As of: 18 April 2016

Checklist for Ve o %
DS-11 Passport Application
(Adult First Time)

http://8tharmy.korea.army.mil/sja/legal-services/

You may submit your application by appointment (http://seoul.usembassy.gov/acs_appt.html) at the US Embassy, or
in person at the US Embassy’s Consular Outreach Service in the 2nd floor lobby of building 4106 on USAG-
Yongsan South Post every Wednesday (excluding US/ROK holidays) between 0900 - 1530 hours (excluding lunch).
Please confirm availability of outreach services before traveling (http://seoul.usembassy.gov/acs_off-site.html)

Specific information regarding the passport application process can be found at
http://seoul.usembassy.gov/acs_adult first passport.html#first

1. Form DS-11 (Application for a U.S. Passport) available at https://pptform.state.gov/

2. Passport Photograph: https://travel.state.gov/content/passports/en/passports/photos/photos.html. Tourist
passport photograph can be obtain at the AAFES Concessionaire, building 2209 on USAG-Yongsan Main Post.
Diplomatic/official/no-fee passport photograph may be obtained at no charge through the Visual Information Center
at: http://www.vios.army.mil/. DO NOT attach photograph to passport application.

3. Evidence of US Citizenship (original)
4. Certified photocopy of valid picture ID
5. Money order in the amount of $135 made payable to the “US Embassy”

- No fee required if applying for diplomatic/official/no-fee passport
DO NOT include any additional fees for expedited services.

SEE REVERSE SIDE IF APPLYING FOR DIPLOMATIC/OFFICIAL/NO-FEE PASSPORT


http://8tharmy.korea.army.mil/sja/legal-services/
http://seoul.usembassy.gov/acs_appt.html
http://seoul.usembassy.gov/acs_off-site.html
http://seoul.usembassy.gov/acs_adult_first_passport.html#first
https://pptform.state.gov/
https://travel.state.gov/content/passports/en/passports/photos/photos.html
http://www.vios.army.mil/

The following additional documents are required for diplomatic/official/no-fee passport applications:

NOTES:

The country/countries listed on Form DS-11 (Travel Plans), Memorandum of Support (for AD military
member), and DD Form 1056 (Block 11), must be the same, AND reflected in the Foreign Clearance Guide
(https://www.fcg.pentagon.mil/) as required for entry.

You cannot apply for an official passport for your child unless your DoD/DoDDS civilian sponsor already has,
or is applying at the same time for, an official passport.

6. Documentary proof of entitlement to diplomatic/official/no-fee passport:
- AD military member (all of the following):
- Assignment orders to Korea, or gaining assignment from Korea
- Memorandum of support for official passport listing specific countries requiring official passport
<4Sample format also attached in on-line version of this handout (see left column attachment listing)
- Family member of AD military member: Command-sponsorship orders listing applicant (to include
amendments and extensions).
- DoD family member (all of the following):
- DD Form 1614 (Permanent Duty Travel Order) to Korea.
- Current Letter of Employment (signed by CPAC) listing applicant.
- DD Form 1617 (Transportation Agreement signed by CPAC) or DA Form 5369-R (Rotation Agreement
signed by CPAC).
- DoDDS family member (all of the following):
- DD Form 1614 (Permanent Duty Travel Order) to Korea.
- Letter of Employment (signed by DODDS Korea District) listing applicant.
- DD Form 1616 (Transportation Agreement signed by DODDS Korea District).

7. DD Form 1056 (Authorization to Apply for a “No-Fee” Passport and/or Request for Visa) available at
http://www.dtic.mil/whs/directives/forms/index.htm. THE DD FORM 1056 MUST BE SIGNED IN BLUE INK.
<«4Form also attached in on-line version of this handout (see left column attachment listing)

8. Request to Expedite Passport Application (if needed) available at
https://passportmatters.hgda.pentagon.mil/Docs/Training_Handbook/chap12.htm
<4Sample format also attached in on-line version of this handout (see left column attachment listing)



https://www.fcg.pentagon.mil/
http://www.dtic.mil/whs/directives/forms/index.htm
https://passportmatters.hqda.pentagon.mil/Docs/Training_Handbook/chap12.htm


This form must be typed. See DoD 1000.21-R for form completion instructions.

