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Step 3 – Send Your Documents to G3 
 
Your package to G3 should contain the following documents: 

  Your current 10 year passport  

  Your most recent second valid passport, if applicable 

  Completed and signed Passport Form DS-82 

  Completed G3 Passport Order Form 

  Two passport-style photos 

  Completed and signed Letters of Authorization (all four LOAs) 

  Second Valid Letter of Request 

  Proof of Departure 

 
 

Use Federal Express Overnight or UPS Next Day Air delivery service to 
send G3 your passport request.  Make sure to keep a record of your tracking 
number. 
 

 
Please Note: If you need your passport to be processed in less than 2 business 
days, you must use Emergency Processing.  Contact G3 for Emergency 
Processing instructions. 
 
 
Send your documents to G3 Office: 

 
 G3 Washington, DC 

Attention: Passport Department  Email: DCPassportAssociates@g3visas.com 
3300 North Fairfax Drive, Suite 220  Phone: 703.276.8472 
Arlington, VA  22201    Toll Free: 888.883.8472   
 

 G3 Miami, FL 
Attention: Passport Department  Email: Miami@g3visas.com 
80 S.W. 8TH Street, Suite 2250   Phone: 305.285.9255 
Miami, FL 33130    Toll Free: 800.644.1642 

 





 

 

Letter of Authorization 
 
 

U.S. Passport Office           U.S. Passport Office               U.S. Passport Office     U.S. Passport Office  
Washington Passport Agency      Chicago Passport Agency      Houston Passport Agency      Miami Passport Agency  
Washington, DC           Chicago, IL                              Houston, TX                    Miami, FL  
 
 
 
Date: ___________ 
 
To Whom It May Concern: 
 
I, ______________________________, hereby authorize a representative of   G3 Visas 
& Passports to submit my passport application, discuss its status and retrieve it upon 
completion. 
 
I intend to depart the United States on ____________________. 
 
My date of birth is _____________________. 
 
I am traveling to _________________and visas are required_______, or are not 
required_______ for my upcoming trip.  (Place a check mark) 
 
Under the Provision of the Privacy Act of 1974 (Public Law 93-579) 
No information may be released from U.S. Government files without the prior written 
consent of the individual in question.  Consequently, an employee of the U.S. Passport 
Agency cannot discuss the details of your passport application with the courier service 
without your permission. 
 
Thank you for your assistance with my application. 
 
 
 
_________________________ 
Original Signature of Applicant 
 
 
 
 

G3 Visas & Passports US Offices 
  
Washington, DC Office          Chicago, IL Office                     Houston, TX Office                  Miami, FL Office  
3300 N. Fairfax Drive                    11 East Adams                        2425 West Loop South            80 SW 8th Street 
Suite 220             Suite 1605                               Suite 200                                  Suite 2250 
Arlington, VA  22201                     Chicago, IL  60603                  Houston, TX  77027                 Miami, FL  33130 
Tel: 703.276.8472            Tel: 312.704.8472                   Tel: 713.574.1731                   Tel: 305.285.9255 
Fax: 703.524.3374                               Fax: 312.704.8150                        Fax: 866.611.6960                         Fax: 305.859.8007 
info@g3visas.com                               chicago@g3visas.com                  houston@g3visas.com                 miami@g3visas.com  
  



 

 

Letter of Authorization 
 
 

U.S. Passport Office           U.S. Passport Office               U.S. Passport Office     U.S. Passport Office  
Washington Passport Agency      Chicago Passport Agency      Houston Passport Agency      Miami Passport Agency  
Washington, DC           Chicago, IL                              Houston, TX                    Miami, FL  
 
 
 
Date: ___________ 
 
To Whom It May Concern: 
 
I, ______________________________, hereby authorize a representative of   G3 Visas 
& Passports to submit my passport application, discuss its status and retrieve it upon 
completion. 
 
I intend to depart the United States on ____________________. 
 
My date of birth is _____________________. 
 
I am traveling to _________________and visas are required_______, or are not 
required_______ for my upcoming trip.  (Place a check mark) 
 
Under the Provision of the Privacy Act of 1974 (Public Law 93-579) 
No information may be released from U.S. Government files without the prior written 
consent of the individual in question.  Consequently, an employee of the U.S. Passport 
Agency cannot discuss the details of your passport application with the courier service 
without your permission. 
 
Thank you for your assistance with my application. 
 
