As of: 1 November 2016
Checklist for e

DS-82 Passport Application 4§

(Adult Renewal)

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#renewal

1. Original US Passport
2. Form DS-82 (Application for a U.S. Passport by Mail) available at https://pptform.state.gov/
3. 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.

4. Certified photocopy of valid picture 1D

5. Money order in the amount of $110 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#renewal
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


(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




This form must be completed electronically or typed. See DoD 1000.21 for form completion instructions.

AUTHORIZATION TO APPLY FOR A "NO-FEE" PASSPORT AND/OR REQUEST FOR VISA

PRIVACY ACT STATEMENT

AUTHORITY: 10 U.S.C. 113, Secretary of Defense; 32 CFR part 46, Passport and Passport Agent Services; DoD 1000.21-R, Passport and Passport
Agent Services Regulation; and E.E. 9397 (SSN), as amended.

PRINCIPAL PURPOSE(S): To provide authority for the issuance of a "No-fee" passport and/or foreign visa(s). In processing, the Social Security
Number is used to identify and verify the identity of the applicant or sponsor. The applicable system of record notice is AO 1000.21 OAA DoD, Visa
Passport Automated System (VPAS), and can be found at:

ROUTINE USES: To the Department of State for the issuance of a no-fee passport, a Status of Forces Agreement (SOFA) stamp, or to foreign
embassies to obtain a foreign entry visa. To a Federal, State, local government or foreign agency as a routine use in response to such an agency's
request for information arising by general statute or particular program statute, or by regulation, rule or order issued pursuant thereto, if necessary, and
only to the extent necessary, to enable such agency to discharge its responsibilities of enforcing or implementing the statute. The DoD Blanket Routine
Uses set forth at the beginning of the Army's compilation of systems of records notices may apply to this system. The complete list of DoD blanket routine
uses can be found online at http://dpcld.defense.gov/Privacy/SORNsIndex/BlanketRoutineUses.aspx.

DISCLOSURE: Providing your Social Security Number and other information on this form is voluntary, but failure to provide your Social Security Number
or other information requested on this form may result in processing delays or denial of your application.

INSTRUCTIONS
APPLICANT AND SPONSOR INFORMATION:

1. Date Passport or Visa Required by Applicant. Indicate the date the passport will be needed by the applicant.

2. Major Service Component. “USA” for Army, “USN” for Navy, “USAF” for Air Force, “USMC” for Marine Corps.

3. Type of Request. Check the appropriate block.

4. Type of Passport Being Requested. Check the appropriate block.

5. Applicant’s Last Name — First Name — Middle Name. e.g. “Doe, John Michael’. Name should be exactly as it appears on the passport or visa
application.

6. Applicant’s Date of Birth. e.g. “6 May 1965”

7 Applicant’s Place of Birth. Write the name of the state and country if the applicant is born in the US. Write the name of the country if the

applicant was born outside the United States.

8.a. Sponsor's Last Name - First Name - Middle Name. For spouses and/or family members. Enter the sponsor's name.

8.b. Sponsor’'s E-mail Address. Sponsor's official email address.

9. Sponsor’s Military Rank/Civilian Grade. Military: type letter rank. Civilian: GS rating or equivalent. NAF: Non- Appropriated Fund.
Contractor: Type the word "Contractor".

10. Sponsor’s SSN. Sponsor's 9-digit Social Security Number.

11.a. Applicant’s Current Home Address. Applicant's permanent residence.

11.b. Home Telephone Number. Commercial telephone number, including area code.

11.c. Office Telephone Number. Commercial telephone number, including area code. May also include DSN.

PASSPORT AGENT INFORMATION:

12.a. Passport Agent’s Name. e.g."Smith, Anna Marie"

12.b. Mailing Address. Passport Agent's Official Mailing Address. This address must match the information previously submitted to the State
Department as the passport agent's official mailing address.

12.c. Agent E-mail Address. Passport Agent's Official E-mail Address.

12.d. Telephone. Passport agent's official telephone number.

12.e. Agent ID Code. Agent ID Number assigned by Department of State.

12.f. Facility ID Number. Facility ID Number assigned by Department of State.

TRAVEL INFORMATION:

13. Destination. Destination must be indicated. The destination determines if the applicant is entitled to a No-fee passport.

14. Special Assignment Requiring Passport. See Note. Enter assignment information in this block. If a Diplomatic Passport is requested for this
assignment, it should also be indicated in this block. If no special assignment is known, type "N/A."

15. Passport Will Be Returned To. A Commercial Address and Commercial Telephone Number are needed for delivery via commercial carriers.

16. Estimated Date of Departure. Date applicant is scheduled to leave the country for the assignment indicated.

AUTHORIZING OFFICIAL INFORMATION:

18.a. Authorizing Official Name. Authorizing Official is determined by the Installation Commander. A military passport agent may be the authorizing
official.

18.b. Grade. Military: type 3 letter rank. Civilian: GS rating or equivalent.

18.c. Title. Official title of the Authorizing Official.

18.d. Mailing Address. Official mailing address of the Authorizing Official.

