(Company Letterhead)

This is a SAMPLE letter – please use your own wording for your letter. The letter has to be on company letterhead and signed by an authorized representative other than the applicant.

To: U.S. Passport Agency

Re: Request for Expedited Passport Service
(Date)

To Whom It May Concern:

We would like to request an expedited U.S. Passport service for (full legal name of applicant), who is an employee at (company name) working as (title at the company). 

Due to the nature of business duties performed on the company’s behalf (full legal name of applicant) is required to have a valid U.S. Passport at all times to have access to the company’s premises. 

Thank you in advance for your assistance. Please do not hesitate to contact me if you have any questions or need further information.

Sincerely,

(Name & contact information)

