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Hello everyone. I hope that 
all of you enjoyed a won-
derful holiday season and 
were able to spend some 
time with loved ones wher-
ever they may be sta-
tioned. This time of year 
makes me especially thank-
ful for our Soldiers and ci-
vilians deployed overseas 
and the sacrifices they all 
make to keep us safe. We 
now move into the orderly 
transition of power 
brought about by the Presi-
dential Inauguration. This 
may be the largest transi-
tion in recent memory and 
through it all the Depart-
ment of Defense must keep 
critical programs and sys-
tems moving forward. No 
program is impacted more 
by the transition than pass-
ports and visas. Outgoing 
officials return their official 
passports as part of the 

outgoing process and in-
coming officials will need 
to quickly acquire their 
passports as planning for 
the first round of travel 
requirements becomes 
inevitable. Often, incoming 
officials are not familiar 
with DoD's procedures and 
the onus falls on us to as-
sist best we can. Having 
been through a number of 
transitions I can tell you 
that it is always a challeng-
ing time. 
 
Since the last newsletter, 
I've been fortunate enough 
to speak to some of you on 
the importance of the pass-
port agent role. Truly, the 
passport agents are the 
nation's first line of de-
fense in ensuring that our 
Soldiers, civilian officials 
and in some cases contrac-
tors move efficiently to 
address DoD's vital mis-
sions.  It is not lost on me 
that many of our agents 
perform this incredibly im-
portant role as a part time 
duty in addition to other 
equally important responsi-
bilities and I appreciate the 
dedication and attention to 
detail that is evident in the 
work that you all do. More 
than ever before, it be-

comes dependent on all of 
us to limit the costs of the 
program on DoD. We have 
just completed the first full 
quarter of reimbursing De-
partment of State for pass-
port actions. It's been an 
amazing process to watch 
as we reconcile each and 
every action submitted to 
State and the team here in 
DET has been so dedicated 
to getting this right. We 
need your help to ensure 
that every action submitted 
is correct and contains all 
of the required documen-
tation to result in a pass-
port. Actions not making 
the grade and returned for 
additional work can double 
or triple the cost of the 
passport in the long run. 
Working together I know 
we can mitigate the num-
ber of actions that ulti-
mately do not result in the 
creation of a passport. We 
continue here at DET to 
refine VPAS to be as com-
plete a system as possible, 
from initial entry to formal 
reconciliation of billing. 
Many improvements are 
already in the queue and 
we depend on each of you 
to tell us how to make it 
better. 
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Director’s Message (cont)  

With the start of the new 
fiscal year, the reconcilia-
tion process for passports 
has begun. As mentioned 
previously in the first quar-
ter newsletter, the Depart-
ment of State (DoS) now 
charges the Department of 
Defense (DoD), as well as 
other federal agencies, 
$110 per application (not 
completed booklet) to pro-
cess passports (Official, No-
Fee and Diplomatic). Due 
to DoD's mission, this will 
cost millions each year. The 
Directorate of Executive 
Travel (DET) has been 
tasked with the responsibil-
ity to reconcile all pass-
ports produced for DoD 
and to ensure that DoD is 
not charged erroneously. 

To aid in this process, DoD 
Passport Agents world-
wide will share the respon-
sibility of maintaining the 
integrity of the process of 
submitting for a passport 
by guaranteeing that all 
passport applications and 
DD 1056s are accurate. In 
our reconciliation process, 
there are nine data points, 
five of which are critical: 
(Last Name, Social Security 
Number (SSN), Date of 
Birth (DOB), Place of Birth 
(POB), and DOTS Code/
Major Component).  
Agents are to make certain 
that these five critical data 
points are entered correct-
ly on the DD 1056. 
 

Examples of issues current-
ly found on DD 1056s sub-
mitted include:  incorrect 
DOB; incorrect SSN; names 
misspelled and/or first and 
last name entered in re-
verse order; space or hy-
phen not entered correctly 
in names (i.e., McMillan, 
Mc Millan, etc.); incorrect 
DOTS Code/Major Compo-
nent; improper book type 
(i.e., Military Dependent is 
not a book type); and in-
correct place/country of 
birth (i.e., Armed Forces 
Europe or AE is not a coun-
try of birth, it should be the 
country). 
 
These inaccurate entries 
does not allow VPAS to 
properly reconcile records 

It's absolutely essential 
that we process applica-
tions for only those pass-
ports that will be actually 
needed to perform a valid 
travel mission. "What if" 
passports cannot be sus-
tained financially so we 
need to place extra scruti-
ny on any application 
where there are no valid 
travel orders present. Al-
ways use the team here at 
DET if we can help convey 
that message for you. In 
my years working for the 
Secretariat and Army Staff, 
I know that some offices 
make procuring a passport 
a part of the onboarding 
process even for officials 
who may not ever need to 
perform official travel, so 

this will be a culture change for 
those activities and we'll work 
with them to help them under-
stand that those types of poli-
cies cannot be supported in 
the current environment. I am 
always shocked to see the 
metrics data on the number of 
passports returned each year 
that were either not signed 
and/or never used. When you 
multiply those numbers by 
$110 each, the total is stagger-
ing. We all act as stewards of 
the American taxpayer and can 
make a difference. 
 
Please take a few minutes and 
read the great information 
contained in this quarter's 
newsletter. If DET can ever be 
of help to you please don't 
hesitate to contact us. Thank 

you for all that you do eve-
ry day and I will talk to you 
in the Spring! 

Passport Agents Update  
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Helpful Hints: Visas  

 The Indian Embassy has released their new website for submitting official and diplomatic visa applications.. 
The website   https://indianvisaonline.gov.in  All applications must be created and printed from this website 
to avoid delays in processing. 

 It is recommended that agents utilize a transmittal sheet when sending visas for processing to Fort Belvoir.  
This allows for additional verification of what should have been sent when a package is received. 

 All VISA DD-1056’s must be generated via the VPAS website for both CONUS and OCONUS requests 
 

with DoS, but causes the DoD 
Passport and Visa Office to 
manually reconcile these rec-
ords.  This past month, near-
ly 4,000 records were manu-
ally reconciled largely due to 
these careless errors. 
 
Therefore, it is imperative 
that passport agents are 
attentive when creating a DD 
1056 and submitting a pass-
port application. 
 
Here are a few examples that 
show a lack of detail: 
DOB 12/25/1880 – instead of 
1980 
SSN last four 1234 should be 
1324  
Misspelling of names or in-
correct listing of names (last, 
first, middle). 

Passport Agents Update  

Newly promoted to  Chief, Passport and Visas, Steve 
Morgan revels in the changes ahead 

Webinars and Trainings 

 There will be a series of informational webinars held on 15 February 2017 to address new changes to VPAS and 
other Passport and Visa related Issues.  The webinars will be held at 1000, 1300, and 1600 hours Eastern Time.  
Using the DCS Portal link below: 

 https://conference.apps.mil/webconf/368b0c9d36c59b88edfb56e5434f64a1 
 A backup date of 22 February 2017 will be used if for some reason the webinars are unable to be held on the 

15th .  All audio will be thru the DCS  portal there will be no call in number for audio. 
 Agent Refresher Training will be held at Fort Belvoir on 18 January 2017  please sign up via VPAS 
 New Agent Training will be 15 Feb to 16 Feb 2017 at Fort Sam Houston please sign up via VPAS 
 Agent Refresher Training will be held at Fort Belvoir on 9 March 2017  please sign up via VPAS 
 New Agent Training will be held  22 Mar to 23 Mar 2017 at Miramar, Ca please sign up via VPAS 
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UAE Processing 

Please check over the UAE 
visa applications for your 
clients to ensure their in-
formation is correct.  We 
often discover many mis-
takes alongside missing 
information on these visa 
applications.  We are listing 
a few of the common 
things that we find wrong 
on the application listed 
below: 
The only ink allowed on the 
application is the “date” 
and “signature” 
 
Profession:  If Military, 
make certain to completely 
spell the rank as well as 
include the grade (Ex:  Cap-
tain / O3) (Staff Sergeant / 
E-5)   If Civilian, put Civilian 
plus grade (Ex:  Civilian / GS
-14) 
 
Nationality:  AMERICAN or 
USA – (African American, 
Hispanic, Caucasian are not 
acceptable) 
 
Date of Birth:  Enter as it 
appears in the passport 
(Ex:  07 May 1977) DO NOT 
USE: 07051977 format 
 
Place of Birth:  STATE, 
U.S.A (as it appears in the 
passport)  (Ex:  Alaska, 
U.S.A)  
 
Place of Issue:  U.S.A./U.S. 
State Department/
Washington DC (Pick one 
or use all 3)  
 
Date of Issue:  Enter as it 
appears in the passport 
(Ex: 05 Aug 2016) 
 

Date of Expiry:  Enter as it 
appears in the passport 
(Ex: 04 Aug 2021) 
 
Passport Type:  Enter if it’s 
an Official or Diplomatic 
Passport and then the 
number (Ex: Official – 
8000000001 or Diplomatic 
– 900000001)      P 
812345678 is NOT accepta-
ble  
 
Anything that automatical-
ly generates – Leave it as is 
 
Education: They only want 
to know your highest level 
of education.  (High School 
Diploma, Associate, Bache-
lor, Master, PhD) –NOT 
what it’s in. 
 
It is essential to provide the 
following if your customer 
has been to the UAE previ-
ously.  This saves both the 
agent and us a lot of time 
and energy. 
 
We are seeing a lot of cus-
tomers that have de-
stroyed their expired pass-
ports with a valid UAE visa.  
Farfetched, I know, but 
hey!  They used a Govern-
ment Shredder!   
 
Please convey to your cus-
tomers that even though 
their passport may have 
expired, their UAE visas are 
not.  Therefore, if they are 
renewing their passports, 
they need to ensure/
request they receive the 
old passport back.  They 
are required to carry both 
passports with them to 

enter and exit the UAE.  
Most all passports will ex-
pire prior to the visa. 
In addition to that, ask your 
customer if they have a 
UAE visa in ANY passport, 
tourist included.  So, please 
keep this in mind that the 
UAE will not issue another 
visa if the customer already 
has a valid visa.   
 

 

Edmund Snead and Andy Hare wonder if they 
could find a taller tree to decorate 
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Waivers 

Recently, the Department 
of State (DoS) instituted an 
initiative to seek passport 
reimbursement from all 
federal agencies for the 
processing of official pass-
ports, beginning the first 
quarter of FY2017.  Since 
that time, there has been a 
significant increase in the 
submission of requests for 
an exception to policy for 
the issuance of official 
passports, hence the need 
to explain the criteria for 
such requests.   

Waiver requests are based 
on the organization's mis-
sion and historical travel 
pattern, to include exam-
ples of missions that have 
failed or would have failed 
due to the lack of an official 
passport.  When requesting 
a waiver, applicants must 
be specific and provide as 
many details as possible.  

This will aid in the approval 
process.  

Organizations with similar 
missions within the same 
command must submit a 
consolidated justification 
waiver through their major 
command.  The justifica-
tion must identify all units 
and installations for which 
the waiver is requested.  
Approval of a waiver does 
not exempt the organiza-
tion from submitting letters 
of justification for expedit-
ed requests.  Expedited 
requests must state the 
destination and thoroughly 
explain the reason for the 
urgent request. 

Note: The DoD Passport 
and Visa Office must re-
view any draft requests 
prior to obtaining a signa-
ture and submitting to the 
Special Issuance Agency.  

The point of contact for 
waiver requests, at the 
DoD Passport and Visa 
Office, is Warren Johnson 
(warren.a.johnson4.civ@m
ail.mil), (703) 545-0455, 
and (Alt POC) Michael 
Stancil 
(michael.j.stancil.civ@mail.
mil), (703) 545-0415. 

Employee Spotlight  

Towanda Nathan continu-

ously sets the standard as a 

top notch employee at the 

Directorate of Executive 

Travel (DET) Passport and 

Visa office. She commenced 

working for the Federal 

Government in 1991 at the 

Pentagon Passport and Visa 

Office, then later joined our 

team in 2014.  Ms. Nathan’s 

experiences are as follows: 

managing the Facility Pro-

gram, supporting our Train-

ing program, assisting as a 

Mailroom Clerk as well as-

suming her position as Pass-

port Acceptance Agent.  As if 

that’s not enough, she along 

with her experiences, will now 

be joining forces with our Visa 

Processing Team. So, double 

check your visa applications or 

perhaps you will be receiving a 

call from her.  The DET Team is 

exceptionally proud, yet 

thankful for Ms. Nathan’s ser-

vice! 

mailto:warren.a.johnson4.civ@mail.mil
mailto:warren.a.johnson4.civ@mail.mil
mailto:michael.j.stancil.civ@mail.mil
mailto:michael.j.stancil.civ@mail.mil
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DET – HARD WORK and FUN TIMES! 

The DET/Passport Visa 

Office Family has had an 

exciting year!  The imple-

mentation of the Employ-

ee Council has proven to 

be an effective tool in re-

viving the morale and en-

ergetic personalities of 

the DET Staff.  The Em-

ployee Council members 

meet on a weekly basis to 

discuss new events, fine-

tune the details, and exe-

cute the plans.  DET has a 

diverse group of employ-

ees here at Fort Belvoir, 

Military members, Civil-

ians, and Contractors; all 

pulling together to ac-

complish our DET mission 

on a daily basis.  The 

great thing about our DET 

Family is that we are 

small, but mighty. We 

have grown through our 

efforts to accomplish our 

mission, revamp operations 

so that we are more effective 

and efficient, and through 

fellowship during our many 

planned events.  We have 

celebrated birthdays, had 

cookouts for Organizational 

Day and July 4th; a costume 

contest during our Hallow-

een Luncheon, a Chili Cook-

off with 1st, 2nd, and 3rd place 

prizes, a traditional Thanks-

giving Luncheon, and a 

Christmas Breakfast where 

ugly sweaters were all the 

rave; never a dull moment!  

