(Insert Day) (Insert Month), 2026
To: Embassy of Japan in Malaysia
Sir/Madam,
[bookmark: bookmark3][bookmark: bookmark4][bookmark: bookmark5][bookmark: _Hlk219297516]REQUEST LETTER FOR EARLY RENEWAL OF PASSPORT
With reference to the above, (Company Name) would like to provide information regarding the individual named below, who is currently employed by our company.
	Applicant’s information are as follows:



	Full Name: 
	×××

	Japanese Passport No.:
	×××

	Date of expiry of Passport:
	×××

	Date of expiry of Malaysian Visa:
	×××



This letter is issued for the purpose of Employment Pass renewal, in accordance with the requirements of the Malaysia Digital Economy Corporation (MDEC).
In order to renew the visa in (insert month) 2026, it is necessary for the applicant’s passport to have a validity of XX months or more.
Please be informed that the visa to be applied for in the future is intended to be valid for XX years.

In view of the above, we kindly request your assistance in facilitating the early renewal of his/her passport.
We highly appreciate your kind attention and cooperation.

Yours sincerely,



[bookmark: _Hlk219297858](Original, non-digital signature here) 
[Name of Authorized Person] / [Title]
Address:
Phone number:
Email:
