*THIS CONTAINS PII AND MUST BE FAXED OR SENT BY UPS*
[DATE]
Ms. Battie Stewart

Chief, Official Travel Section 

Special Issuance Agency

1111 19th Street, Room 200

Washington, D.C. 20036
Dear Ms. Stewart:
The following individual of the Department of Commerce, National Oceanic Atmospheric Administration (NOAA), is scheduled to go abroad on official U.S. Government business:

Name:



Title:       


Grade:


Date of Birth:  

Departure Date:

Return Date:
Country(s) to be visited:              


Will embassy be visited: 


Purpose:  
Please issue an official passport to this employee who is an Official Representative of the National Oceanic Atmospheric Administration.
Please contact me at:  (301) 444-2129, if you have any questions.  Thank you very much. 
Sincerely,
Chasity Donaldson

Travel Policy Specialist 
NOAA Foreign Travel Office
Enclosure





