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It’s early summer and 
the surge of PCS move-
ments and rotational de-
ployments are upon us.  
We’ve had a great year 
so far, even through 
some challenging issues.  
Many of which concern 
the correctness of sub-
mitted passport applica-
tions.  I ask for your 
continued diligence in 
attention to detail on 
processing passports.  A 
high volume workload 
can lead to us not being 
as attentive when work-
ing to complete actions; 
however, we must re-
main committed to en-
suring we comply with 
our quality control pro-
cesses and vetting pro-
cedures.  

 
Since my arrival, I’m 

truly surprised by the be-
lief amongst military per-
sonnel, that an official 
passport is an “issued 
item” and that there is 
little difference between 
obtaining a CAC and ap-
plying for a passport. For 
our military members, an 
official passport is with-
out a doubt a critical ele-
ment in everyone’s ruck; 
however, I remind you 
that it is not a commonly 
issued item.  If you are a 
seasoned agent, you 
know this, but it remains 
relevant to remind our 
troops and their com-
manders that the issuance 
of an official passport is 
a serious and delicate 
matter and requires ad-
herence to correct proce-
dures and the review of 
proper documentation.  
Our culture in the mili-
tary is to get the “mission 
accomplished no matter 
what,” and sometimes 
commanders at many 
levels lose sight of proce-
dures simply to get the 
mission accomplished.  It 
is up you, the DoD pass-
port agents, to remind 
customers of the proper 
procedures currently in 
place and that to obtain a 
passport it is up to them, 
the traveler, to prove a 

bona fide need.  
  
Thank you to all of you 
for the extraordinary 
work you do, day-in and 
day-out.  Though I have 
only been in the seat for 
a short time, I’m very 
impressed with the 
amount of work that goes 
into the processing of our 
passports and visas. Your 
dedication and commit-
ment contributes greatly 
to the overall success of 
Army Headquarters Ser-
vices and HQDA. 
 
We hope you have a safe 
and enjoyable summer!   
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Division Chief’s Message  by stephen Morgan 

For this quarter we have 
had many internal staff 
changes. Mr. Adam 
Blount deployed to Af-
ghanistan for a year; Ms. 
Dolly Fugate will re-
place Adam in support 
of the training team; Ms. 
Anu Benipal accepted a 
new position at DFAS, 
OH; and Ms. Donna 
Frank PCS’d, with her 
husband, to Redstone 
Arsenal, AL.  We have 
also had a number of 
arrivals that we are very 
excited about.  Do wel-
come Ms. Kayla Barden, 
Ms. Shannon Genest,  
and SGT Payton Mog-
ford to our passport 
team.  Additionally, 
we’ve added two new 
contractors to the team, 
Ms. Kimberley Mat-
thews and Ms. Chelsea 
Keyser. Welcome 
aboard.  We will high-
light the new staff mem-
bers in the next newslet-
ter. 
 
We are also undergoing 
a few procedural chang-
es this quarter and into 

the New Year.  The first 
of which is that we are 
asking that all forms be 
transmitted via the Army's 
Safe Access File Ex-
change (https://
safe.amrdec.army.mil/
safe/About.aspx).  Effec-
tive immediately, all facil-
ity change forms are to be 
forwarded directly to 
DET, using the group in-
box for facilities: usar-
my.belvoir.hqda-oaa-dol-
w.mbx.paaf@mail.mil.  In 
addition to the change 
forms, DET is now the 
lead for annual recertifica-
tion.  Forward all annual 
recertification documents 
to the same group inbox 
mentioned above.  As not-
ed in the last newsletter, 
DET will provide direct 
support in getting DoD 
facilities recertified prior 
to DOS suspense.  The 
major stumbling block last 
year was the dual function 
waiver for agents and 
DEERS.  To assist in an-
swering this question cor-
rectly on the recertifica-
tion form, SIA developed 
a new dual waiver form 
that will cause less confu-
sion.  Time permitting ap-
proval of DET’s request, 
the required documents 
may be available in VPAS 
to help ensure human error 
is minimized. 
 
The success of the Lock-
box process is driving SIA 
to move more OCONUS 
official passport functions 
to a Lockbox processing 
center.  Over the next cou-
ple months, DET will host 
SIA webinars to ensure 
DoD passport agents 

know and understand the 
process prior to imple-
mentation.  Webinar 
dates, by country, are 
posted in the Facilities & 
Webinars section of this 
newsletter.   
 
Interest in DET’s webi-
nar outreach effort seems 
to have dwindled over 
the past couple months. 
Our hope is that as VPAS 
modernizes, the efforts 
are back online and the 
enhancements in the sys-
tem will generate more 
interest in the webinars.   
 
Web-based training is on 
the way and the first 
Head of Facilities train-
ing was a huge success 
and we are testing the 
distance learning Re-
fresher Course in June. 
 
The topic of bona fide 
need continues to keep 
the customer service 
team busy.  This issue is 
not going away.  We are 
staffing interim guidance 
in the effort to clear up 
the requirement and pro-
vide policy to standardize 
the process.  It is our goal 
to help walk the line be-
tween mission and poli-
cy.  As we continue to 
get this process down, 
keep Mr. Lipanovich in 
the discussions with the 
units to decrease frustra-
tions and ensure con-
sistency.  

Stephen Morgan  
Chief, Passport Services 

Division 
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Visa Updates By Fabian Watson 
Greetings from the Visa 
Team.  The following 
information is the latest 
available updates and a 
few issues that have 
come to light. 
 
