Sample Passport Expedite Letter
Must be printed on letterhead

[Insert Date]

Ms. Battie Stewart

Chief, Official Travel Branch

Special Issuance Passport Agency

US Department of State

1111 19th Street, NW, Suite 200

Washington, DC  20036

Dear Ms. Stewart,

[Insert employee’s name, title, and office] is scheduled to visit [insert all countries] on [insert date] to conduct official business for the US Department of Commerce.

He/She will be traveling to [insert reason/purpose of trip (e.g., attend a conference, meet with officials, etc.)].  It is impossible to submit his/her passport application earlier because [insert reason (e.g., new employee, was just informed of trip, etc)].

Based on the above circumstances, it would be appreciated if you would expedite the processing of the attached passport application.

We apologize for the inconvenience and thank you, in advance, for your courtesy and cooperation.  If you or your staff have any questions or need further assistance, please do not hesitate to contact [insert POC’s name] at [insert POC’s phone number] or by email at [insert POC’s email address].

Sincerely,

[Signature of supervisor or approving official]
[Supervisor’s or approving official’s name]

[Title]

Attachment