 
 
_________________________ 
Original Signature of Applicant 
 
 
 
 

G3 Visas & Passports US Offices 
  
Washington, DC Office          Chicago, IL Office                     Houston, TX Office                  Miami, FL Office  
3300 N. Fairfax Drive                    11 East Adams                        2425 West Loop South            80 SW 8th Street 
Suite 220             Suite 1605                               Suite 200                                  Suite 2250 
Arlington, VA  22201                     Chicago, IL  60603                  Houston, TX  77027                 Miami, FL  33130 
Tel: 703.276.8472            Tel: 312.704.8472                   Tel: 713.574.1731                   Tel: 305.285.9255 
Fax: 703.524.3374                               Fax: 312.704.8150                        Fax: 866.611.6960                         Fax: 305.859.8007 
info@g3visas.com                               chicago@g3visas.com                  houston@g3visas.com                 miami@g3visas.com  
  



 

 

Letter of Authorization 
 
 

U.S. Passport Office  U.S. Passport Office  U.S. Passport Office  
Washington Passport Agency Houston Passport Agency       Philadelphia Passport Agency  
Washington, DC   Houston, TX   Philadelphia, PA 
 
 
 
Date: ___________ 
 
To Whom It May Concern: 
 
I, ______________________________, hereby authorize a representative of Global 
Passports & Visas, Inc. to submit my passport application, discuss its status and retrieve 
it upon completion. 
 
I intend to depart the United States on ____________________. 
 
My date of birth is _____________________. 
 
I am traveling to _________________and visas are required_______, or are not 
required_______ for my upcoming trip.  (Place a check mark) 
 
Under the Provision of the Privacy Act of 1974 (Public Law 93-579) 
No information may be released from U.S. Government files without the prior written 
consent of the individual in question.  Consequently, an employee of the U.S. Passport 
Agency cannot discuss the details of your passport application with the courier service 
without your permission. 
 
Thank you for your assistance with my application. 
 
 
 
_________________________ 
Original Signature of Applicant 
 
 
 
 

Global Passports & Visas, Inc. US Offices 
  

Washington, DC Office   Houston, TX Office                   
3300 N. Fairfax Drive   2425 West Loop South             
Suite 220    Suite 200                                  
Arlington, VA  22201   Houston, TX  77027                  
Tel: 703.276.8472   Tel: 713.574.1731                    
Fax: 703.524.3374    Fax: 866.611.6960                           



 

 

Letter of Authorization 
 
 

U.S. Passport Office  U.S. Passport Office  U.S. Passport Office  
Washington Passport Agency Houston Passport Agency       Philadelphia Passport Agency  
Washington, DC   Houston, TX   Philadelphia, PA 
 
 
 
Date: ___________ 
 
To Whom It May Concern: 
 
I, ______________________________, hereby authorize a representative of Global 
Passports & Visas, Inc. to submit my passport application, discuss its status and retrieve 
it upon completion. 
 
I intend to depart the United States on ____________________. 
 
My date of birth is _____________________. 
 
I am traveling to _________________and visas are required_______, or are not 
required_______ for my upcoming trip.  (Place a check mark) 
 
Under the Provision of the Privacy Act of 1974 (Public Law 93-579) 
No information may be released from U.S. Government files without the prior written 
consent of the individual in question.  Consequently, an employee of the U.S. Passport 
Agency cannot discuss the details of your passport application with the courier service 
without your permission. 
 
Thank you for your assistance with my application. 
 
 
 
_________________________ 
Original Signature of Applicant 
 
 
 
 

Global Passports & Visas, Inc. US Offices 
  

Washington, DC Office   Houston, TX Office                   
3300 N. Fairfax Drive   2425 West Loop South             
Suite 220    Suite 200                                  
Arlington, VA  22201   Houston, TX  77027                  
Tel: 703.276.8472   Tel: 713.574.1731                    
Fax: 703.524.3374    Fax: 866.611.6960                           



 

Sample Second Valid Passport 
Letter of Request from Applicant 

         
******Please print your letter on company letterhead******* 

      
    
         
June 1, 2011         
         
U.S. Passport Office 
Department of State         
  
To Whom It May Concern: 
 
I work for [COMPANY NAME] as a/an [OCCUPATION] and travel internationally with 
great frequency.  As a consequence, my passport is with me when I travel abroad, and I 
cannot obtain visas 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 India on June 15, 2011, and will be returning to the United 
States on June 25, 2011.  On July 1, 2011, I will be traveling to Brazil, 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 [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 Office in 
Washington, DC, or, if abroad, to the nearest US Embassy or Consulate. 
 
Thank you for your assistance with this matter. 
 
Sincerely,      
 
SIGNED BY THE APPLICANT 
 
PRINTED NAME 
OCCUPATION 
COMPANY NAME 
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