HQMC PASSPORT SOP
SOP FOR REQUESTING DIPLOMATIC, OFFICIAL AND NO-FEE REGULAR PASSPORTS

The Department of State (DOS), Passport Services has implemented new application procedures for Department of Defense (DOD) personnel to apply for no-fee passports. 

REFERENCES

(a) Department of Defense Directive 1000.21 dated 9 July 1992 
(b) U. S. Department of State Passport Services Guidance on the implementation of 2D

      Barcode Applications undated  

BACKGROUND

Reference (a) designated the Secretary of the Army as the Executive Agent for Passport Agent Services. As executive agent, any agreement entered into between the Secretary of the Army and DOS as it pertains to passport services, pertains to all DOD agencies.

In an effort to provide a more efficient passport application process, the DOD and DOS established new procedures for transmitting applications for processing per reference (b).

Reference (b) implements the use of a 2 Dimensional (2D) barcode that will enhance the passport application process. Therefore, the type of printer you use is important. The print must be clear and sharp. Applications must be printed on white paper. The paper must be 8 1/2 inches by 11 inches, with no holes, or perforations, at least medium (20 lb.) weight, and with a matte surface. Thermal paper, dye-sublimation paper, special inkjet paper, and other shiny papers are not acceptable. Do not use a dot-matrix printer.

The HQMC Passport/Visa Section is located in FOB #2, Navy Annex, Room 1005.  All Marine Corps Passport related documentation should be sent to the following address:

CMC, HQMC, #2 Navy Annex, Room 1005, Code ARSD, Washington, DC 20380-1775.  

Points of contact are Terry Walters at terry.m.walters@usmc.mil, Denise Leak at denise.leak@usmc.mil and Dimas Martin at dimas.martin@usmc.mil or by phone at (703) 614-1651 or (703) 614-6574.

REQUIRED READING
In order to process no-fee passports, the following documents must be accessed and completed prior to applying.

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
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.

AS DIRECTED BY REGULATION 22 CFR 51 EFFECTIVE FEBRUARY 1, 2004:

Each minor child applying for a passport must appear in person.”
Section 51.70(a)(8) of Title 22 of the Code of Federal Regulations states, in part, that if you are identified to Passport Services by the U. S. Department of Health and Human Services (HHS) to be in arrears of child support payments in excess of $2,500, you are ineligible to receive a U.S. passport.  If this applies to you, Passport Services strongly recommends that you contact the appropriate State child support enforcement agency to make payment arrangements before applying for a passport. 


The State agency must certify to the U.S. Department of Health and Human Services (HHS) that acceptable payment arrangements have been made.


Then HHS must notify Passport Services by the removal of your name from the electronic list HHS provides to Passport Services.  (Passport Services cannot issue a passport until your name has been deleted by HHS).
Please note that it can take 2-3 weeks from the time you make payment arrangements with the State agency until you name is removed from HHS electronic list.  Neither Passport Services nor the HQMC Passport Office have any information concerning individuals’ child support obligations and have no authority to take action until HHS removes your name from its list.
Please direct any questions to the appropriate State child support enforcement agency.  You may go to the Department of Health and Human Services – State Child Support Enforcement Web Site listed below for a listing of HHS state and local agencies.

http://www.acf.hhs.gov/programs/cse/newhire/fop/passport.htm
DEFINITIONS
Passport.  The United States (U.S.) passport is a travel document issued under the authority of the Secretary of State attesting to the identity and nationality of the bearer.  It remains the property of the U.S. and is to be returned upon demand.  The types of passports are:


Fee.  A fee or regular passport (blue) commonly referred to as a “tourist” passport, is valid for 10 years from the date of issue for adults age 16 and over and 5 years from the date of issue for applicants less than 16 years of age.  It is issued to a U.S. national traveling abroad for personal or private business reasons, leave or as a contract employee.  The fee passport may not be used in lieu of an official passport.  This is considered misrepresentation and the bearer may be detained by local authorities when traveling.  Tourist passports are issued by any of the Department of State Passport Agencies and American Consulates abroad.  Military Passport Agents are not authorized to accept fee applications.

 
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 Volume Chapter Three, paragraph 31 dated 10 January 2006,  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.


Military Passport Agent.  A Military Passport Agent is an individual, military or civilian nominated by the command and appointed by the Department of State to accept passport applications.


Authorizing Official.  An individual designated by the installation commander or commanding officer who is responsible for the authenticity of the information entered on the DD Form 1056 MC (AUTHORIZATION TO APPLY FOR A “NO-FEE” PASSPORT AND/OR REQUEST FOR VISA).
General Information
The guidance in this SOP is provided as one source document to obtain passports and visa information in conjunction with official overseas travel.  For additional information regarding requirements for official/diplomatic passports refer to the DoD Foreign Clearance Guide (DoD 4500.54-G).

