel: [Insert purpose] 

• Travel Dates: [Insert dates] 

• Destination: [Insert destination] 

• Affiliated Organization: [Insert organization, if applicable] 

I understand that there may be necessary procedures to follow and documentation to provide, and 

I am prepared to comply with any requirements that you may have. Please let me know how I 

can expedite this process. 

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

Sincerely, 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Your Contact Number]  

[Your Email Address] 


