EXAMPLE OF SUPPORTING LETTER

A letter on official headed paper should be completed, signed and returned with the collective passport application.  Please see the Notes for Guidance for whom is acceptable to sign the supporting letter. 
The letter should include the following details:

· I hereby support the application for a collective passport for a trip to: DESTINATION

· The name and full postal address of the school / organisation is as follows: FULL ADDRESS
· The party will leave the United Kingdom on DATE and return on DATE

· I confirm that this is an authorised journey and approval has been obtained from the Governing Body / Local Authority / National Headquarters and that all the children named on the collective passport are members of the above school / organisation. A nationality questionnaire and parental consent form has been completed for every child included on the collective passport and are enclosed.

· I further confirm that the number of children who are members of this school / organisation whose names appear on the collective passport application is


The letter must state the full name, position and signature of the person supporting the application and must also provide a contact telephone number.

PLEASE NOTE

· NEITHER THE LEADER NOR DEPUTY LEADER OF THE PARTY CAN SUPPORT THE COLLECTIVE PASSPORT APPLICATION.  

· A SEPARATE SUPPORTING LETTER IS REQUIRED FROM EACH SCHOOL MAKING UP THE PARTY AND FOR EACH APPLICATION.

THIS FORM IS TO BE USED AS AN EXAMPLE ONLY. IT WILL NOT BE ACCEPTED IF USED AS THE OFFICIAL SUPPORTING LETTER
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