(www.fcg.pentagon.mil)
The Office of Passport Services of the Department of State makes final determination on passports issued.  The type of passport issued depends on the official position of the traveler and the nature of official business to be performed.   
No-fee passports are issued to persons traveling abroad in the discharge of official duties when passports are required.  Command sponsored dependents are required to have no-fee passports without regard to age or destination abroad.  The bearer of a no-fee passport may not use the passport when leaving the United States for personal travel.  The bearer of a no-fee regular passport may use the passport for incidental travel while abroad, provided the foreign governments concerned do not object to the use of the passport for non-official travel and will issue a visa if required.  The traveler must obtain a regular fee (tourist) passport if the foreign government objects to the use of the no-fee passport for incidental travel.  Holders of diplomatic or official passport are forbidden to use their passports for incidental travel.  For bearers of diplomatic and official passports, a tourist passport must be obtained for incidental travel.  A person may possess a valid regular fee (tourist) passport and a valid no-fee passport simultaneously.

Military personnel traveling on identification card and orders to country of assignment who anticipate travel to surrounding countries for leave purposes should either obtain a tourist passport or possess credible citizenship evidence (i.e. birth certificate, Naturalization Certificate, Report of Birth Abroad, expired U.S. passport).  Citizenship evidence is required for obtaining passports, reporting marriages, births and deaths at 
U.S. Consulates.

No-fee passports may be used only as long as the position or status for which they were issued is maintained.  When issued because they are required for a position, passports may be sent with the bearer, if the next command requires the Marine to have a passport.  Upon termination of such a position or status, the no-fee passports must be returned to the CMC (ARSD) for delivery to Passport Services, Department of State (DOS).  These passports are normally destroyed; however, they may be canceled and returned for souvenir purposes upon request. 

WESTERN HEMISPHERE TRAVEL INITIATIVE (WHTI).  Effective January 23, 2007, all persons, including U.S. citizens, traveling by air between the United States and Canada, Mexico, Central and South America, the Caribbean, and Bermuda are required to present a valid passport.  Effective January 1, 2008, all persons traveling by land or sea will be required to present a valid passport or other acceptable travel document as determined by the Department of State and Department of Homeland Security.

        The Department of State and Department of Homeland Security also anticipate that the following documents will continue to be acceptable for this current travel uses under WHTI:  SENTRI, NEXUS, FAST, and the U.S. Coast Guard Merchant Mariner Document.

        As proposed, passports for members of the U.S. Armed Forces on active duty traveling on PCS/TAD orders will be issued only when required by specific countries.  For detailed information on passport requirements, refer to 
https://www.fcg.pentagon.mil/fcg.cfm .  

                Information regarding the requirement for passports and visas is available under the first section of each country under the GENERAL ENTRY REQUIREMENTS, Identification Credentials Required for Official Travel.

THE BELOW INFORMATION PERTAINS SOLELY TO TOURIST PASSPORTS




        Due to the implementation of the Western Hemisphere Travel Initiative (WHTI), Passport Services, Department of State is being inundated with requests for tourist passports.  Regular processing for tourist passports runs approximately 8-12 weeks.  Expedites are processed in approximately 1-2 weeks.

        As a courtesy to the Marine Community, HQMC Passport Office assisted individuals who were renewing their tourist passport by taking the application to the Special Issuance Agency (the department that deals with official travel) and having the passports issued quickly.  Effective 1 May 2007, The Special Issuance Agency requested that we no longer assist in processing renewal passport applications.
The U.S. Departments of State and Homeland Security announced Friday, June 8, 2007 that citizens traveling to Canada, Mexico, Bermuda or countries in the Caribbean region, who have applied for, but not yet received passports, can re-enter the United States by air.  This accommodation does not mean that Americans are exempt from meeting the entry requirements of Canada, Mexico, Bermuda or countries in the Caribbean region.  Entry requirements for those countries remain in effect.  Americans traveling to those countries must verify the specific entry requirements for that country before departure.

Entry requirements for countries are self-determined.  The Department of State is reaching out to the governments of countries affected by WHTI to consult with them about this announcement.  State Department is hopeful that the governments affected by WHTI will be able to take a flexible approach.  The Department of State will communicate the results of their consultations with the airlines to facilitate boarding. 

U.S. citizens traveling to Canada, Mexico, Bermuda or countries in the Caribbean region who have applied for, but not yet received passports, can re-enter the United States by air by presentation of a government issued photo identification Department of State official proof of application for a passport through September 30, 2007.  The federal government is making this accommodation for air travel to due to longer than expected processing times of passport applications in light of record breaking demand.