The backlog of visa re-
quests for Saudi Arabia 
is no more.  Thanks to 
the many passport agents 
that worked with their 
customers to complete 
the online visa applica-
tion.  In the past several 
months, over a thousand 
Saudi Arabia visa appli-
cations have been pro-
cessed by DET.  Though 
many of you experienced 
difficulties accessing the 
online application, direct-
ing your customers to use 
the online (fee) version 
played a pivotal role in 
clearing the backlog.  
Agents can now submit 
the no fee application for 
Saudi Arabia through 
DET.  As a reminder, if 
applicants continue to 
submit the online version 
of the Saudi Arabia ap-
plication, Visa and Pass-
port type should be 
‘Diplomatic’ for those 
traveling on a diplomatic 
passport, and ‘Special,’ if 
traveling on an official 
passport. 
 
It is very important to 
inform family members 
of active duty military 
personnel traveling to 
Italy, that they must sub-
mit their visa requests to 
the Italian Consulate ser-
vicing THEIR area.  DET 
will process all govern-
ment civilians and their 
family members using 

the “Washington” visa ap-
plication.  The Italian Em-
bassy, in D.C., will not 
accept any application 
more than 30 days prior to 
departure.  Some agents 
are submitting applications 
up to 6 months prior to the 
departure date; these appli-
cations will not be pro-
cessed until 30-45 days 
prior to departure.  Fortu-
nately, the process at the 
Italian Embassy has im-
proved and the average 
processing time is now 3-5 
business days. 
 
DET has received numer-
ous phone calls/e-mails 
from the local D.C. em-
bassies and consulates ref-
erencing passport agents 
and/or applicants contact-
ing them directly for status 
checks. Please remember 
that conducting visa drop 
offs and pickups without 
approval from DET and 
coordination with the em-
bassy is discouraged.  
DET works very hard to 
maintain a great working 
relationship with the for-
eign embassies and know 
that DoD passport agents 
cannot control every appli-
cant.  However, agents are 
to cease from this practice 
as it has caused an unnec-
essary strain on our work-
ing relationships with the 
embassies. DET couriers 
must maintain 100 percent 
accountability for each 
passport/visa request de-
livered to the embassies.  
Not only is this frustrating 
for DET couriers, but it 
creates additional work 
trying to find out where a 
missing passport is when 

the agent/application has 
already picked it up with-
out DET’s knowledge.  
We do business with over 
160 embassies and DET 
should be the only organi-
zation communicating di-
rectly with the embassies. I 
realize that on very RARE 
occasions, a situation may 
arise where, with proper 
coordination and discus-
sion with DET, the excep-
tion to complete a direct 
passport pick up at the em-
bassy may be approved. 
This supports DET main-
taining 100 percent ac-
countability of all pass-
ports and visas.  Please 
contact me if you have any 
questions or comments.  
 
Tip:  With Passport Mat-
ters currently being down, 
if you need a visa applica-
tion and cannot reach DET 
for assistance, try visiting 
the D.C. embassy’s web-
site. 
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I hope that everyone’s 
quarter went well! I 
would like to share an 
update on common er-
rors/mistakes in multiple 
areas, including: on the 
memorandum in lieu of 
orders official passport 
memorandum requests, 
on the deployment/
movement memorandum 
requests, and on the pass-
port waiver requests. 
 
Common errors/mistakes 
on the memorandum in 
lieu of orders official 
passport memorandum 
requests: 
 
 Ensure the memoran-

dum is signed by an 
O-6, civilian equiva-
lent or higher. 

 Ensure the memoran-
dum format has ap-
prove and disapprove 
lines for DET to sign. 

 The memorandum 
must display a desti-
nation of travel and 
estimated travel 
dates. 

 Provide a reason why 
travel/assignment/
TDY orders are not 
available for the appli-
cant. 

 Provide additional sup-
porting tasking docu-
mentation with the 
email submission. 

 
Common errors/mistakes 
on the deployment/
movement memorandum 
requests: 
 Ensure the memoran-

dum is signed by an O-
6 level Unit Command 
Element. 

 Provide deployment 
mobilization tasking 
information/
documentation (i.e. 
Force Tracking Num-
ber) for the unit. 

 Ensure the number of 
requested official pass-
ports on the memoran-
dum matches the num-
ber of names on the 
applicant roster. 

 
Common errors/mistakes 
on the passport waiver re-

quests: 
 Ensure the memoran-

dum is signed by an O-
6, civilian equivalent or 
higher. 

 Provide complete infor-
mation on the required 
questions asked on the 
passport waiver request 
template. 

 Ensure the historical 
mission analysis goes 
back at least two years 
(five preferred).  

 
Overall, the exception op-
tions process has been 
working rather well for a 
new implemented proce-
dure in such a large-scale 
program. For full instruc-
tions and guidance, please 
refer to our (DET’s) last 
distributed newsletter for 
FY18 Quarter 3. Any ques-
tions and/or concerns about 
any travel orders exception 
options, please contact our 
customer service line at 
703-545-0003/0004 or 
email myself at antho-
ny.m.lipanovich.civ@mail.
mil .  

Travel Order Exception Updates By Anthony Lipanovich 
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Facilities & Webinars By Natasia Louissaint-Carvajal 

Greetings Acceptance 
Agents! 
 
We are aware that many 
of you are not able to ac-
cess Passport Matters and 
our IT team is working 
diligently to ensure all 
agents can gain access.  
Please contact us here at 
DET if you have any visa 
questions or concerns.  
 
I will be hosting more 
webinars in August. 
Thank you to all the 
Agents and Facility Man-
agers who attended the 
webinars in May.  Your 
participation and feed-
back was extremely valu-
able. If you have any 
suggestions for future 
webinars, please feel free 
to contact me. 
 
Live Training will be 
conducted on the follow-
ing dates: 
 
(REMINDER: ALL 
CLASS TIMES ARE 
SET FOR EASTERN 
STANDARD TIME). 
 
