(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: Confirmation of Immediate International Travel/

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 traveler), who is traveling on business to (specify destination country/countries here) (put intended dates of travel, which have to be within 21 days of when the application is being submitted). The travel itinerary will be finalized as soon as the passport is received and the timeline for obtaining the necessary visas is determined. The traveler will be scheduled to depart the USA immediately after the necessary documents are processed.

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)