Adults who have applied for but not yet received a passport should present government-issued photo identification and an official proof of application from the U.S. Department of State.  Children under the age of 16 traveling with or without the parents or legal guardian will be permitted to travel with the child's proof of application status.  This accommodation applies to all American citizens who apply for passports until September 30, when this accommodation period ends.  U.S. citizens with pending passport applications can obtain proof of application at:  

http://travel.state.gov/passport/get/status/status_2567.html
Should you have trouble accessing this cite, you may need to enter directly through the State Department website at www.travel.state.gov.

ADMINSTRATIVE
To apply for a no-fee passport, the following steps must be accomplished:
· Every applicant, regardless of the type of no-fee passport   being applied for, must submit a signed DD Form 1056 (Authorization to Apply for a No-Fee Passport and or Request for Visa) completed as follows:

DD FORM 1056      
This is not an application for a no-fee passport.  This form must be completed and turned in with each passport application.  This form is used in lieu of official travel orders; however, Passport Services of the Department of State reserves the right to request travel orders in addition to the DD Form 1056.   This form must be typed and signed by an authorizing official (an individual designated by the installation commander or commanding officer who is responsible for the authenticity of the information entered on this form).  This form will be submitted with the passport application and must be typed and completed as follows:


Item 1 – Enter the planned date of departure from the command.


Item 2 – Enter Service Component Code

Item 3 – Enter complete name including middle name.  


Item 4 – Enter Date of Birth


Item 5 – Enter Place of Birth 


Item 6 – Enter Sponsor’s Information.  If sponsor is the same as Item 3,   
            Place an X in the block.


Item 7 – Include Grade/MOS (i.e. 2ndLt/0180).

Item 8 – Enter Sponsor’s Social Security Number


Item 9 – Enter your current home address.


Item 10a, 10b, 10c – Interim address where applicant may be contact after 
           departing current duty station.

Item 10d – Leave blank.


Item 11 –  Destination.


PCS MILITARY -  Enter country of assignment and if applicable,  projected TAD countries that require official passport.  Attach copy of orders stating PCS and projected TAD areas.



PCS CIVILIAN AND DEPENDENTS – Enter country of assignment.



TAD (Military and Civilian Only)  Enter all countries to be officially visited.


Item 12 – Must be completed by those individuals applying for diplomatic 
            passports i.e. Attaché duty, Joint U. S. Military Advisory Group 
            (JUSMAG) or those individuals whose assignment require them to
            possess an official passport, i.e. 4th Marine Expeditionary Brigade (MEB)  

            or Fleet Anti Terrorism Security Team (FAST).


Item 13 


(a) Enter the unit address and phone number.


(b) Enter the CONUS address where dependents may receive their passports if PCS orders authorize detachment prior to receipt of passports.  

Item 14 – Enter your estimated date of departure from the U.S.
Item 15 -  Enter the proposed length of this assignment.

Item 16 -  Enter the authorizing official’s information.  Provide all 
requested information to include address and phone number.

Item 17 – Remarks, specific TAD itinerary or pertinent information for  
            visa purposes (i.e. purpose of trip, not just official business).
NEXT
Determine which application form meets your needs.  Applications for no-fee passports are required to be submitted with a 2 Dimensional (2D) barcode.  In order to obtain forms with a barcode, access the below website and click on the appropriate form.  
http://www.travel.state.gov
Application for a U.S. Passport – DS-11 
(Department of State Form 11) 
This form is to be used by:

· First time applicants.

· Those individuals who have a passport issued prior to their 16th birthday or issued over 15 years ago.

· Those individuals who have a previous U.S. passport that was lost or stolen.
  Input the information and print the form as indicated below.

· Item 1 – Enter you full name Last, Suffix, First, Middle.
· Item 2 – Enter your date of birth (month-day-year).
-     Item 3 – Place an X in the appropriate box.

· Item 4 – Enter place of birth (City & State or City & Country).
· Item 5 – Enter applicant’s social security number.  For dependents, DO NOT enter your sponsor’s social security number.
· Item 6 – If applicable, enter your alien registration number.
· Item 7 – Enter your height.
· Item 8 -  Enter your hair color.
· Item 9 -  Enter your eye color.
· Item 10 – Enter your military occupation, i.e. Comptroller or Security Specialist.  Dependents may use dependent wife, daughter, or son, or their official title, i.e. nurse, accountant, student.

· Item 11 – Enter Service Component Code.
· Item 12 - Use your official or personal e-mail address.

· Item 13 – Enter your current mailing address.