Week 1: 
- Tuesday 7 August: 
0800/1100/1400 EST 
- Wednesday 8 August: 
1100/1400/1700 EST 
 
Week 2: 
Tuesday 14 August: 
0800/1100/1400 EST 
Wednesday 15 August: 
1100/1400/1700 EST 
 
In addition to hosting 
webinars for DoD Ac-
ceptance Agents, we will 

also be hosting webinars 
for Facility Managers.  
Starting in October of FY 
19, Facility Managers 
must attend these webi-
nars every two years in 
order to maintain their 
role as the Head of Facili-
ty.  Live training for Fa-
cility Managers will be 
conducted on the follow-
ing tentative dates and 
times:  
 
- Wednesday 12 Septem-
ber: 1000-1200 EST 
- Wednesday 12 Decem-
ber: 1000-1200 EST  
 
Use the link below to ac-
cess DCS for the Presen-
tation/audio. 
 
https://
conference.apps.mil/
web-
conf/4406c8702a12459b0
ea889aef3d7dbae 
 
In addition, you can use 
the following phone num-
ber and password for the 
teleconference.   
 
 
Phone Number: (703) 545
-5444 
Password: 5450005703# 

You will be able to listen 
in on either the phone or 
your desktop speakers/
headphones; however, due 
to the restrictions on the 
number of phone lines (20 
per session), the telecon-
ference will be on a first 
come, first serve basis. If 
the phone line is full, you 
will still be able to listen 
in over your computer.  
 
****** When you dial-in, 
please mute your phones 
immediately. Background 
noise will washout all oth-
er voices and will inhibit 
my ability to teach the 
class as well as prevent 
the other listeners from 
hearing the presentation.  
If you are a violator, you 
will be asked to log off 
and leave the webi-
nar******* 
 
Please make sure you are 
early for the class so that 
we can start promptly.  
Please hold your questions 
until the end as there will 
be a Q&A session. 

DET 
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Applying for a 2nd Official Passport By Warren Johnson 

Current regulations reflect 
the long-standing policy 
of the Department of 
State that no person 
should be in possession of 
more than one valid, or 
potentially valid, U.S. 
passport at any time un-
less specifically author-
ized by the Department of 
State.  
 
The issuance of a second 
valid passport should be 
considered as an excep-
tion to the regulations, 
and is to be approved on a 
case-by-case basis. The 
second valid passport may 
not be limited geograph-
ically (i.e. for travel in 
only a few countries.) 
However, it will be lim-
ited in time, meaning that 
it will be valid for a peri-
od of four years or less. 
Thereafter, a new second 
valid passport must be 
applied for. 
 

To apply for a second valid 
passport, the applicant will 
need to submit the follow-
ing documents to a DoD 
Passport Agent: 
 
 Completed passport ap-

plication form DS-82 or 
DS-11, as appropriate. 

 
 First-time applicant for 

a second valid passport: 
Bearer’s current normal 
validity Official pass-
port (5 year passport). 

 
 Renewal of second valid 

passport: Bearer’s cur-
rent second valid pass-
port and current nor-
mal validity Official 
passport. 

 
 A justification memo-

randum signed by an O-
6 or above giving the 
reason(s) why the sec-
ond passport is required, 
and attesting that the 
loss of either of the two 

passports will be re-
ported immediately 
to Passport Services, 
or if abroad, to the 
nearest U.S. Embassy, 
Consulate, or Consu-
lar Agency. 

 
 One colored photo-

graph, 5 x 5 cm (2 x 2 
inches), head size 
from chin to top of 
head minimum 25 mm 
(1 inch), maximum 35 
mm (1 3/8 inch), on a 
white, plain back-
ground, not includ-
ing any white frame, 
taken within the last 6 
months, printed on 
normal photographic 
paper, full face (no 
hat, sunglasses, ban-
dana etc.). 

 
 Approved funded or-

ders to a country that 
requires a passport per 
the FCG. 

Annual Certification By Michaela Daye & SGT Noriega 

The 2018 Annual Certification is approaching soon. In the month of July all facilities will be informed about 
the procedures of this year’s annual certification via DET newsletter, email notification from the facility team 
and notification through our mail room.  Please follow guidelines and procedures established in the notifica-
tions sent by the DET “Facility Team.”  The Annual Certification Packet is attached to this newsletter and will 
also be sent with instructions via email.  Below is the 2018 Annual Certification timeline for submission: 
In order to prepare for the Annual Certification, all facilities should follow the instructions below to ensure 
applications are submitted successfully.  This year's annual certification period for DoD acceptance facilities 
will open on 1 August 2018.  The three steps below MUST be completed PRIOR TO submitting Annual Cer-
tification Packets to prevent delays: 
1.  Identify dual-role agents. IAW DoD Reg 1000.21, “Designated PAAF Facility Manager.  Assigned person-
nel will not be nominated as a DoD Passport agent.”  Agents performing dual roles must select a single duty 
that they would like to perform.  If they decide to remain as a DoD passport agent, then the facility will have 
to submit a Facility Change Form appointing a new Head of Facility (HOF). 
2.  The HOF will identify all agents that are NOT at their facility and submit the Agent Remove Form to re-
flect the changes.  NOTE:  Changes must be submitted within 5 days of the action.  
3.  It is the responsibility of the HOF to ensure that agents are in compliance with training.  Agent certification 
is only good for two years.  Contact Training at DET for more information about agent recertification at usar-
my.belvoir.hqda-oaa-dol-w.mbx.executive@mail.mil.  Any agent that is out of compliance with training 
CANNOT be added to the Annual Certification Packet unless the agent is scheduled to attend training. 
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Lockbox Procedures By Natasia Louissaint-Carvajal 

The mailing address for 
processing of “official” and 
no-fee regular “military 
dependent” passport appli-
cations for CONUS is: 
 
 Lockbox Processing Center 
500 White Clay Center Dr. 
Box 90117 
Newark, DE 19711 
 
All Passports must be sent 
to the Lockbox. In excep-
tion to the agents in Hawaii 
and Guam, who must send 
their applications for no-fee 
regular "military depend-
ent" passports to Honolulu 
for processing. Please en-
sure that the applications 
you send are delivered to 
the proper address as the 
items accidentally sent to 
Lockbox will be returned at 
sender’s expense.  Applica-
tions that are sent to the 
incorrect address must be 
reported immediately to the 
Special Issuance Agency’s 
Customer Service Manag-
ers via e-mail: CA-PPT-
SIA-CSMS@state.gov.   
 
