
VIP SERVICES 
2 0 1 2  L o u i s i a n a  S t r e e t  
H o u s t o n ,  T e x a s  7 7 0 0 2  

713-659-8472   1 -800-856-8472   Fax  713-659-3767  
W e b s i t e :  www.vippassports.com E m a i l :  i n f o @ v i p p a s s p o r t s . c o m  

Specializing in Visas, Passports, Document Legalization and Translations 

  
        WORK ORDER REQUEST FORM     

   
  (RETURN THIS FORM WITH EACH REQUEST) 

 
BILLING INFORMATION:    RETURN DOCUMENTS TO: 
 
CONTACT: _____________________________  CONTACT: ______________________ 
 
COMPANY: _____________________________  COMPANY: ______________________ 
 
ADDRESS: _____________________________  ADDRESS: ______________________ 
 
    _____________________________      ______________________ 
 
PHONE:   _____________________________  PHONE:   ______________________ 
 
FAX:    _____________________________  FAX:     ______________________ 
       
EMAIL:   _____________________________  EMAIL:   ______________________ 
 
BILLING INSTRUCTIONS:         CREDIT CARD INFORMATION:  
 
AMOUNT ENCLOSED FOR DEPOSIT: _________  TYPE OF CARD: _________________ 

 
  CARD #:________________________ 
   

YO
 
UR COMPANY P.O. OR REF#: ___________  EXPIRATION DATE: ______________ 

AUTHORIZED AMOUNT TO CHARGE MY   SIGNATURE OF CARD HOLDER 
CREDIT CARD: US$______________________   REQUIRED: _____________________ 
 

VISA PROCESSING     AND     CONSULATE FEES: 
LIST COUNTRIES      AND     CONSULATE FEES:  

 
      _______________      -      $______________ 
 
                _______________      -      $______________ 
 
                _______________  -      $______________ 
 
      _______________      -      $______________ 
 
      _______________      -      $______________              
    
 
TRAVELERS NAME: ______________________  DATE OF USA DEPARTURE: ________  
 

 DATE YOU NEED PASSPORT: _______  
 
SPECIAL INSTRUCTIONS: ____________________________________________________ 
__________________________________________________________________________ 
__________________________________________________________________________ 
__________________________________________________________________________ 

www.vippassports.com
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  BIRTH CERTIFICATE INSTRUCTION SHEET 

 
A P P L I C A T I O N  ( S )  R E Q U E S T E D  F O R : C E R T I F I C A T E  O F  B I R T H  B O R N  A B R O A D  

 
D O C U M E N T S  R E Q U I R E D :  

 
V A L I D  P A S S P O R T :    A P P L I C A T I O N  ( S ) :  1 - N O T A R I Z E D   
P A S S P O R T  T Y P E  P H O T O  ( S ) :    I T I N E R A R Y / T I C K E T :     
C O M P A N Y  L E T T E R :     D R I V E R S  L I C E N S E :  1 - C O P Y   
C O P Y  O F  I N V I T A T I O N :    R E L E A S E  L E T T E R :  1 - N O T A R I Z E D   
O T H E R :   I F  T H E  A P P L I C A N T  I S  A  M I N O R  W E  W I L L  N E E D  A  R E L E A S E  L E T T E R   

  F R O M  B O T H  P A R E N T S  A N D  A  C O P Y  O F  B O T H  O F  T H E I R  I . D . ’ S .  
  

 
 

P L E A S E  F O R W A R D  T H I S  S H E E T  A N D  A L L  T H E  A B O V E  R E Q U I R E M E N T S  T O  T H E  A B O V E  
L I S T E D  A D D R E S S  

 
F E E S  P E R  P E R S O N :

V I P  S E R V I C E  F E E :   $ 7 5 . 0 0

S T A T E  D E P A R T M E N T  F E E :  $ 3 0 . 0 0

M O N E Y  O R D E R  F E E :  $ 3 . 0 0

O T H E R  F E E S :  F E D E X  T O  A N D  F R O M  D . C .   $ 5 8 . 0 0

* A D D  R E T U R N  F E D E R A L  E X P R E S S  F E E :  

T O T A L :      ( N O  P E R S O N A L  C H E C K S  P L E A S E )  
 
 

 
* F E D E R A L  E X P R E S S  F E E S :  

 

P R I O R I T Y  L E T T E R  $ 2 9 . 0 0   A V E R A G E  P R O C E S S I N G  T I M E  4 - 8  W E E K S  

2 - D A Y  L E T T E R  $ 2 3 . 5 0     

3 - D A Y  L E T T E R  $ 1 9 . 5 0   P R E P A R E D  B Y :   

S A T U R D A Y  L E T T E R  $ 4 1 . 5 0     
   T O D A Y ’ S  D A T E :   

 
 

C O M M E N T S :  P L E A S E  S E N D  A  C O P Y  O F  T H E  P R E V I O U S L Y  I S S U E D  C E R T I F I C A T E  I F  
 A V A I L A B L E .  I F  T H E  C E R T I F I C A T E  I S  T O  B E  U S E D  T O  S U P P O R T  A   
 R E Q U E S T  F O R  A  V I S A ,  P L E A S E  B E  S U R E  T O  L E T  U S  K N O W  F O R  W H I C H  
 C O U N T R Y  A N D  I F  Y O U  N E E D  I T  T O  B E  A U T H E N T I C A T E D  O R   
 L E G A L I Z E D .  

 
 
R E V I S E D :  7 - 1 6 - 2 0 1 0  ( E L )   
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Specializing in Visas, Passports, Document Legalization and Translations 

 
 

            RELEASE LETTER  
 
 
 
 
STATE DEPARTMENT 
WASHINGTON, DC 
 
 
DEAR STATE DEPARTMENT REPRESENTATIVE, 
 
 
 
I, __________________________________, AUTHORIZE YOUR OFFICE TO DISCUSS THE STATUS OF 
AND TO RELEASE MY CERTIFICATE OF BIRTH BORN ABROAD TO: “VIP SERVICES”, OR 
__________________________________, MY AGENTS IN EXPEDITING MY CERTIFICATE. 
 
 
 
 
SINCERELY, 
 
 
 
___________________________ 
APPLICANTS SIGNATURE 
 
___________________________ 
APPLICANTS NAME 
 
 
 
 
 
 
 
 
 
 
THIS SIGNATURE WAS WITNESSED BEFORE ME ON  
THIS _________DAY OF _____________________200__. 
 
 
 
 
___________________________ 
NOTARY SIGNATURE & SEAL 
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