








(YOUR UNIT LETTERHEAD)
DATE

MEMORANDUM FOR	DEPARTMENT OF STATE
	Passport Services, Special Issuance Agency
	Official Travel Branch
	ATTN:  Ms Battie Stewart

FROM:  Unit/Squadron
	Unit/Squadron Complete
	Mailing Address
	
SUBJECT:  Request Exception for Passport and/or Visa Application

1. Request exceptions for the passport application(s) for an official passport/visa on the following individual(s):

Individual’s Full Name	SSAN	DOB
(as completed on application)

2.  Individual(s) will be departing CONUS date of departure for # of days/months and requires the passport by date passport required by individual(s).  Individual(s) was/were notified date notified that he/she would be traveling to state Non-NATO country requiring individual to have a passport for the purpose of state purpose of travel.

3. Orders cannot be submitted with the passport application because the short notification period and length of time required to process the orders would not allow sufficient time for the passport applications to be approved prior to the start of travel if it was not submitted until the orders were furnished.
 
4. Your prompt attention to this request would be greatly appreciated.  Direct any questions concerning this request to name of POC at Commercial and DSN phone number.

				





			                    SIGNATURE BLOCK
			                    (Signature, Commander)
			                    (O-6 or above, or SES equivalent)
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