PASSPORT/VISA PROCEDURES/SOP FORT GORDON/GILLEM GEORGIA

DoD Foreign Clearance Guide
Department of State Travel Warnings
(The DoD Foreign Clearance Guide applies to all DoD and DoD-sponsored travel abroad.  Travelers MUST review this guide and the Department of State Travel Warnings prior to commencing travel and ensure compliance.)

Who is eligible to apply for the Government NO FEE Passport?
The Human Resources Directorate Passport Office provides passport services to Soldiers, Civilians, and Military Dependents on assignment to overseas locations on official travel; however, they DO NOT process tourist passports for leisure travel (i.e., cruises, vacation). Personnel are ONLY eligible for the Government NO FEE passport if their orders specifically state one is required.  

What is the difference between a Government No Fee and Tourist Passport?
You can have two passports at the same time. In order for the government to pay for your travel overseas, you MUST have a Government No Fee passport.  If the Soldier opts to try to fly their Family members overseas without a Government No Fee passport, that Family member may be deported back to the United States after a certain amount of time, which is determined by the Foreign Clearance Guide. For example, if you travel to Korea on the tourist passport, after 90 days the Korean Government may deport your family member back to the United States. 

Once it is determined that your travel is to a destination requiring a Passport/Visa, gather and complete the required documents listed below.  Once you have these documents, schedule an appointment with the Human Resources Directorate Passport Office.  Appointments are scheduled to provide maximum efficient service and to allow for processing of required paperwork in between appointments.  APPOINTMENTS ARE REQUIRED.


1.  The following documents MUST be in your possession prior to scheduling an appointment.  Passports require items (a) thru (e).  Visa requires items (a), (c) and (d).

(a) ORDERS OR MEMORANDUM, identifying the requirement for travel to a destination requiring a passport.  Please include name, grade/rank, destination, date of travel and purpose.  To expedite applications requiring less than 30 days processing time, a memorandum signed by a General Officer or SES equivalent is also required.

(b) BIRTH EVIDENCE.  A state issued certified copy of your birth certificate, an old passport, or Certificate of Naturalization. HOSPITAL BIRTH RECORDS, XEROXED COPIES AND COPIES CERTIFIED BY A NOTARY PUBLIC ARE NOT ACCEPTABLE.  Birth evidence is submitted to the State Department with the application and returned with the completed passport.

(c)  PASSPORT PHOTOS may be taken at Darling Hall, Building 33720, Room 262, Monday-Friday from 0900 to 1500. Appointments are required for photos and you MUST have your passport application in hand. MILITARY - DO NOT WEAR UNIFORMS.  Korea, Egypt and Saudi Arabia require 3 photos. All other countries require 2 photos. If you require a passport and a visa you need 3 photos. To schedule an appointment, call 706-791-4349.

(d) ID CARDS.   Family members aged 13 and older must have valid ID card in their possession when applying for passports.  Civilian employees must have a valid ID card in possession.  Please make an enlarged copy of all ID Cards, front & back.

(e) PASSPORT APPLICATION (DS-11).   Applicants are required to fill out a DS-11 online.  Item 19 pertaining to travel plans MUST be completed for official travel.  All applications MUST include the 2D Barcode located in the bottom right hand corner and upper left hand corner. Go to https://pptform.state.gov for step-by-step instructions on how to complete the application.  

2.  After you have all of the above required documentation make contact by phone at (706) 791-4349 to schedule an appointment.  Darling Hall, Building 33720 is located at 307 Chamberlain Ave. Fort Gordon GA. 30905. Hours of operation are 0900 -1500 Monday thru Friday.  Appointments are scheduled to provide maximum efficient service and to allow for processing of required paperwork in between appointments.  Late arrivals may be rescheduled and early arrivals may be asked to return at appointed time.  APPOINTMENTS ARE REQUIRED.  ALL applicants MUST be present and applications CANNOT be processed without ALL of the required documentation.

3. Applications are forwarded to the appropriate Passport Agency for processing and take approximately 45-60 working days. During peak tourist seasons processing may take longer.  Please keep in mind that Fort Gordon does not issue your passports; we merely process the applications.  We will make every effort to secure your passport by the desired date; however, all actions must be coordinated through the State Department and sometimes can be very time consuming and frustrating.  This office cannot initiate tracer actions until after the required date placed on the application.

4.  Passports for family members CANNOT be released until authorization for family travel is received from the overseas command. 

5.  If your passport(s) does not return on time, you may have to cancel the arrangements and travel to your assignment without your Family members.

