PROCEDURES FOR APPLYING FOR OFFICIAL OR DIPLOMATIC PASSPORTS AND /OR VISAS

 
 
1. 1.        HAVE _____ PHOTOS TAKEN AT BLDG 700 (KNOX HALL) NORTH ENTRANCE.  HOURS OF OPERATION ARE:  0730-1115 HRS AND 1200-1545 HRS MONDAY AND WEDNESDAY ONLY.  (NO APPOINTMENT NECESSARY).   NOTE:  YOU MUST BE IN CIVILIAN CLOTHING TO HAVE PASSPORT PHOTOS TAKEN.  PHOTO FACILITY PHONE NUMBERS ARE 2-6901/4294.

 

2. 2.        BRING THE FOLLOWING DOCUMENTS TO THE PASSPORT OFFICE, BLDG 2951, AUSTIN RD. TO APPLY FOR OFFICIAL/DIPLOMATIC PASSPORT AND/ORVISA:

 

A. A.        PASSPORT PHOTOS _______

B. B.         PREVIOUS PASSPORT OR  STATE CERTIFIED BIRTH CERTIFICATE.

C. C.         I.D. CARD

D. D.        MEMORANDUM FROM UNIT/OFFICE TASKING YOU FOR A MISSION REQUIRING AN OFFICIAL PASSPORT/VISA . IF A DIPLOMATIC PASSPORT IS  REQUIRED—YOU MUST PROVIDE A COPY OF YOUR P.C.S. ORDERS WITH DIPLOMATIC PASSPORT REQUIRMENT STATED IN YOUR ORDERS.

 

3. 3.        THE NORMAL TURN-AROUND TIME FOR AN OFFICIAL/DIPLOMATIC PASSPORT IS APPROXIMATELY 6 WEEKS.  ADD 10 ADDITIONAL DAYS IF A VISA IS ALSO REQUESTED.

 

4. 4.        NOTE:  IF PASSPORT IS REQUIRED IN LESS THAN 45 DAYS, THE STATE DEPARTMENT REQUIRES THAT A LETTER REQUESTING EXPEDITE PROCESSING OF PASSPORT ACCOMPANY THE PASSPORT APPLICATION!!!  THE TRAVELER, USING THE “CHAIN OF COMMAND” MUST HAVE THE EXPEDITE LETTER SIGNED BY AN O-7 OR ABOVE OR CIVILIAN EQUIVALENT.  THE PERSON RESPONSIBLE IN TRAVELER’S CHAIN  FOR DRAFTING THE EXPEDITE LETTER, SHOULD CONTACT THE P.O.C.S BELOW FOR A  SAMPLE “LETTER OF EXPEDITE”.

 

5. 5.        P.O.C’S  FOR THIS ACTION ARE ,  PASSPORT AGENTS.  PH:  2-3110/2506.
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