In doing so, a copy of the 
transmittal must be for-
warded along with a state-
ment of how the incident 
occurred and what actions 
have been taken to recover 
the passport applications 
and prevent future occur-
rences.  
EXCEPTION FOR AC-
CEPTANCE AGENTS 
THAT CURRENTLY 
HAVE A PICK-UP BOX 
AT SIA’S COUNTER:  

-If your acceptance fa-
cility currently has a 
pick-up box at SIA’s 
counter, you may con-
tinue to process ALL 

your applications 
through SIA. Please 
note the address for 
SIA below: 
 

Special Issuance Agency 
(CA/PPT/SIA) 
44132 Mercure Cir. 
P.O. Box 1185 
Sterling, VA 20166-1185 
 
If your acceptance facili-
ty is currently submitting 
“official” and no-fee reg-
ular "military dependent" 
passport applications di-
rectly SIA via our Ster-
ling, VA mailing address, 
you must start sending 
those applications to the 
new LOCKBOX address 
provided above.   
***Please note that visa 
applications need to be 
forwarded to the Direc-
torate of Executive Trav-
el, NOT SIA. Please note 
our address below: 
 
Directorate of Executive 
Travel  
DoD Passport and Visa 
Office 
9301 Chapek Rd., Bldg 
1458 
Fort Belvoir, VA 22060 
 
Mailing visa requests to 
SIA will lead to delays in 
processing.  
ACCEPTANCE 
AGENTS CURRENTLY 
SUBMITTING APPLI-
CATIONS TO THE 
CHARLESTON PASS-
PORT CENTER (CPC): 

 - If your acceptance 
facility is currently 
submitting “official” 
and no-fee regular 
"military dependent" 
passport applications 

to CPC via the Ster-
ling, VA mailing ad-
dress OR directly to 
them via an alternate 
mailing address, you 
must start sending 
those applications to 
the new address listed 
above. 

You must create a separate 
transmittal for each type 
of application listed be-
low.  All types can be 
placed in the same pack-
age, if they will fit in one 
package and are bundled 
separately. If they will not 
fit, submit different bun-
dles in separate packages: 
-          Official – Routine 
-          Official – Expedite 
-          No-Fee Regular 
“Military Dependent” – 
Routine/Expedite 
The following address is 
for tourist passport appli-
cations from OCONUS 
agents to utilize tourist 
lock boxes.  Passport 
Agents stateside should 
not be using this address 
and should not be pro-
cessing tourist passport 
applications.  
National Passport Pro-
cessing  
PO Box 90118 
Philadelphia, PA 19190-
0118 
Your expedited applica-
tions must be assembled 
according to the instruc-
tions outlined in the Fed 
PARG (March 2017) 
https://travel.state.gov/
content/sia/en/official-and
-diplomatic-passport/sia-
acceptance-agent-
resources/
eFedPARG2016.html 
(pages 52-55).  If they are 
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The DET training team has 
received many questions on 
uploading documents to 
register for training in 
VPAS. Currently there are 
3 required documents that 
must be uploaded within 
the training portal.  
 
Proof of Citizenship 

- The Proof of Citizen-
ship upload section will 
only accept Birth Certifi-
cates, Passport, or Natu-
ralization Certificate. 
 

Command Affidavit 
- The Command Affida-

vit upload section will 
only accept a memo 
with a date in the upper 
right hand corner.  A 
printed name and wet 
signature of the attendee 
and authorizing official 
must be present on the 
memo. 
 

Command Appointment 
Letter 

-The Command Ap-
pointment Letter upload 
section will accept a 
memo with a date in the 
upper right hand corner. 
Blocks a, b, c, d, e, f, g, 

h, and the justification 
portion must be com-
pleted. A printed name 
and wet signature of the 
attendee and authoriz-
ing official must be pre-
sent on the memo. 

 
**Add Agent Form** 

- We are working on 
“Add Agent Form” field 
to the Upload Docu-
ments Section, however 
in the meantime please 
upload this document in 
the “Add Additional 
Documentation Sec-
tion”.  

Document Requirements for Agent Trainings By David Ruiz 

not, your expedited appli-
cations will be processed 
as routine requests. 
 
Acceptance agents must 
not identify " NO-FEE 
REGULAR" in  block 4 
of the DD Form 1056 
when requesting 
“official” or “military 
dependent” passports.  
By doing so, will cause 
significant delays in pro-
cessing your applications.  
Some of you may have 
already received e-mail 
notifications regarding 
this.  
 
Dependents of military 
personnel are generally 
entitled to “military de-
pendent” passports when 
the service member can 
enter the country with 
their identification card 
and travel orders (i.e., 
England, Germany, Italy, 
Japan, Korea, etc).  The 
only time dependents 

would be entitled to offi-
cial passports is when the 
service member needs an 
official passport for entry 
into the country as identi-
fied in the DOD Foreign 
Clearance Guide (i.e., 
Bahrain, etc.). Rule of 
thumb, a family will al-
most always carry the 
same type of passport. 
Dependents of DOD Ci-
vilian personnel are enti-
tled to official passports 
only when accompanying 
the sponsor on a PCS as-
signment. 
 