6.  Be advised, passports will be processed according to the report date published on your orders. If you opt to report early, passports will still need the 45-60 business day processing time from the day you apply.

 SPECIAL REQUIREMENTS FOR CHILDREN

“AS DIRECTED BY PUBLIC LAW 106-119 AND 22 CFR 51.27 EFFECTIVE JULY 2, 2001:

To submit an application for a child under age 14 both parents or the child’s legal guardian(s) must appear and present the following:

Evidence of the child’s U.S. citizenship.
Evidence of the child’s relationship to the parents/guardians, AND
[bookmark: _GoBack]Parental identification.

IF ONLY ONE PARENT APPEARS YOU MUST ALSO SUBMIT ONE OF THE FOLLOWING:

Second parent’s notarized written statement consenting to passport issuance for the child.
Primary evidence of sole authority to apply, OR
A written statement (made under penalty of perjury) explaining the second parent’s unavailability.
No-Fee.  No-fee passports are issued to military personnel, Federal Employees, dependents, and non-appropriated fund employees traveling at Government expense.  Types of no-fee passport are:

		Diplomatic.  A diplomatic passport (black) is issued to a person having diplomatic status either because of the nature of the mission or by reason of office held.  Where appropriate, dependents of such persons may be issued diplomatic passports.  The validity of the passport is controlled by the limitation date appearing on the passport, which is determined by the exact length of the tour, plus 2 months, not to exceed 5 years.  Diplomatic passports are issued only from Passport Services, Department of State, Washington, D.C.

		Official.  An official passport (maroon) is issued to an official or employee of the U.S. Government traveling abroad in the discharge of official duties.  Where appropriate, dependents of such persons may be issued official passports.  It is valid for the duration of the status for which the passport was issued, not to exceed 5 years.  Official passports are issued only from Passport Services, Department of State, Washington D.C. 

		No-Fee Regular.  A no-fee regular passport (blue) is normally issued to military dependents traveling at Government expense containing an endorsement indicating the dependent status of the bearer.  This endorsement reads:  “This passport is valid only for use in connection with the bearer’s residence abroad as a dependent of a member of the American military or naval forces on active duty outside the United States.”  When issued to non-appropriated fund employees, civilian court-martial witnesses, or to individuals on invitational-type orders, the passport will contain the appropriate endorsement.  It is valid for the duration of status for which the passport was issued, not to exceed 5 years.  All no-fee passports are issued from Passport Services, Department of State, Washington, D.C.	 

	Visas.  Per the Department of Defense Foreign Clearance Guide (DOD 4500.54G), General Information, paragraph DL1.55 dated 15 April 2015, a visa is a stamp or impression placed on a page of a valid passport by a foreign embassy, consulate, or immigration authority empowered to grant permission as of the date issued for the applicant to enter and remain in that a country for a specific period.  The period for which visas remain valid varies from one country to another

DO NOT SIGN THE APPLICATION UNTIL REQUESTED TO DO SO BY PERSON ADMINISTERING OATH.  Customers’ must have the DS-11 application executed by an authorized acceptance agent.  Take the DS-11 with the 2D barcode to the HQMC Passport Office, room 1005, Navy Annex.  You will also need to submit documents highlighted below:

1.  DD-1056 (AUTHORIZATION TO APPLY FOR A “NO-FEE” PASSPORT AND/OR REQUEST FOR VISA)

2.  PROOF OF CITIZENSHIP.  The following will be accepted as citizenship evidence.

      a.  A birth certificate with a seal and file date within one year of birth from the 
           State Bureau of Vital Statistics where the applicant was born.  
      b.  Naturalization Certificate or Certificate of Citizenship
      c.   Report of Birth Abroad.
      d.   A previous U.S. passport.   Dependent children, under the age of 14 submitting a previous passport as citizenship evidence are required to submit a photo copy of their birth certificate listing parents’ names.

3.  LEGAL DOCUMENTS – Any documentation changing your name (i.e. adoption papers, legal name change, divorce decree, etc).  These must be the original documents and will be submitted with your application.  They will be returned with your passport.

4.  PHOTOS – Two 2” X 2” color passport photos with a white background and taken within the past 6 months.  Military personnel must be in civilian attire.  Photos for passports and visas can be taken in the Passport Office, room 1005, Navy Annex.    

5.  PROOF OF IDENTITY.  Acceptable documents must contain your signature and a photo of you.  The following are examples of acceptable documents:
	
· Military identification card.
· State driver’s license or identification card.
· Current passport.

