














 
Letter of Authorization 

 
 

Please carefully read the information below before completing this Letter of Authorization. 
 
An individual’s personal information cannot be released by the U.S. government to another party without 
the written consent of the individual under the provisions of the Privacy Act of 1974 (5 USC 552a).  As a 
result, an employee at a U.S. passport agency cannot discuss the details of your passport application with 
a third party without your written consent. 
 
Please check all that apply: 
 

I authorize the company stated below to submit my passport application to a passport agency and 
pick up the passport from a U.S. passport agency on my behalf. 

 
I authorize the passport agency to disclose to the company listed below any requests for further 
documentation and/or information that that may arise in connection with my passport application, 
and I authorize the company to respond to such requests under my direction. 

 
I do not authorize the passport agency to disclose to the company listed below any requests for 
further documentation and/or information that may arise with my passport application.  I want the 
passport agency to contact me directly should an issue arise with my passport application that 
concerns matters other than the date on which the passport will be ready for pick-up from the 
passport agency. 

 

Applicant Information  

(Note: All of the information below may ONLY be filled out by the applicant, parent, legal 
guardian, or person legally acting in loco parentis) 

Applicant Name:  ____________________________________________________________________ 
     (Last Name, First Name, Middle Name) 

 

Applicant Phone No:  _____________________________ Date: ____________________ 
(Area Code-XXX-XXXX)   (MM/DD/YYYY) 

 

Courier Company Name: G3 Visas and Passports  
 
Applicant Signature:  __________________________________________________________________  
(If the applicant is under the age of 16 the parent(s),legal guardian(s), or person legally acting in loco 
parentis must sign) 
 

 

G3 VISAS & PASSPORTS 
919 18th St NW Ste 230 
Washington DC 20006 

Tel. 888.883.8472 
info@g3visas.com 
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Sample Proof of Travel Plans

Letter from Employer

******Please print your business letter on company stationery.******
        
        
June 20, 2016        
        
US Passport Agency
US Department of State        
        

To Whom it May Concern:
      
Lucinda Albright (insert applicant’s name) is employed by Sample Products, Inc. (insert the 
company name) as an International Sales Director (insert applicant’s job title), and she requires a 
passport in order to travel internationally for business.
     
She will be traveling to China on August 5, 2016 for meetings with local distributors, and will be 
returning to the United States on August 15, 2016. (Insert details of a trip to be taken within the 
next three weeks.)

Ms. Albright is requesting expedited passport service to accomodate her upcoming travel.  
Should you have any questions regarding her business travel, please contact me at 555-555-
1234 (insert phone number).

Thank you for your assistance with this request.

Sincerely,

James Ventura
James Ventura 
Senior Vice President, International Sales
Sample Products, Inc.
(The letter must have an original ink signature of a manager or officer other than the applicant.)



S
a

m
p

le
L
e

tt
e

r
Sample Mutilated Passport

Letter from Applicant

******Please print your business letter on company stationery.******
        
        
June 20, 2016        
        
US Passport Agency
US Department of State        
        

To Whom it May Concern:
      
I am requesting a new passport to replace my current passport, which has been mutilated.

My passport, number 123456789, issued on 11 January 2015 (include your passport
number and issue date), has been severely water damaged. I accidentally left my
passport in my shirt pocket, and the passport wound up in the washing machine. (Explain
the circumstances that resulted in damage to your passport.)

I have submitted my mutilated passport along with all other documentation to receive a
new passport. I appreciate your assistance with my request. If you have any questions,
please contact me at 555-555-1234 (include your phone number).

Sincerely,

Lucinda Jane Albright
Lucinda Jane Albright
(The letter must have your full name and  original ink signature.)
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