Each DET employee has con-

tributed to making our 

events a success by sharing 

ideas, suppling food for the 

potlucks, setting up, and 

cleaning up, it truly is a group 

effort!  We also take these 

opportunities of fellowship 

to recognize milestones, say 

goodbye to coworkers and 

express our joy in their pursuit 

of career enhancement, envy 

those that are retiring, and to 

welcome new employees to the 

family.  The current Employee 

Council will end their rein in 

June 2017 by holding an elec-

tion; we are very excited to see 

what the next Employee Council 

brings to our organization. Until 

then, this Employee Council will 

make sure to keep our family 

engaged and moving forward! 

Anu, sampling some of the amazing DET 
chili at the cookoff! 

Our fearless Director hard at work battling the electronic en-
emies to allow his staff to enjoy some hard earned relaxation 
time 
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Service Passports and their Issuance 

With the institution of the 

new grey “Service” Pass-

port for contract person-

nel there are many ques-

tions on how to obtain it 

and under what condi-

tions a service passport 

may be utilized. 

First of all, the Service 

Passport is only used 

when it is in the best in-

terest of the government 

that the contractor travel 

on that passport rather 

than their own personally 

procured blue Tourist 

Passport.  What does this 

mean?  It means that the 

mission cannot be per-

formed unless the grey 

service passport is uti-

lized.  It does not mean 

that it is more convenient 

for the contractor or con-

tracting agency to avoid 

the normal fees associat-

ed with travel to support 

missions like work visas or 

permits.  Travel to Turkey 

is an example where it 

may be more advanta-

geous for a contractor to 

receive a service passport 

rather than utilizing  their 

tourist to avoid having to 

pay for work visas for 

short or extended stays. 

(Refer to the FCG).  Again 

this would only be more 

advantageous to the gov-

ernment if the contractor 

could not perform the 

mission without the ser-

vice passport being is-

sued.  The costs of the 

passport are now being paid 

by the government with tax 

dollars rather than the con-

tracting corporation with 

privately held funds. 

Per the Dept of State Consu-

lar Affairs: The service pass-

port will be issued on a lim-

ited basis and only in excep-

tional cases to non-personal 

services contractors (i.e., 

third-party contractors) trav-

eling in support of the U.S. 

government.  The service 

passport is for such contrac-

tors who have been or ex-

pect to be denied visas and/

or who have faced or expect 

to face other obstacles in the 

performance of their duties 

while using regular pass-

ports.  The service passport 

will NOT replace a regular 

passport when that passport 

will allow the bearer to travel 

abroad to conduct work in 

support of the U.S. govern-

ment.  The Bureau of Consu-

lar Affairs anticipates that 

most contractors will contin-

ue to travel with regular 

passports.    

To apply for the service pass-

port, the contracting agency 

will need to submit a request 

to the Directorate of Execu-

tive Travel at Fort Belvoir to 

receive permission for the  

3rd party contractor to apply 

for the service passport.  This 

request must be to  via email 

(usarmy.belvoir.hqda-oaa-

dol-

w.mbx.executive@mail.mil) 

before requesting assistance 

from the Special Issuance Agen-

cy. Subject line of the e-mail 

should read “Contractor Author-

ization Request” .  Once the re-

quest has been received by DET 

it will be reviewed and evaluat-

ed to see if the service passport 

is warranted.  If approved the 

applicant will submit per normal 

procedures thru a DOD Passport 

Acceptance Facility and entered 

into VPAS. 

All service passport requests will 

be designated by agents as “No 

Fee Regular” as  the type within 

the VPAS system.  It is critical to 

note that no service passports 

will be issued with the approval 

letter from DET.  No applications 

are to be sent to the Dept of 

State without that approval 

letter.  The POC’s for service 

passport questions are Kodel 

Bovain 

(Ernie.K.Bovain.civ@mail.mil) or 

Veronica  Meadows 

(Veronica.C.Meadows.civ@mail.

mil) 

Natasia waits to assist customers at the DET front coun-
ter 

mailto:usarmy.belvoir.hqda-oaa-dol-w.mbx.executive@mail.mil
mailto:usarmy.belvoir.hqda-oaa-dol-w.mbx.executive@mail.mil
mailto:usarmy.belvoir.hqda-oaa-dol-w.mbx.executive@mail.mil

