
Date: [Insert Date] 

To: [Recipient Name/Security Office Name] 

Department: [Department Name] 

Address: [Street Address, City, State, Zip Code] 

Subject: REQUEST FOR EXPEDITED COMPLIANCE-VERIFIED RENEWAL FOR 

[Contractor Full Name] 

Dear [Contact Person Name or Security Officer], 

This letter serves as a formal request for the expedited renewal of the security clearance for the 

following individual: 

• Full Name: [Contractor Full Name] 

• SSN/ID Number: [Last 4 Digits or Employee ID] 

• Current Clearance Level: [Insert Level, e.g., Secret/Top Secret] 

• Expiration Date: [Insert Date] 

• Contract Number: [Insert Number] 

Justification for Expedited Processing: 

The renewal of this clearance is critical to the continued support of [Project Name/Mission]. 

[Contractor Name] performs essential duties that require uninterrupted access to classified 

information and secure facilities. Any lapse in clearance will result in a significant mission 

impact, including [Briefly mention impact, e.g., delay in project milestones or breach of contract 

requirements]. 

Compliance Verification: 

We certify that the contractor's security profile has been reviewed and remains in full compliance 

with all federal and agency-specific security protocols. There have been no reportable derogatory 

incidents or changes in eligibility status since the last adjudication. 

We request that this renewal be prioritized to ensure continuity of operations. Please notify the 

undersigned once the renewal has been verified and processed. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Signature] 

[Your Name] 

[Title] 

[Company Name] 

[Phone Number] 

[Email Address] 