" " 1. DATE PASSPORT OR VISA | 2. MAJOR SERVICE COMPONENT
AUTHORIZATION TO APPLY FOR A "NO-FEE REQUIRED BY APPLICANT
PASSPORT AND/OR REQUEST FOR VISA
3. APPLICANT'S LAST NAME - FIRST NAME - MIDDLE NAME 4. APPLICANT'S DATE OF 5. APPLICANT'S PLACE OF BIRTH
BIRTH
6. SPONSOR'S LAST NAME - FIRST NAME - MIDDLE NAME 7. SPONSOR'S MILITARY 8. SPONSOR'S SSN
RANK/CIVILIAN GRADE
(If same as Item 3, X block)

9.a. APPLICANT'S CURRENT HOME ADDRESS (/nclude ZIP Code) b. HOME TELEPHONE NUMBER (/nclude area code)

c. OFFICE TELEPHONE NUMBER (/nclude area code/DSN)

10.a. INTERIM ADDRESS WHERE APPLICANT MAY BE CONTACTED |b. NAME OF PERSON WITH WHOM RESIDING
AFTER DEPARTING LOCATION INDICATED IN ITEM 9
Include ZIP Code)

c. TELEPHONE (/ncl. area code) | d. AGENT ID CODE (/f applicable)

11. DESTINATION (Country or 12. SPECIAL ASSIGNMENT 13. PASSPORT WILL BE FORWARDED TO: (Include complete mailing
Countries) REQUIRING PASSPORT* address, building number, room number, ZIP Code, and telephone
(See Note) number/DSN)
14. ESTIMATED DATE OF 15. PROPOSED LENGTH OF
DEPARTURE (From country in STAY
which applicant is currently
residing) 16. AUTHORIZING OFFICIAL
a. NAME (Last, First, Middle Initial)

17. ADDITIONAL INFORMATION (Attach continuation sheets if b. GRADE c. TITLE
necessary)

d. COMPLETE MAILING ADDRESS (/nclude ZIP Code)

e. TELEPHONE NUMBER (/nclude area code/DSN)

f. SIGNATURE OF AUTHORIZING OFFICIAL (g. DATE

FOR USE BY ISSUING OR RECEIVING AGENT (Suspense Control)

18. DATE APPLIED FOR PASSPORT 19. PLACE APPLIED FOR PASSPORT 20. NAME OF COURT OR PASSPORT AGENT
21. DATE PASSPORT RECEIVED 22. PASSPORT NUMBER 23. DATE OF PASSPORT | 24. PASSPORT
FROM DEPARTMENT OF STATE ISSUE EXPIRATION DATE
25. DOCUMENT(S) INCLUDED WITH | 26. COUNTRY AND DATE VISA REQUESTED 27. DATE PASSPORT 28. DATE PASSPORT
PASSPORT RECEIVED WITH VISA MAILED

PRIVACY ACT STATEMENT
AUTHORITY: Sections 3012, 8012, 5031, Title 10 USC; 22 CFR 51.63; EO 9397.
PRINCIPAL PURPOSE: To provide authority for issue of "No-Fee" passport and/or request for a visa which is an endorsement stamped or
written on a passport, showing that it has been examined by the proper officials of a country and granting entry into that country. The Social
Security Number is required to verify and/or identify the applicant.

ROUTINE USES: Information is used in conjunction with application for passport/visa and foreign travel. Information may be released to other
DoD agencies, various activities within the Department of State, foreign embassies and consulates.

DISCLOSURE: Voluntary; however, if applicant does not provide information, a "No-Fee" passport cannot be authorized.

*NOTE: If assignment is to Attache; MAAG; JUSMMAT,; Security Assistance Liaison Office (SALO); OSP or other Special Advisory Group, e.g.,
CENTO; or any particular assignment that will govern type and need for a passport, enter such information. If not, enter "Not Applicable."

