
Emergency Fund Allocation Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company/Organization Address] 

Dear [Recipient's Name], 

I am writing to formally request the allocation of emergency funds to cover urgent travel 

expenses. Due to unforeseen circumstances, I have encountered a situation that requires 

immediate attention and travel. 

Details of the situation are as follows: 

• Reason for Travel: [Explain the reason] 

• Destination: [Specify location] 

• Departure Date: [Insert date] 

• Estimated Cost: [Insert cost] 

This allocation will greatly assist in ensuring that the matter is addressed promptly. I appreciate 

your understanding and support during this urgent time. 

Thank you for considering my request. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