18.e. Telephone Number. Commercial telephone number of the Authorizing Official.

18.f. Signature of Authorizing Offical.

18.9. Date. e.g."12 Jan 2013."

ADDITIONAL INFORMATION:
19. Additional Information. Indicate any additional information here.

SUSPENSE CONTROL:
For use by Issuing or Receiving Passport Acceptance Agent to track passports and visas. Complete 20- 22 if Passport Agent is different from Authorizing
Official and submit with passport or visa application.

DD FORM 1056 INSTRUCTIONS, MAY 2016 PREVIOUS EDITION IS OBSOLETE. Adobe Designer 11






This form must be completed electronically or typed. See DoD 1000.21 for form completion instructions.

AUTHORIZATION TO APPLY FOR A "NO-FEE" PASSPORT AND/OR REQUEST FOR VISA

OMB No. 0702-0134
OMB approval expires
Apr 30, 2019

The public reporting burden for this collection of information is estimated to average 60 minutes per response, including the time for reviewing instructions, searching existing data sources,
gathering and maintaining the data needed, and completing and reviewing the collection of information. Send comments regarding this burden estimate or any other aspect of this collection of
information, including suggestions for reducing the burden, to the Department of Defense, Washington Headquarters Services, Executive Services Directorate, Information Management
Division, 4800 Mark Center Drive, Alexandria, VA 22350-3100 (0702-0134). Respondents should be aware that notwithstanding any other provision of law, no person shall be subject to any
penalty for failing to comply with a collection of information if it does not display a currently valid OMB control number.
PLEASE DO NOT RETURN YOUR FORM TO THE ABOVE ADDRESS. RESPONSES SHOULD BE SENT TO: Department of Defense, Washington
Headquarters Services, Enterprise Management Directorate, Business Integration Division, 4800 Mark Center Drive, Alexandria, VA 22350-3100.

1. DATE PASSPORT OR VISA REQUIRED BY APPLICANT

2. MAJOR SERVICE COMPONENT

(YYYYMMDD)

3. TYPE OF REQUEST (X appropriate box) 4. TYPE OF PASSPORT BEING REQUESTED (X if applicable)
INITIAL RENEWAL OFFICIAL MILITARY DEPENDENT
ADDITIONAL PAGES VISA ONLY DIPLOMATIC NO-FEE REGULAR

5. APPLICANT'S LAST NAME - FIRST NAME - MIDDLE NAME | 6.

APPLICANT'S DATE OF
BIRTH (YYYYMMDD)

7. APPLICANT'S PLACE OF BIRTH

(For spouses and/or family members)

8a. SPONSOR'S LAST NAME - FIRST NAME - MIDDLE NAME | 9.

SPONSOR'S MILITARY RANK/
CIVILIAN GRADE

10. SPONSOR'S SSN

b. SPONSOR'S EMAIL ADDRESS:

11.a. APPLICANT'S CURRENT HOME ADDRESS (Include ZIP code)

b. HOME TELEPHONE NUMBER (Include area code)

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

12.a. PASSPORT AGENT'S NAME (Last, First, Middle Initial)

c. AGENT EMAIL ADDRESS

b. MAILING ADDRESS (Include complete physical mailing address, building number,
room number, ZIP code)

X if hold for pickup at the DoD Executive Agent Front Counter

d. TELEPHONE NUMBER (Include area code)

e. AGENT ID

f. FACILITY ID NUMBER

13. DESTINATION (Country or
countries)

14. SPECIAL ASSIGNMENT
REQUIRING PASSPORT* (See Note)

16. ESTIMATED DATE OF DEPARTURE
(YYYYMMDD) (From country in which applicant is
currently residing)

17. PROPOSED LENGTH
OF STAY

15. PASSPORT WILL BE RETURNED TO: (Include complete physical mailing
address, building number, room number, ZIP code, and telephone
number/DSN. No APO, FPO, or P.O. Boxes.)

*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.”

18. AUTHORIZING OFFICIAL

a. NAME (Last, First, Middle Initial)

X if same as item 12.a.

b. GRADE

c. TITLE

d. COMPLETE MAILING ADDRESS (Include ZIP code)

e. TELEPHONE NO.
(Incl. area code/DSN)

f. SIGNATURE

g. DATE

19. ADDITIONAL INFORMATION (Attach continuation pages if necessary)

FOR USE BY ISSUING OR RECEIVING AGENT (Suspense Control)

20. DATE APPLIED FOR PASSPORT/VISA

21. PLACE APPLIED FOR PASSPORT/VISA

22. NAME OF COURT OR PASSPORT AGENT

23. DATE PASSPORT/VISA RECEIVED

24. PASSPORT NUMBER

25. PASSPORT ISSUE

DATE

26. PASSPORT
EXPIRATION DATE

27. DOCUMENT(S) INCLUDED WITH
PASSPORT/VISA

28. VISA REQUESTED FOR
(Country)

29. DATE PASSPORT/VISA
MAILED OR PICKED UP

30. PASSPORT RETURNED TO

DD FORM 1056, MAY 2016