DD FORM 1056, MAY 96 PREVIOUS EDITION MAY BE USED. Adobe Professional 7.0





		xsame: Off

		appdate: 

		maj_comp: 

		appname: 

		appdob: 

		birthplace: 

		sponsname: 

		sponsrank: 

		spons_ssn: 

		app_addr: 

		home_phone: 

		office_phone: 

		int_addr: 

		int_name: 

		int_phone: 

		agt_id: 

		dest: 

		spec_assn: 

		fwd_to: 

		dep_date: 

		length_stay: 

		off_name: 

		off_grade: 

		off_title: 

		off_addr: 

		off_phone: 

		off_sign: 

		off_date: 

		addl_info: 

		date_appl: 

		place_appl: 

		agt_name: 

		date_recd: 

		passport_no: 

		date_iss: 

		exp_date: 

		docs_incl: 

		visa_req: 

		visa_recd: 

		date_mailed: 

		Reset: 

		appl: Adobe Professional 7.0






(YOUR UNIT LETTERHEAD)

DATE

MEMORANDUM FOR DEPARTMENT OF STATE

Passport Services, Special Issuance Agency
Official Travel Branch
ATTN: Ms Battie Stewart

FROM: Unit/Squadron

Unit/Squadron Complete
Mailing Address

SUBJECT: Request Expedite of Passport Application

L.

Request passport application(s) for an official passport be expedited on the following individual(s):

Individual’s Full Name SSAN DOB
(as completed on application)

Individual(s) will be departing CONUS date of departure for # of days/months and requires the passport by
date passport required by individual(s). Individual(s) was/were notified date notified that he/she would be
traveling to state Non-NATO country requiring individual to have a passport for the purpose of state purpose

of travel.

The last minute processing of this request was necessary because state reason for last minute processing to
obtain an official passport. (e.g., only individual qualified to complete mission/task, individual did not have
an official passport prior to notification since his current duties did not require one.

Travel cannot be postponed to a later date because (state reason travel date cannot be altered).

Your prompt attention to this request would be greatly appreciated. Direct any questions concerning this
request to name of POC at Commercial and DSN phone number.

SIGNATURE BLOCK
(Signature, Commander)
(General officer or SES equivalent)

DIRECTIONS FOR COMPLETING EXPEDITE MEMO:

[ ]

Replace All Italicized/Underlined Text
Staple letter to front of application.

One original memo must ‘be submitted. If more thcm one mdw;ldual is on the expedite request then you can make copies
and highlight each individual's name and attach it to hlehCI' corresponding application.

Memo must be signed by a general officer or SES equivalent. - The only authorized exception is a request initiated at
installations where no-general officer or SES equivalent exists. In those cases, the request may be signed by the
installation commander. - However, a paragraph must be added, prior to the signature block. with an explanation
indicating the absence of a general officer or SES equivalent signature.

The Non-NATO country stated in the expedite memo must coincide with the Non-NATO country stated on the passport
application and DD Form 1056.

If a passport is required in less than 10 days, orders must be submitted with the expedite memo. Blanket orders are not
accepted by the Department of State. Orders.must state same departure date and Non-NATO country that is stated in the
expedite memo, passport application; and DD Form 1056. )

Revised: 15 Mar 00






ENTER APPROPRIATE LETTERHEAD

OFFICE SYMBOL DATE
MEMORANDUM FOR U.S. Department of State, Passport Services, ATTN: Official Travel
Branch, 1111 19th Street NW, Suite 200, Washington, DC 20036

SUBJECT: Memorandum of Support for Official Passport Application

1. This is to certify that Rank Name, Unit, requires the issuance of an official passport for the
performance of his/her official military duties.

2. The specific countries that Rank Last Name may be required to travel to include: List specific

countries requiring use of official passport for entry as identified in the Foreign Clearance Guide
at https://www.fcg.pentagon.mil/fcg.cfm.

3. The point of contact for this action is the undersigned at e-mail address, commercial phone
number.

SIGNATURE BLOCK

NOTE: Unless you can provide a regulatory requirement stating that an official passport
is required in the performance of your duties, the U.S. State Department will not issue an
official passport without the above memorandum being included with your application.
Regardless of the fact that you already have an official passport, or your military
assignment orders may include language relating to the requirement for an official
passport, the U.S. State Department will not issue an official passport unless your duties
require you to travel to a specific country where entry with an official passport is required
as identified in the Foreign Clearance Guide.



https://www.fcg.pentagon.mil/fcg.cfm



