Emergency Quota Letter Format - Sample Format

[Your Name]

[Your Address]

[City, State, Zip Code]

[Your Email Address]

[Your Phone Number]

[Date]

[Recipient's Name]
[Title/Position]
[Organization/Institution Name]
[Address]

[City, State, Zip Code]

Subject: Request for Emergency Quota Allocation
Dear [Recipient's Name],

I hope this letter finds you well. | am writing to request an allocation from the emergency quota
for [specific purpose or reason, e.g., medical treatment, urgent travel, etc.].

[Paragraph 1: Introduction]

e Briefly explain the reason for the request and the urgency of the situation.
e Provide any necessary background information to support your request.

[Paragraph 2: Details of the Emergency]

e Provide specific details about the emergency situation, including any relevant dates,
events, or circumstances.

e Explain why the situation requires immediate attention and why the standard quota
allocation is insufficient.

[Paragraph 3: Justification for Emergency Quota Allocation]



e Explain why you are eligible for emergency quota allocation.
e Provide any supporting documentation or evidence to validate your request.

[Paragraph 4: Request for Action]

e Clearly state your request for emergency quota allocation.
e Specify the amount or type of allocation needed.
e Express appreciation for the recipient's attention to the matter.

Thank you for considering my request for emergency quota allocation. Your prompt attention to
this matter is greatly appreciated, and | am hopeful for a positive response.

Sincerely,

[Your Name]



