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Happy Spring 2017 eve-

ryone. Although as I 

write this, much of the 

DC area is blanketed 

with a light snow and ice 

remaining from our re-

cent brush with the 

Nor’easter, we are look-

ing forward to Spring 

and Summer. 

 

This newsletter will bring 

you up to speed on the 

hottest issues currently 

happening in passports 

and visas, and could 

probably be double its 

size if we discussed eve-

rything in depth. The ef-

fort to reconcile the costs 

of passport actions pro-

cessed to the Special Is-

suance Agency continues 

and is taking more effort 

than we initially thought. 

The requirements placed 

on SIA and DET to 

properly account for eve-

ry penny of tax payer 

dollars are steep but each 

day we get closer to pro-

cess improvements. Our 

staff here is working dili-

gently not only to ad-

dress the routine day-to-

day processes but also 

working as they can as a 

team to ensure we’re 

meeting stringent DoD 

standards of auditability. 

To say we’ve been 

stretched thin is an un-

derstatement, and as usu-

al, I am indebted to their 

professionalism and sac-

rifice to ensure we’re 

meeting mission goals 

across the board while 

maintaining quality cus-

tomer service to our 

agents and facilities in 

the field.  

 

DoD Manual 1000.21 

was published on March 

6th and represents an im-

portant update to DoD 

policies and procedures 

governing passports and 

visas. It is an FOUO doc-

ument meaning CAC-

access only to find it on 

the DoD portal, but if 

you are unable to access 

a copy, please reach out 

to our customer service 

team and we’ll ensure 

you receive a copy or 

link to the new publica-

tion. This manual repre-

sents nearly two years of 

dedicated work from the 

entire team to ensure 

we’re compliant with 

federal laws and rules 

governing the program. 

 

Back in 2016, I requested 

that the US Army Audit 

Agency perform a de-

tailed top down review of 

the passports and visas 

mission. The purpose 

was to take a deep dive 

look at how we’ve pro-

gressed since the last au-

dit of 2014 and find areas 

to focus on from 2017 to 

2020 and beyond. That 

audit began in earnest in 

March and is continuing 

on and may include sev-

eral of your facilities as 

they want to see the en-

tire construct DoD and 

State Department-wide. 

I’m confident that the 

audit will show great 

process improvements 

and give us some viable 

milestones to reach for as 

we move forward. Cou-

pled with the audit effort, 
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 Directorate of 

Executive Travel 

(DET) we’re participating in a 

General Accounting Of-

fice audit of all Execu-

tive Agency responsibili-

ties within the Depart-

ment of Defense.  

 

We remain committed to 

the future development 

of VPAS, including user-

friendly additions and 

fixes. There is a signifi-

cant backlog of improve-

ments for the IT teams to 

address and build. I ask 

Director’s Message  

for your patience as we 

try to hammer out the 

most critical upgrades 

and hopefully begin to 

make a dent in all of the 

features we hope to see 

in upcoming versions. As 

always, please don’t hes-

itate to recommend fixes 

or improvements to our 

team. We do listen to all 

of them! 

 

I know you’ll find useful 

information in this edi-

tion of the newsletter, 

and if there’s a subject 

area you’d like us to ad-

dress in a future edition 

please let us know. 

Thank you to all of you 

for the great work you do 

in defense of our Nation. 

I hope you have a won-

derful Spring and early 

Summer until we talk 

again. 

LNO Updates 

Effective 21 February 

2017 the Special Issu-

ance Agency is suspend-

ing all official passport 

requests that do not have 

a DD Form 1056 that is 

generated from VPAS3. . 

A DD Form 1056 is re-

quired for every requests 

and there must be the 

unique VPAS3 generated 

barcode for every DD 

Form 1065. Agents that 

do not comply are at risk 

of being deactivated for 

repeated violations. 

Important Note: If you 

have created a record 

(DD-1056) in VPAS3 

and you need to edit data, 

do not create another rec-

ord. (DD-1056) Please 

edit the record you al-

ready created in VPAS3. 

All Agents have the abil-

ity to edit the record until 

DET scans the record in 

as Received by DET. 

This is creating issues 

with reconciliation in 

VPAS3 and we need to 

start cleaning it up.  

We have also created an 

email inbox to help those 

DoD Employees that do 

not have access to a DoD 

Acceptance Agent. Most 

of these cases are DoD 

Employees that work 

abroad in Consulates/

Embassies that do not 

have a DoD Acceptance 

Agent available to them. 

SIA has recently sent out 

a cable informing all 

Consulates/Embassies of 

this change. Hopefully 

this will reduce the num-

ber of applications we 

have in suspense.  

