
VIP PASSPORT SERVICES, INC.   
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 as  7 7 0 0 2  

713-659-8472  
W e b s i t e :  www.vippassports.com  E m a i l :  i n f o@ v i p p as s p o r t s . c om  

Specializing in Visas, Passports, Apostilles, Document Legalizations, and Translations 
 

WORK ORDER REQUEST FORM 

TRAVELER INFO:  
TRAVELER NAME  
TRAVELER DATE OF BIRTH  
DATE OF U.S. DEPARTURE  
DATE PASSPORT IS NEEDED  
VIP FILE LOCATOR NUMBER  
  

  
BILLING INFORMATION   (CHECK BOX IF SAME AS SHIPPING) 
CONTACT & COMPANY NAME  

ADDRESS (STREET, CITY, STATE, ZIP)  

PHONE NUMBER  

CELL NUMBER  

EMAIL  

P.O. OR BILLING REF#:  
RETURN SHIPPING INFORMATION   (CHECK BOX TO WAIVE SIGNATURE)             
CONTACT & COMPANY NAME  

ADDRESS (STREET, CITY, STATE, ZIP)  

PHONE NUMBER  

CELL NUMBER  

EMAIL  

METHOD OF PAYMENT 

 CREDIT CARD CARD NUMBER EXP. DATE CVV CODE 

SIGNATURE OF CARD HOLDER AUTH. AMOUNT $________ 

 MONEY ORDER   CASHIER’S CHECK    COMPANY CHECK   

SPECIAL INSTRUCTIONS: ___________________________________________________________________ 

DON’T FORGET  

TO EMAIL YOUR 
DOCUMENTS TO OUR 

OFFICE FOR OUR 
COMPLIMENTARY 
PASSPORT/VISA  

PRE-CHECK! 

http://www.vippassports.com/
mailto:info@vippassports.com


Korean Consulates in U.S. and Areas of Jurisdiction – 5-30-2024 
Areas of Jurisdiction 

 
 

Consulate-General District 

Washington D.C. Washington D.C., Maryland, Virginia, West Virginia 

Philadelphia Delaware, Pennsylvania 

New York New York, New Jersey, Connecticut 

San Francisco Colorado, Northern California, Utah, Wyoming 

Los Angeles Arizona, Nevada, New Mexico, South California 

Boston-Can’t Assist New Hampshire, Rhode Island, Maine, Massachusetts, Vermont 

Chicago 

Illinois, Indiana, Iowa, Kansas, Kentucky, Michigan, Minnesota, Missouri, Nebraska, North 
Dakota, Ohio, South Dakota, Wisconsin 

Seattle Idaho, Montana, Oregon, Washington 

Atlanta  Alabama, Florida, Georgia, North Carolina, Puerto Rico, South Carolina, Tennessee, Virgin Islands 

Houston Arkansas, Louisiana, Oklahoma, Mississippi, Texas (all except Dallas and Fort Worth) 

Honolulu – Can’t Assist American Samoa, Hawaii 

Hagatna – Can’t Assist Guam, Northern Mariana Islands 

Anchorage – Can’t Assist Alaska (Since 2008) 

Dallas – Can’t Assist Texas DFW (Dallas, Fort Worth) 

http://usa-sanfrancisco.mofat.go.kr/english
http://usa-losangeles.mofat.go.kr/english
http://usa-boston.mofat.go.kr/english
http://usa-chicago.mofat.go.kr/english
http://usa-seattle.mofat.go.kr/english
http://usa-atlanta.mofat.go.kr/english
http://usa-houston.mofat.go.kr/english
http://usa-honolulu.mofat.go.kr/english
http://usa-hagatna.mofat.go.kr/english
http://usa-honolulu.mofat.go.kr/english
http://usa-honolulu.mofat.go.kr/english
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KOREA C-3-4 BUSINESS VISA 
U.S .  PASS PORT  HOLDER

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

PROC ESS ING FEES  
( PER  A PPL I C A N T )

FE DE X  L E T T E R  RE T U RN  S H I P P I N G 
FE E S  ( S E L E C T  O N E )

R E G U L A R  P R O C E S S  
T I M E :  10 T  O  1  5 D A  Y  S  

 P R I O R I T Y  O V E R N I G H T $ 4 5 . 0 0  

 2 - D A Y $ 3 7 . 5 0  

 3 - D A Y $ 2 7 . 5 0  

 S A T U R D A Y $ 7 5 . 0 0  

 1 S T  O V E R N I G H T  -  C A L L

 L O C A L  D E L I V E R Y -  C A L L

C O M M E N T S :  T H E R E  W I L L  B E  A N  A D D I T I O N A L  $ 9 0 . 0 0  F E D E X  ( T O / F R O M )  F E E  I F  
T H E  J U R I S D I C T I O N  I S  N O T  I N  H O U S T O N ,  T E X A S .  