Applications for diplo-
matic passports must not 
be forward to Lockbox.  
ALL passport applications 
for diplomatic passports 
will continue to be mailed  
directly to SIA.  Refer to 
the instructions outlined 
in the Fed PARG (page 
59).  
 

ACCEPTANCE AGENTS 
SUBMITTING DS-4085s 
OR PASSPORTS FOR 
FILING/
CANCELLATION/
DESTRUCTION: 
 
ALL DS-4085s for retriev-
al of passports placed on 
file at SIA; to add an en-
dorsement or SOFA 
Stamp; or to have an en-
dorsement corrected must 
be sent to SIA (in Sterling, 
VA).  Please refer to the 
FedPARG (pages 58 & 
59). 

Lockbox Procedures By Natasia Louissaint-Carvajal  (Cont.) 



 9 

 

Directorate of 
Executive Travel 
(DET) 

 

DET Employee Spotlight  

For this quarter, DET is high-
lighting Mr. Lolan Gholston Jr. 
He is a new member of our 
team and does an outstanding 
job of performing his courier 
duties.  Mr. Gholston’s skills 
originate from a background in 
IT Business Management and 
as a 25C Radio Operator and 
Maintainer for the Army.  He 
served from 2012 through 2015 
and joined DET in 2017 as a 
contractor.  In February 2018 
he became a government civil-
ian and he currently maintains 
one of the courier routes where 
he delivers passports to For-
eign Embassies for visa issu-
ance.  When he isn’t at work he 
spends time with his wife trav-
eling and watching/playing 
sports.  DET is very excited to 
have such a great employee 
with unlimited potential.   

 

- Agent Add Form must 
have wet signature as 
required by Department 
of State. 

 
Please be aware that once 
an attendee submits these 
documents for approval, 
he/she must wait 5-7 busi-
ness days for a confirma-
tion of approval/
disapproval.  Accurate 
placement and appropri-
ate documentation is very 
important to the upload 
field(s) as it could be the 
determination of approv-
al/disapproval.  Only one 

document per upload field 
is authorized. If more than 
one document is uploaded 
then your entire application 
will be rejected, and you 
will be required to reapply 
and resubmit all documen-
tation. 
 
The DET Training Team 
would like to wish Adam 
Blount (Training Coordina-
tor) good luck and to be 
safe across the pond while 
on Civilian Expeditionary 
Workforce duties! 

 

Document Requirements for Agent Trainings By David Ruiz (cont.)  

Mr. Lolan Gholston Jr.  
Program Support Specialist, DET  





 


CA/PPT/SIA/CS – MAY 2018    Agent Updates Instructions 


	


U.S.	Department	of	State	
Special	Issuance	Agency	


DoD	Passport	Application	Acceptance	Program		


 


Acceptance Agent Add/Change/Remove Form Instructions 


Passport Acceptance Facilities are required to submit the “Acceptance Agent Add/Change/Remove” 
form to the Special Issuance Agency (SIA) within five (5) business days of any change in personnel 
information. This includes when a new Acceptance Agent is selected or transferred from another 
location, an agent changes his/her name, or an agent is no longer accepting passport applications at the 
facility. The form must be signed by the Head of Facility to certify that all information is true and correct. 
 
Add a New or Transferred Acceptance Agent (Section I & IV) 


Complete both Section I and IV to: 
 
 Nominate an individual to attend passport agent training. For nominations only: A training certificate 


does not need to be submitted, but the requested training date should be listed in place of the 
Agent ID Number. Nominees will not be designated as Acceptance Agents until SIA verifies 
successful completion of training. 


 
 Add an agent who is transferring from another Acceptance Facility. The previous facility must have 


already submitted the form to remove the agent before the transfer can be processed. 
 
 Reinstate an agent who has returned from extended leave or deployment and needs to be returned 


to active status before resuming agent duties at the facility. 
 
Change the Name of an Acceptance Agent (Section II) 


Complete this section to report the name change of a current Acceptance Agent. Submit a copy of the 
legal name change document with the form. 
 
Remove an Acceptance Agent (Section III) 


Complete Section III to remove Acceptance Agents who are no longer working or accepting applications 
at the facility, including any agents who will be on extended leave or deployment for a period over 30 
days (complete Section I and IV to reinstate upon return). 
 
Submission Instructions 


1. Complete and submit all pages of this form via email to the Directorate of Executive Travel at 
usarmy.belvoir.hqda‐oaa‐dol‐w.mbx.executive@mail.mil. 


 
2. Please keep the original form in a permanent file at your Acceptance Facility. 
 


Note: The form must be signed by the Head of Facility in SIA’s records. If the Head of Facility has 
changed, please also submit the “Acceptance Facility Changes” form. 
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U.S.	Department	of	State	
Special	Issuance	Agency	


DoD	Passport	Application	Acceptance	Program		


 


Acceptance Agent 
Add/Change/Remove 


 


 
Return the complete form to: 
Directorate of Executive Travel 
usarmy.belvoir.hqda‐oaa‐dol‐w.mbx.executive@mail.mil 


Acceptance Facility Name:   


Installation Name:   


Facility ID Number:   
 


I.	New	or	Transfer	Acceptance	Agent	Information	


Print each new or transfer agent name. Each agent must also complete and sign an Acceptance Agent Eligibility 
page in Section IV of this form.  


Acceptance Agent Name 
Acceptance Agent Signature


(no digital  signatures) 
Agent ID Number
(if already assigned) 


	


	


 


II.	Acceptance	Agent	Name	Changes	


Print former (on record) and new (changed) Acceptance Agent name and sign new name.  


Acceptance Agent 
Former Name 


Acceptance Agent
New Name 


Acceptance Agent 
New Signature 


Agent ID 
Number 


	


	


 


III.	Acceptance	Agent	Removal	


Print the names of Acceptance Agents who are no longer accepting applications at this Acceptance Facility, 
including those who are or will be on extended leave or deployment for a period over 30 days. 