SIA/CPC are still receiv-

ing an influx of expedite 

memorandums with the 

incorrect signature au-

thority. All expedite let-

ters must be signed by an 

O-7/SES. The only other 

exception is when an O-

7/SES is not available to 

sign, the signature au-

thority will then go to an 

O-6 or the installation 

commander with a justi-

fication as to why it was-

n't signed by an O-7/SES 

in the body of the memo. 

Within the signature 

block you are to put the 

Rank /Grade of the sig-

nature authority. Do 

NOT put the title only. 

SIA does not know what 

a “Director” or a “Chief 

of Operations” means. 

However, if you do in-

clude the title, it has to 

include the Rank/Grade. 

If this guideline is not 

followed, the application 

will not be processed in 

an expedite status by 

SIA/CPC it will be pro-

cessed as a routine appli-

cation. This is a reoccur-

ring issue that needs to 

be fixed immediately. 

Please post this guidance 
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Directorate of 

Executive Travel 

(DET) 

LNO Update (cont)  

so that it is visible for 

you to see daily. 

I regret to inform you all 

that my time as the LNO 

at SIA has come to a 

close. Unfortunately, we 

will not be able to fill 

this position until the 

Hiring Freeze has been 

lifted. However, I will be 

rejoining the team at 

DET so feel free to con-

tact me there if you have 

any questions. It was a 

pleasure working with 

you all. 

Employee Spotlight 

Many of you are al-

ready familiar with Mr. 

Warren Johnson who is 

without a doubt an ex-

pert Passport Agent and 

a leader in customer 

service.  He began 

working for the Federal 

Government 27 years 

ago when he joined the 

Navy as an Electronic 

Warfare Technician.  

While in the Navy he 

went on nine Mediter-

ranean Cruises and re-

ceived four Navy 

Achievement Medals.  

Prior to his employ-

ment with the Direc-

torate of Executive 

Travel (DET) he 

worked with the 89th 

Air Terminal/Andrews 

Air Force Base (AFB) 

as a Passenger Service 

Agent supporting 

POTUS, Air Force One 

and other dignitaries.  

For the past five years 

Mr. Johnson has 

worked for the DET 

passport and visa office 

as a Passport Agent, a 

Visa Letter Processor, 

lead Mailroom Distri-

bution Center Clerk and 

now leads our Customer 

Service phone and 

email team.  During his 

time with DET Mr. 

Johnson has received 

12 coins from various 

commands and SES’s.  

DET is extremely lucky 

to have such an experi-

enced and valuable 

team member.    
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Directorate of 

Executive Travel 

(DET) 

VISA NEWS,HINTS, & TIPS  

     NEWS 

 The Azerbaijan Embassy converted to an online application process. They no 

longer accept the manual applications previously used. The website link and de-

tails is on the Azerbaijan web page within the Passport Matters website.. 

 The Tajikistan Embassy converted to an online application process. They no 

longer accept the manual applications previously used. The website link and de-

tails is on the Tajikistan web page within the Passport Matters website. 

 The Bolivian Embassy converted to an online application process. They no long-

er accept the manual applications previously used. The website link and details 

is on the Bolivian web page within the Passport Matters website.. 

 List of Country’s whose application forms have changed recently: Cape Verde, 

Togo and Democratic Republic of Congo. 

 DoD personnel who are traveling to Israel for any military exercise participation 

do not need to obtain a visa for country entrance any more. They may enter on 

ID card and orders provided they have an approved APACS request.  

Hints to create a successful Indian Visa application 
 An uploaded picture is not required.  

 In the data field where the application asks "Place of Birth Town/City", put the 

State where you were born instead of the Town or City. The Embassy will not 

accept an application if this field is not displaying the State you were born in 

matching the information on your passport.  

 A completed application will have a physical photo attached in the 2x2 marked 

area in the top right corner.  

 Please ensure that the data fields on the application match verbatim the data on 

the passport being issued for the visa.  

 The application will be signed in both signature areas by the applicant with wet 

ink.  

 Make sure that the selection for India Mission on first web page is Washington 

DC. This will give you an USAW application ID number. 
Tips for a Chinese Visa 

 Section 1.23 has to have a family member listed, even if they are not traveling 

with the sponsor.  Example: If you are married a spouse needs to be listed.  If 

you are single or divorced, they need to list either their mother, father or a sib-

ling.  There has to be a relative listed.  The embassy will not accept blank/or N/

A. 
 In block 2.9 of the application, if you state yes that you have had a Chinese visa 

issued before, please provide a copy of the previous visa with entry/exit stamps 

of the visa being referred to. 

