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ORGANIZATION’S HEADING
REPLY TO THE 

ATTENTION OF

___________________                                               


  ______________
    (Office Symbol)                                                                                                    (Date)

MEMORANDUM FOR Department of State, Passport Services, Special Issuance Agency, Office Travel Branch, ATTN:  Ms Battie Stewart, Washington, DC  20036-1705 
SUBJECT:  Request For Expedite Processing of Passport Application

1. Request for expedite processing for the following passport application(s):

	Individual's Full Name 
	          SSN
	     DOB

	
	
	


2.   _______________will travel to ________________ on or about __________________ and requires having an official passport to discharge his/her official business during his/her visit in the host country.  The purpose of the trip is to ______________________________.    
3.  . The last minute processing for this request was necessary because _________________ was notified of his/her trip during the last week of _____________.
4. Your prompt attention to this request will be greatly appreciated.  Direct any questions concerning this request to Mr. Luis A. Torres, Passport and Visa Examiner at (786) 586-9411 or e-mail luis.torres@hq.southcom.mil. 






            ___________________________
                                                                                             (NAME)

                                                                        _____________________________

                                                                                 (Signature of Director)

