[COMPANY LETTER HEAD]


[DATE]

US Department of State

Passport Services 

[CITY OF SUBMITION] 

Re: Letter of support for a 2nd passport for [CLIENT NAME]
This letter is to support the request for a second passport for [CLIENT NAME]. [CLIENT NAME] is employed by [COMPANY NAME] as [JOB TITLE] for [TIME FRAME]. 

[ABOUT YOUR COMPANY] 
[CLIENT NAME] will be required to travel abroad extensively for the next [DURATION OF TIME], and has the need to have two U.S. Passports to support his visas to foreign countries. [CLIENT NAME] will be visiting [COUTRIES TO VISIT] and conducting business.
Thank you for your consideration in this request. 

My best, 

[SUPERVISOR OR ADMINISTRATIVE ASSISTANT]

[POSITION WITH COMPANY]

[CONTACT INFORMATION]