The next series of passport/visa informational webinars will be May 3rd at 1000, 1300, and 

1600 hours eastern time.  There will be no dial in number for audio, all audio will be via the 

DCS webinar portal. The DCS link is: https://conference.apps.mil/

webconf/368b0c9d36c59b88edfb56e5434f64a1 

There will be a backup day of 10 May at 1000, 1300, and 1600 eastern for all those unable to 

attend the 3 May sessions.  The DCS link will be the same.  Please review Passport Matters 

for any changes in time or date. 

Webinars 

https://conference.apps.mil/webconf/368b0c9d36c59b88edfb56e5434f64a1
https://conference.apps.mil/webconf/368b0c9d36c59b88edfb56e5434f64a1
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Directorate of 

Executive Travel 

(DET) 

Utilization of Embassies Passport Renewals 

should be processed at a 

DOD Passport Facility if 

one is available and the 

application sent in from 

that facility.  No DOD 

facility should direct 

DOD applicants to an 

embassy for processing. 

If no DOD facility is 

available, US Embassy, 

American Citizen Ser-

vices, have been instruct-

ed to accept DOD appli-

cations and forward a 

non-barcoded 1056 with 

orders to DET at Fort 

Belvoir.  DET will en-

sure no DOD PAAF is 

available and provide a 

Reconciliation and Passport Agent Duties 

2D barcoded 1056 IAW 

with the submitted orders 

if warranted. 

Should DET identify a 

nearby PAAF the request 

for a 2D barcoded DD-

1056 and application will 

be redirected to that 

DOD PAAF.  The identi-

fied PAAF will then sub-

mit the 2D barcoded 

1056 from VPAS with 

the application packet. 

Any questions on this 

policy may be referred to 

DET at usar-

my.belvoir.hqda-oaa-dol-

w.mbx.executive@mail.

mil 

With the changes to pro-

cedures as of 1 October 

2016, all applications 

must have a 2D barcoded 

1056 from VPAS.  Any 

DD-1056 submitted 

without a 2D barcoded 

1056 will be placed in 

suspense by SIA and a 

request for a 2D barcod-

ed 1056 will be sent out.  

In coordination with the 

Dept. of State; DET has 

established the following 

policy with US Embas-

sies abroad to assist re-

motely located DOD per-

sonnel. 

 All DOD renewals 

Reconciliation has be-

come a buzzword since 1 

October 2016 when it 

took effect and the De-

partment of Defense was 

required to reimburse the 

Department of State for 

every DS-11 or DS-82 

application that was sent 

in for processing.  This 

reimbursement occurs 

whether the application 

results in a passport or 

no, at the cost of $110.00 

per application.   

To ensure that the DoD 

does not get billed erro-

neously, DET has had to 

build additional modules 

into VPAS to allow them 

to digitally screen nearly 

35,000 applications a 

month that are billed to 

DoD for errors and to 

match them to records in 

VPAS.  As front line pass-

port agents your data entry 

becomes critically im-

portant.  If the data entered 

into VPAS is not correct 

then the digital system 

cannot make an automatic 

match and DET personnel 

must hand screen these 

records to locate a match 

for the record.  This pro-

cess is very time consum-

ing and reduces DET’s 

ability to assist agents in 

the field with critical is-

sues, problems, training, or 

other system improve-

ments to make field agents 

data entry easier and more 

streamlined. 

Currently, DET is hand 

reconciling approximately 

9,000 applications a month 

to ensure we can match it 

to a record in VPAS.  As 

agents it is imperative 

that all DD-1056s are 

completed in VPAS, so 

that we do not have to 

reach out to individual 

agents and have them 

create a 1056 in the sys-

tem for the DoS record.  

It is also vitally im-

portant that the agents 

enter the data as accu-

rately as possible.  Some 

common errors that are 

being seen from the field: 

- SSN has numbers trans-

posed or one up or down 

from actual SSN. 

- DoB has numbers trans-

posed or one up or down 

from actual DoB 

- Middle name is placed 

in with first name. 

- Miss-spelling of full 

names 

- Place of birth is wrong 

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

Executive Travel 

(DET) 

Reconciliation and Passport Agent Duties(cont) 

- Incorrect book type is 

selected. 

- Agent not selecting 

“SAME AS AGENT” 

box for authorizing offi-

cial section.  This is criti-

cal to allow DET to iden-

tify the application as 

DOD and allowing the 

VPAS3 system to proper-

ly identify  the agent and 

facility to match it with 

DoS data. 