· Item 14 – Recommend you enter an address for a relative where State Department may be able to reach you within the next 5 years if necessary.
· Item 15 – Enter your current home phone number.
-       Item 16 – Enter your current business phone number.
· Item 17 – If yes, you must provide all requested information.  If unavailable, 
         you will need to account for that passport.

· Item 18 – Leave blank (this item will be covered by the DD Form 1056).

· Item 19 – Place an X in the appropriate box.  If yes, please provide all requested information.
· Item 20 – Include any names previously used.
· Item 21 - Provide birth parents names unless you have been adopted.  If adopted, use adoptive parents name.  Do not use step-parents information.  Do not put an X in the box for U.S. Citizenship if you do not know where your parents were born.
· Item 22 – Recommend you enter the address of a relative.   

STOP
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.

Application for a U.S. Passport by Mail - DS-82 
(Department of State Form DS-82) 
You may utilize this form if:


1.  You can submit your most recent U.S. passport.


2.  You were at least 16 years old when your most recent passport was issued.


3.  Your most recent U.S. passport was issued less than 15 years ago.


4.  You use the same name as on your most recent passport.
OR

      You have had your name changed by marriage or court order and can submit proper documentation to reflect your name change.

· Input the information as indicated below and print the form.  The applicant must sign the DS-82.

· Item 1 – Enter your full name Last, Suffix, First, Middle.
· Item 2 – Enter your date of birth (month-day-year).
· Item 3 – Place an X in the appropriate box.
· Item 4 – Enter place of birth (City & State or City & Country).
· Item 5 – Enter applicant’s social security number.  For dependents, DO NOT enter your sponsor’s social security number.
· Item 6 – Enter your height.
· Item 7 – Enter your hair color.
· Item 8 – Enter your eye color.
· Item 9 – Enter your military occupation, i.e. Comptroller or Security Specialist.  Dependents may use dependent wife, daughter, or son or their official title, i.e. nurse, accountant, student.
· Item 10 – Enter Service Component Code.
· Item 11 – Enter your current mailing address.

· Item 12 – Recommend you enter an address for a relative where State Department may be able to reach you within the next 5 years if necessary.
· Item 13 – Enter your home phone number.

· Item 14 – Enter your current business phone number.

· Item 15 – Enter your official or personal e-mail address.

· Item 16 – Enter the information for your most recent passport.  ENTER THE INFORMATION FROM THE PASSPORT YOU ARE SUBMITTING WITH YOUR APPLICATION.
· Item 17 – Leave blank (this information will be covered by the DD Form 1056).
· Item 18 – Recommend you enter an address for a relative where State Department may be able to reach you within the next 5 years if necessary.
· Item 19 – You MUST sign and date this application prior to submitting to the HQMC Passport Office.

Once your have completed and  signed the DS-82 with the 2d barcode, you will need to take this form with the documents highlighted below to the HQMC Passport Office, room 1005, Navy Annex.  

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

2.  MOST RECENTLY ISSUED U. S. PASSPORT.  If you have a previous no-fee passport and a current tourist passport, you will need to submit both passports to obtain a new no-fee passport.  Both passports will be returned to you with your new no-fee passport.


3.  LEGAL DOCUMENTS – Any document changing your name from the name on your previous passport (marriage certificate, divorce decree, legal name change papers).  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.

EXPEDITING PROCEDURES
All applicants, military and civilian, requesting an official passport within 30 days of travel are required to provide the information listed below to the HQMC Passport Office:

· travelers name, rank/grade and SSN
· destination

· date of notification of travel

· date of departure

· explanation as to why they did not apply with sufficient time to process the passport.

The HQMC Passport Office will provide the required Memorandum for Expeditious Processing to DOS, Passport Services with the passport application package.  Processing time for expedited passports is 10-14 days.
VISAS

To determine if Visas are required for the destination you will be traveling to, please access the DOD Foreign Clearance Guide using the website listed below.

https://www.fcg.pentagon.mil/fcg.cfm
Visa requirements vary from country to country.  You will need to access the below website to verify the individual requirements.  Most Visa forms are available on this website.  Those forms that are not displayed on the below website, may be obtained in the HQMC Passport Office, room 1005, Navy Annex.
https://secureapp2.hqda.pentagon.mil/passportsmatters/
To process a visa request, please access the above website and download the appropriate visa application, fill out the form and sign it.  Ensure your passport is signed and submit it to the HQMC Passport Office with the documents listed below.

· DD 1056 (filled out completely and signed).  Item 17 should state purpose of trip.  Official business is not acceptable.  Information entered will be used to process the cover letter to the Embassy.  

· Visa application (signed)

· Photo(s).  Please refer to the above website for individual country requirements.
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