
Embassy of [Country Name] 

[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

[Date] 

To Whom It May Concern, 

I hope this letter finds you well. I am writing to request your assistance with the urgent 

endorsement of my travel document for an upcoming travel commitment. 

I have scheduled to travel to [Destination] on [Date of Travel] due to [brief explanation of the 

urgency, e.g., family emergency, business meeting, etc.]. It is imperative that I obtain the 

required endorsement as soon as possible to facilitate my travel plans. 

Attached to this letter are copies of my travel document, itinerary, and any other relevant 

documents for your reference. 

I appreciate your prompt attention to this matter and kindly request to be informed of any further 

requirements needed to expedite this process. 

Thank you for your assistance. 

Sincerely, 

[Your Signature (if sending a hard copy)] 

[Your Printed Name] 