Acceptance Agent Name 
Agent ID 
Number 


Effective 
Date 


Other Acceptance Facilities Where Agent 
Will Transfer/Continue to Work 


	 	


	 	


 


I accept responsibility for each Acceptance Agent at my facility, including determining their eligibility 
prior to nomination and/or designation. I certify that all statements on this form are true and correct. 


Head of Facility Signature: 
 


Date: 
 


Print Head of Facility Name: 
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U.S.	Department	of	State	
Special	Issuance	Agency	


DoD	Passport	Application	Acceptance	Program		


	
IV.	Acceptance	Agent	Eligibility	


Each Acceptance Agent must (1) complete a separate copy of this page; (2) initial all of the requirements below; (3) 
sign at the bottom (no digital signatures); and (4) if a transferring agent, attach a copy of his/her most recent 
training certificate. 


Acceptance Agent Name:    Facility ID Number:   


Email Address (Business, Not Personal):   


Phone Number (Business, Not Personal):    Training Date:   
 


I am eighteen years of age or older. 


 


 


  Initial 


I am a U.S. citizen.   


  Initial 


I am a permanent or direct‐hire employee of the DoD and acceptance facility (not 
temporary, ad hoc, volunteer, or contract).   


  Initial 


I am in the pay grade of E‐4/GS‐4 or above.   


  Initial 


I have or am able to obtain and maintain a secret clearance.   


  Initial 


I have been designated by my Command and am expected to serve for a minimum of one 
year as a passport agent at this facility.     


    Initial 


I am not presently on parole or probation, under indictment, or convicted of any Federal, 
State, or local felony or misdemeanor related to breach of trust or moral turpitude (i.e. 
embezzlement, document fraud, drug offense, or dishonesty carrying out a responsibility 
involving public trust).   


 


Initial 


 


Have you ever previously been designated as an Acceptance Agent?	 Yes	   No	 	


Previous Facility Name:   


Previous Facility Location:   


Previous Facility ID Number:   
 


I agree to accept U.S. passport applications on behalf of the Department of State in accordance with 
the directives of the Special Issuance Agency. 
Acceptance Agent Signature 
By Hand: 


 
Date: 


 





		Acceptance Facility Name: 

		Installation Name: 

		Facility ID Number: 

		Acceptance Agent NameRow1: 

		Agent ID Number if already assignedRow1: 

		Acceptance Agent NameRow2: 

		Agent ID Number if already assignedRow2: 

		Acceptance Agent Former NameRow1: 

		Acceptance Agent New NameRow1: 

		Acceptance Agent New SignatureRow1: 

		Agent ID NumberRow1: 

		Acceptance Agent Former NameRow2: 

		Acceptance Agent New NameRow2: 

		Acceptance Agent New SignatureRow2: 

		Agent ID NumberRow2: 

		Acceptance Agent NameRow1_2: 

		Agent ID NumberRow1_2: 

		Effective DateRow1: 

		Other Acceptance Facilities Where Agent Will TransferContinue to WorkRow1: 

		Acceptance Agent NameRow2_2: 

		Agent ID NumberRow2_2: 

		Effective DateRow2: 

		Other Acceptance Facilities Where Agent Will TransferContinue to WorkRow2: 

		Date: 

		Print Head of Facility Name: 

		Email Address Business Not Personal: 

		Facility ID Number_2: 

		Phone Number Business Not Personal: 

		Training Date: 

		undefined: 

		Initial: 

		Initial_2: 

		Initial_3: 

		Initial_4: 

		Initial_5: 

		Initial_6: 

		Initial_7: 

		Have you ever previously been designated as an Acceptance Agent: Off

		Previous Facility Location: 

		Previous Facility ID Number: 

		undefined_2: 

		undefined_3: 
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U.S.	Department	of	State	
Special	Issuance	Agency	


DoD	Passport	Application	Acceptance	Program		


 


Acceptance Facility Changes Form Instructions 


Passport Acceptance Facilities are required to submit the “Acceptance Facility Changes” form within five 
(5) business days of any change in facility information including changes to the facility’s street address, 
mailing address, phone number, email address, and Head of Facility. The form must be signed by the 
Head of Facility to certify that all information is true and correct. 
 
Change the Facility Address (Section I) 


Complete this section to update the facility’s physical and mailing addresses. The street address must be 
the facility’s complete physical address where passport applications are accepted by Acceptance Agents. 
If the facility has a separate mailing address, please provide the complete mailing address that should be 
used to return completed passports to the facility via UPS, FedEx, or DHL. 
 
Change the Facility Contact Information (Section II) 


Complete this section to update the facility’s phone number and email address in order for the facility to 
receive important notices or communications about the Passport Program. Communications from SIA to 
the facility email address must be distributed to all Acceptance Agents in a timely manner and retained 
in accordance with the Federal Passport Agent’s Reference Guide. It is recommended that the Head of 
Facility’s email be listed if a common email address or distribution list does not exist. 
 
Change the Head of Facility (Section III & IV) 


Complete both Section III and IV if the information for the Head of Facility is different than reported on 
the most recent Annual Certification packet. Complete the name, title, phone number, and email 
address for the Head of Facility.   
 
The Head of Facility should be someone who is designated by the installation to take on this role, has 
the authority to grant approval for in‐person site visits or inspections, and can request or redistribute 
resources. The new Head of Facility is required to initial and sign Section IV (Head of Facility Eligibility) to 
accept responsibility for all facets of the Passport Program. 
 
Add Alternate Point of Contact (Section III) 


The Alternate Point of Contact information may be completed if the Head of Facility needs to designate 
an alternate contact for when s/he is not available to address issues relating to the Passport Program. 
Even if an Alternate POC is designated, the Head of Facility must sign all Passport Program forms. 
 
