“ON COMPANY LETTER HEAD”
UK Passport Office

London

Dear Sirs,

(Please insert applicants full name)

We would like to apply for an additional passport for the above employee.

Mr / Mrs…………………….... is employed by our Company as a job title and is the holder of a valid British passport No. ...............

Mr / Mrs …………………….... travels extensively overseas and his  finding it more difficult in obtaining all the necessary visas he requires especially as some meetings are arranged at short notice.

Mr / Mrs ……………………… travels to various countries which includes (listing 6 non EU countries that require a visa, e.g. Russia, Uzbekistan, Kazakhstan, Georgia, Armenia, China, The Middle East and Europe).

Due to these overseas business commitments we are finding that we do not have enough time to obtain the visas and that issuing an additional passport to Mr / Mrs …………………….... would be most beneficial.

Thank you for your urgent attention of this application.

Yours faithfully,

Name of signatory

(not applicant)