These are the most com-

mon errors that are caus-

ing records to have to be 

hand reconciled rather 

than digitally reconciled.  

Please take a moment or 

two at the end of each 

application to identify the 

key identity portions of 

the 1056 and ensure that 

they are accurate.  This 

will save everyone time 

and allow more DET per-

sonnel to assist with oth-

er issues.  Should you 

have any questions on 

this process or reconcilia-

tion as a whole please 

contact our tier II cus-

tomer service email at 

usarmy.pentagon.hqda-

oaa-det.mbx.lsw-tier2-

ppv@mail.mil.   

Mr Edmund Snead has 

been selected for promo-

tion as the Reconciliation 

Officer for DET, this 

promotion is well de-

served  and provides a 

focal point for our recon-

ciliation efforts. 

Passport Reporting 

At the Directorate of Ex-

ecutive Travel we have a 

very hard-working group 

of government civilians, 

military and contractors 

that make up our Em-

ployee Council.  The pur-

pose of this team is to 

provide a direct line to 

our management for any 

employee concerns or 

recommendations for im-

provements to our oper-

ating processes.  Addi-

tionally, the council hosts 

morale building events, 

like quarterly lunches 

and mixers, allowing 

DET personnel to relax 

and enjoy learning more 

about their fellow co-

workers outside the work 

environment and build a 

deeper sense of team 

work and esprit d’corp. 

The council is elected 

each May and serve for a 

full year, giving every-

one who wishes to an 

opportunity to serve and 

bring their own ideas and 

energy to making DET a 

great place to work. 

When VPAS3 was first 

deployed in June of 2016 

OCONUS facilities were 

required to provide 

monthly reporting back 

to the Directorate of Ex-

ecutive Travel at Fort 

Belvoir.  With the intro-

duction of the OCONUS 

module in VPAS3 this is 

no longer a requirement 

for OCONUS facilities.  

Since the OCONUS 

module was rolled out in 

October of 2016 all DOD 

Passport Acceptance Fa-

cilities are required to 

use VPAS3 as the system 

of record.   This is man-

dated by the new DODM 

0-1000.21 released on 6 

March 2017 which identi-

fies VPAS as the DoD 

system of record.  All fa-

cilities must utilize 

VPAS3 to ensure that all 

DD-1056’s have the re-

quired barcode on the 

form.   

 

 

DET Employee Council 

mailto:usarmy.pentagon.hqda-oaa-det.mbx.lsw-tier2-ppv@mail.mil
mailto:usarmy.pentagon.hqda-oaa-det.mbx.lsw-tier2-ppv@mail.mil
mailto:usarmy.pentagon.hqda-oaa-det.mbx.lsw-tier2-ppv@mail.mil
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Directorate of 

Executive Travel 

(DET) 
Recently the Directorate of 

Executive Travel was recog-

nized for its un-relenting 

support of the SECDEF mis-

sion as it transitioned with 

the change of administration.  

Mr. Gerald O’Keefe, Admin-

istrative Assistant to the  

Secretary of the Army un-

veiled the plaque thanking 

DET for its efforts over the 

last year in processing more 

than 190,000 passport ac-

tions and providing support 

to make the SECDEF offices 

transition as seamlessly  as 

possible to ensure the ability 

of the new staff to be able to 

travel on a moments notice. 

DET recognized by SECDEF  

Plaque awarded to the DET Staff by SECDEF 

Mr. O’Keefe providing the SECDEF’s thanks 

The hardworking staff of the Directorate of Executive Travel 

Mr. Morgan and Mr. Snead receive the 

award on behalf of the DET Team 
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Directorate of 

Executive Travel 

(DET) On Monday, 10 April 2017, 

DET bid farewell to SFC 

Joshua Montalbano.  SFC 

Montalbano served as the 

NCOIC for the Directorate 

and worked tirelessly to en-

sure the soldiers assigned to 

DET were not only integrated 

in the directorates operations 

but given opportunities to ex-

cel professionally as well.  

His efforts resulted in multi-

ple trainings and awards for  

DET’s soldiers.  His energy 

and drive will be missed as he 

moves on to his next assign-

ment in Washington state. 
 

Farewell for SFC Montalbano  

Mr. Hare receives the DET Guidon from SFC 

SFC Montalbano receives his plaque of thanks from SGT 

Wheeler and SSgt Daly 

DET Staff gather to say farewell 

·  

https://apd.smugmug.com/Events/April-2017/Farewell-Awards-iho-SFC-Montalbano/n-hsTZrw/i-k9qjtRd