Submission Instructions 


1. Complete and submit all pages of this form via email to the Directorate of Executive Travel at 
usarmy.belvoir.hqda‐oaa‐dol‐w.mbx.paaf@mail.mil. 


 
1. Please keep the original form in a permanent file at your Acceptance Facility. 
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U.S.	Department	of	State	
Special	Issuance	Agency	


DoD	Passport	Application	Acceptance	Program	


	


U.S.	Department	of	State	
Special	Issuance	Agency	


DoD	Passport	Application	Acceptance	Program		


 


Acceptance Facility 
Changes 


 


Return the complete form to: 
Directorate of Executive Travel 
usarmy.belvoir.hqda‐oaa‐dol‐w.mbx.paaf@mail.mil 


Acceptance Facility Name:   


Installation Name:   


Facility ID Number:   
 


I.	Facility	Address	Information	


Street Address (No PO Box, APO, etc.): 


City:    State/Country: Zip/Country Code: 


Mailing Address (No PO Box, APO, etc.):  


City:    State/Country: Zip/Country Code: 
 


II.	Facility	Contact	Information	


Public Phone Number (Commercial, No DSNs):   


Facility Email Address:  
 


III.	Head	of	Facility	&	Alternate	Point	of	Contact	Information	
 


	


         Check the box if reporting a new Head of Facility below.  Section IV (Head of Facility 
Eligibility) must be completed and signed by the new Head of Facility to certify acceptance and 
compliance with Program requirements. 
 


 
Head of Facility:  Title:


Email Address:  Phone:   
 


Alternate Point of Contact:  Title:


Email Address:  Phone:   


 
I certify that all statements on this page are true and correct. 


Head of Facility Signature: 
 


Date: 
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U.S.	Department	of	State	
Special	Issuance	Agency	


DoD	Passport	Application	Acceptance	Program	


	


U.S.	Department	of	State	
Special	Issuance	Agency	


DoD	Passport	Application	Acceptance	Program		


	
IV.	Head	of	Facility	Eligibility	


Complete this section only if reporting a new Head of Facility who was not reported on the facility’s 
most recent Annual Certification packet. 


 
The Head of Facility must be a designated representative that accepts responsibility for all facets of 
the DoD Passport Application Acceptance Program at this facility. The Head of Facility must initial all 
of the below and sign the bottom certifying s/he is in compliance. 


 


All Acceptance Agents meet all qualifications listed in the Fed PARG and on the 
Acceptance Agent Eligibility page of the Annual Certification. 


 


 


  Initial 


The number of trained Acceptance Agents available are able to meet demand and provide 
quality customer service.   


  Initial 


Every aspect of the acceptance process is void of the appearance of any impropriety, real or 
perceived.   


  Initial 


Acceptance Facility makes passport services equally available to all DoD customers, 
including members of other branches of service, DoD civilian employees, and adult or 
minor dependents.   


  Initial 


All Acceptance Agents have successfully completed training within the past two years.   


  Initial 


All passport forms are accessible to customers (online and/or hardcopy). 
 


  Initial 
Newsletters, notices, the latest version of the Fed PARG, and any other correspondence 
about the Passport Program are available to all Acceptance Agents and new materials and 
correspondence are distributed in a timely manner.   


  Initial 
Copies of transmittals are kept in a secure location for 24 months and destroyed in accordance 
with the Fed PARG.     


    Initial 
 
I certify that all statements initialed on this page are true and correct, and I accept responsibility for 
all facets of the Department of State Passport Application Acceptance Program at the facility. 


 


Head of Facility Signature:    Date:   


 


Print Head of Facility Name:    Facility ID Number:   


 





		Acceptance Facility Name: 

		Installation Name: 

		Facility ID Number: 

		Street Address No PO Box APO etc: 

		City: 

		StateCountry: 

		ZipCountry Code: 

		Mailing Address No PO Box APO etc: 

		City_2: 

		StateCountry_2: 

		ZipCountry Code_2: 

		Public Phone Number Commercial No DSNs: 

		Facility Email Address: 

		Head of Facility: 

		Title: 

		Email Address: 

		Phone: 

		Alternate Point of Contact: 

		Title_2: 

		Email Address_2: 

		Phone_2: 

		Date: 

		Initial: 

		Initial_2: 

		Initial_3: 

		Initial_4: 

		Initial_5: 

		Initial_6: 

		Initial_7: 

		Initial_8: 

		Facility ID Number_2: 

		Date 1: 

		Date 2: 
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U.S. Department of State 
Special Issuance Agency 


DoD Passport Application Acceptance Program 


 


U.S. Department of State 
Special Issuance Agency 


DoD Passport Application Acceptance Program  


Acceptance Facility Annual Certification Instructions 


All acceptance facilities must submit an Annual Certification packet each year to verify information and 
confirm compliance with passport program requirements. The Special Issuance Agency will suspend any 
facility that does not submit a complete Annual Certification by the deadline provided by the DoD 
Directorate of Executive Travel (DET). This packet is also used to nominate a new Acceptance Facility. 


Submission Instructions 


1. Complete all pages of this packet, including signatures. 


2. Once complete, email all pages of this packet to DET at usarmy.belvoir.hqda-oaa-dol-w.mbx.paaf@mail.mil. 


3. Keep the original in a permanent file at the facility. 


Acceptance Facility Information (Section I) 


Annual Certification: Check this box if submitting for the annual certification.  


Nomination: Check this box only if submitting to nominate a new facility. A new facility may be 
nominated at any time. Submit the entire packet directly to DET with a nomination justification 
memo. If approved by DET, DET will forward to SIA for final approval. If approved by SIA, a Facility ID 
Number will be issued after at least one nominated agent has successfully completed training. 