R E V I S E D :  0 2 - 2 1 - 2 0 2 4  ( E L )  

V I P  S E R V I C E  F E E :  ( R E G U L A R  P R O C E S S )  $ 1 5 0 . 0 0  

C O N S U L A T E  F E E :  ( S E E  N E X T  P A G E )  

M O N E Y  O R D E R :  $ 6 . 0 0  

O T H E R  F E E S :  

A D D  R E T U R N  S H I P P I N G  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 )  

http://www.vippassports.com/
mailto:info@vippassports.com
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KOREA C-3-4 BUSINESS VISA 
NU.S. PASSPORT HOLDER 

 

PLEASE SUBMIT THE FOLLOWING REQUIREMENTS 
 

 
1.) SIGNED PASSPORT (MINIMUM OF 6 MONTHS VALIDITY AND ONE BLANK  
                                                                                                                VISA PAGE) 

      2.) ONE (1) RECENT PASSPORT-TYPE PHOTOGRAPH (2x2) 
      3.) ONE (1) COMPLETED APPLICATION 
      4.) NOTARIZED COMPANY LETTER OF GUARANTEE 
      5.) ONE (1) COPY OF INVITATION 
      6.) ONE (1) CERTIFICATE OF BUSINESS REGISTRATION FROM THE COMPANY 

LISTED ON THE INVITATION (CLEAR COPY) 
      7.) NOTARIZED COPY OF DRIVERS LICENSE     
      8.) ONE (1) NOTARIZED PROOF OF RESIDENCY FORM – SEE BELOW 
      9.) ONE (1) COPY OF TRAVEL ITINERARY & HOTEL CONFIRMATION 

      10.) CONSULATE FEES: $45.00 
 
           
  
VALIDITY: THE VALIDITY, DURATION OF STAY AND NUMBER OF ENTRIES OF THE VISA 
ARE ISSUED AT THE DISCRETION OF THE CONSULAR OFFICERS, WHOSE DECISIONS 
ARE BASED ON THE LAWS AND REGULATIONS OF KOREA.  
 
 
 
 REVISED: 4-9-2024 (EL)                

http://www.vippassports.com/
mailto:info@vippassports.com
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PROOF OF RESIDENCY 
 

 Name  

 Date of Birth  Sex  

 Passport No   

Current Address  

Home Telephone No  

Cell Phone  

                

 Applicant's Signature :                                   

                                    Date :       .        .       . 

 

I _______________, A NOTARY PUBLIC. DO HEREBY CERTIFY THAT ON THE __________ 

DAY OF _____________. PERSONALLY APPEARED BEFORE ME, ____________. WHO, BEING BY 

ME FIRST DULY AWORN, DECLARED THAT HE(SHE) IS THE PERSON WHO SIGNED THE 

FOREGOING STATEMENT AND THA THE STATEMENTS ARE TRUW AND CORRECT. 

                                 Notary Public in and For The State of TX , LA, OK, AR, MS 

                                                                        (Circle one) 

 

 PRINTED NAME  SEAL 

 COMMISSION NO  

 

 EXPIRY OF COMMISSION  

 TELEPHONE NO  

 ADDRESS  

 SIGNATURE  

 



VIP PASSPORT SERVICES, INC.   
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 as  7 7 0 0 2  

713-659-8472  
W e b s i t e :  www.vippassports.com  E m a i l :  i n f o@ v i p p as s p o r t s . c om  

Specializing in Visas, Passports, Apostilles, Document Legalizations, and Translations 
 

 
EXAMPLE OF A COMPANY LETTER OF GUARANTEE 

DO NOT ATTENTION THIS LETTER TO VIP PASSPORT SERVICES, INC! 

 

DATE: _____________ 

EMBASSY/CONSULATE OF: ________________ 

GENTLEMEN: 

 MR. / MRS. (TRAVELER) IS ONE OF OUR EMPLOYEES WHO IS  

ENGAGED AS (POSITION) FOR (COMPANY NAME).  MR. / MRS.  

(TRAVELER) PLANS TO VISIT (CITY) FOR THE PURPOSE OF (DETAILED 

EXPLANATION OF TRIP) WITH (COMPANY TO BE VISITED). 

 MR. / MRS. (TRAVELER) WILL BE DEPARTING THE UNITED STATES ON  

(DATE) AND WILL BE STAYING FOR (LENGTH OF TRIP).  OUR COMPANY,  

(EMPLOYER), WILL GUARANTEE MR. / MRS. (TRAVELER) MAINTENANCE 

AND WILL BE RESPONSIBLE FOR HIS / HER WELFARE WHILE IN YOUR  

COUNTRY.  HE / SHE IS IN POSSESSION OF SUFFICIENT FUNDS FOR HIS / HER   

STAY AND HAS PREPAID TRANSPORTATION TO RETURN TO THE UNITED STATES. 

 WE WOULD BE VERY APPRECIATIVE IF YOU WOULD ISSUE MR. / MRS. (TRAVELER) 
THE APPROPRIATE (SINGLE OR MULTIPLE) ENTRY BUSINESS VISA AT YOUR EARLIEST 
CONVENIENCE.  

 

THANK YOU, 

(SUPERVISORS SIGNATURE)  

 

PLEASE BE SURE THAT THE PERSON WHO AUTHORIZED YOUR TRIP SIGNS THIS LETTER. THE TRAVELER 
SHOULD NOT SIGN THIS LETTER. 

http://www.vippassports.com/
mailto:info@vippassports.com
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