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e You will have a chance to review your information before your application is 

completed.

On the “Passport Products and Fees” screen, select the 
following options:

• Passport Book ($110)
• Expedited at Agency Service ($60)
• Standard Delivery

These government fees are not paid online. The fees will 
be included in your payment to G3.

On

On the final page of the online questionnaire, scroll to the bottom of the page
and click the box that says “I have read and acknowledge the steps and 
information contained above” and then click the “Create Form” button.  Your 
passport application will open in another window as a PDF form for you to print.
You may also save a copy of your completed application onto your computer.  

Your completed application will contain six pages.  Print the last two 
pages (pages 5 and 6).  These pages must be printed single-sided, 
double-sided applications are not accepted by the US Department 
of State.  Sign your application on the signature line in blue or 
black ink and fill in the date that you have signed your application.  
Passport applications must be submitted to the US Passport 
Agency within 30 days of the date the application is signed.

   

If you would like to have one of G3’s passport experts fill out the online application for you, Enhanced Services are available (see 
page 2).  Please email ConciergeDesk@g3visas.com to initiate your passport service.

ONLINE APPLICATION GUIDE
SECOND VALID PASSPORT
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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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GLOBAL PASSPORTS & VISAS 
919 18th St. NW Suite 230 

Washington DC 20006 
Tel. 888.883.8472 
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r ******Please print your business letter on company stationery.******
        
        
September 21, 2016        
        
US Passport Agency
US Department of State        
        

To Whom it May Concern:
      
I work for Sample Products, Inc. (insert the name of your company) as an International 
Sales Director (insert your position), and travel internationally with great frequency.  As a 
consequence, my passport is with me when I travel abroad, and I cannot obtain visas 
necessary for the trips that are planned while I am out of the country, which causes 
undue hardships and much inconvenience.      
 
I am currently traveling to Russia on October 15, 2016, and will be returning to the 
United States on October 25, 2016. On November 1, 2016, I will be traveling to Vietnam 
and China, and visas are necessary for this trip. [Please note that the dates of TWO 
trips are required, within one week of another, the second trip requiring visas.]

Please issue me a second valid passport, so I can have the visas issued while I am on 
the first trip. I understand that the passport will only be valid for a limited period. If you
have any questions, please feel free to call me at 555-555-1234 (insert your phone 
number).

Should either my original 10 year passport or my limited validity (second valid) passport
be lost or stolen, I will report the circumstances immediately to the Passport Agency in
Washington, DC, or, if abroad, to the nearest US Embassy or Consulate.

Thank you for your assistance with this matter.

Sincerely, 

Lucinda Albright
Lucinda Albright 
International Sales Director
Sample Products, Inc.
(The letter must have an original ink signature of the applicant.)

Sample Second Valid Passport
Letter of Request from Applicant
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Sample Second Valid Passport

Letter of Request from Employer

******Please print your business letter on company stationery.******
        
        
September 21, 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 travels inter-
nationally with great frequency.  As a consequence, her passport is with her when she travels 
abroad, and she cannot obtain visas necessary for the trips that are planned while she is out of 
the country, which causes undue hardships and much inconvenience.    
   
She is currently traveling to Russia on October 15, 2016, and will be returning to the United
States on October 25, 2016. On November 1, 2016, she will be traveling to Vietnam and China, 
and visas are necessary for this trip. [Please note that the dates of TWO trips are required, 
within one week of another, the second trip requiring visas.]

Please issue Lucinda Albright (insert applicant’s name) a second valid passport, so she can 
have the visas issued while she is on the first trip. We understand that the passport will only be 
valid for a limited period. If you have any questions, please feel free to call me at 555-555-1234 
(insert your phone number).

Should either her original 10 year passport or her limited validity (second valid) passport
be lost or stolen, she will report the circumstances immediately to the Passport Agency in
Washington, DC, or, if abroad, to the nearest US Embassy or Consulate.

Thank you for your assistance with this matter.

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.)
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