Address Section: List the facility’s complete physical street address where all assigned agents accept 
applications. Provide a complete mailing address if it is different than the physical address. 


Head of Facility Section: List all information for the Head of Facility designated by the installation. S/he 
must be a permanent/direct-hire employee of DoD who has direct oversight of acceptance agents, has 
the authority to grant approval for in-person site visits or inspections, and can request or redistribute 
resources. 


Number of Applications: List the number of applications the facility accepted in the past fiscal year. If an 
exact figure is not available, estimate as accurately as possible. For nominations, leave this field blank. 


Acceptance Agents: List all acceptance agents assigned to the facility. Do not list anyone who has not 
completed training. Active agents who are not listed here will be removed as of the date of the packet.  


Acceptance Facility Eligibility (Section II) 


The Head of Facility must answer Question 1 and sign this page. If Question 1 is Yes, HOF must follow the 
direction to complete the remainder of the page. Direct questions about how to complete this page or 
your facility’s eligibility to operate as a dual-function facility to DET or email CA-PPT-SIA-CS@state.gov. 


Head of Facility Eligibility (Section III) 


The Head of Facility must complete and initial this section to certify compliance with Program 
requirements. A detailed explanation is required for any fields that are not initialed. 


Acceptance Agent Eligibility (Section IV) 


Each acceptance agent must complete this page separately and sign by hand. Each agent must attach a 
copy of his/her most recent training certificate that shows s/he successfully completed acceptance agent 
training within the past two years.


 



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

mailto:CA-PPT-SIA-CS@state.gov
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U.S. Department of State 
Special Issuance Agency 


DoD Passport Application Acceptance Program 


 


U.S. Department of State 
Special Issuance Agency 


DoD Passport Application Acceptance Program  


Acceptance Facility 
Annual Certification 


 Return the complete form to: 
Directorate of Executive Travel at 
usarmy.belvoir.hqda-oaa-dol-w.mbx.paaf@mail.mil 


I. Acceptance Facility Information 


Type of Certification:  Annual Certification OR  Nomination 


Facility Name:  


Installation Name:  


Facility ID Number:  Branch of Service:  


Facility Acronym:  


Unit/Installation’s Size (Number of Personnel this Acceptance Facility Serves):  


Street Address (No PO Box, APO, etc.):  


City:  State/Country:  Zip/Country Code:  


Mailing Address (No PO Box, APO, etc.):  


City:  State/Country:  Zip/Country Code:  


Facility Phone Number (Commercial, No DSNs):  


Facility Email Address:  


Head of Facility Name:  


Head of Facility Title:  


Head of Facility Phone Number (Commercial, No DSNs):  


Head of Facility Email Address:                                 


Number of Passport Applications Accepted in Fiscal Year  (Oct. 1-Sept. 30):  


List of Acceptance Agents Assigned to Facility (Use an additional page if needed. Each agent listed below 
must also complete a separate Page 4): 


Acceptance Agent Full Name  Agent ID Number 


1. -  


2.   -  


3.   -  


4.   -  
 


I certify that all information completed on this form is true and correct. 


Head of Facility Signature:  Date:  



mailto:usarmy.belvoir.hqda-oaa-dol-w.mbx.paaf@mail.mil
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U.S. Department of State 
Special Issuance Agency 


DoD Passport Application Acceptance Program 


 


U.S. Department of State 
Special Issuance Agency 


DoD Passport Application Acceptance Program  


 


 
II. Acceptance Facility Eligibility (Head of Facility must complete this page) 


Facility ID Number:   


 


1. Can your Passport Facility create, print, amend, or accept applications for Identity Documents, such 
as driver’s licenses or DoD ID (CAC) cards? 


YES  NO  


If Yes, answer Question 2 below and initial the lines that reflect current practice at your facility.   
If No, sign and date bottom of this page, then continue to Section III. Do not initial. 


 


2. Can any Acceptance Agent(s) assigned to this Passport Facility create, print, amend, or accept 
applications for Identity Documents? 


YES  NO  


I have initialed the statements that reflect current practice at this passport facility: 
 
Facility personnel (including contract support) do not have overlapping duties between 
passport acceptance functions and birth/identity document functions. This includes 
performing these duties on different days or hours. (If duties overlap, do not initial) 


 


 


 Initial 


Safety paper and/or blank cardstock is stored in a secure, locked container and not 
accessible to Passport Application Acceptance Program personnel at any time.  


 Initial 


If applicable, electronic transmittals and passport applicant information is in a separate 
electronic system and/or database from birth or identity document information.  


 Initial 


The Federal and Military Passport Agent’s Reference Guide (Federal PARG), and any other 
passport acceptance documents, information, and correspondence, is only accessible to 
trained, approved Passport Application Acceptance Program personnel.  


 Initial 


Identity document printing, application acceptance, or record creation functions exist in a 
separate physical space from the Passport Application Acceptance Program.  


 Initial 


   


I certify that all information completed and statements initialed on this form are true and correct. 


Head of Facility Signature:  Date:  


Print Head of Facility Name:  
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U.S. Department of State 
Special Issuance Agency 


DoD Passport Application Acceptance Program 


 


U.S. Department of State 
Special Issuance Agency 


DoD Passport Application Acceptance Program  


 
 


III. Head of Facility Eligibility 


The Head of Facility must be a designated representative that accepts responsibility for all facets of 
the Passport Application Acceptance Program at this facility. The Head of Facility must initial all of the 
below and sign the bottom certifying s/he is in compliance. 


 
All acceptance agents meet all qualifications listed in the Federal PARG and on the 
Acceptance Agent Eligibility page of this packet. For each acceptance agent,  
a copy of Page 4 and proof of completion of training are enclosed with this packet. 


 


 


 Initial 


The number of trained acceptance agents is necessary to meet demand and ensure quality 
customer service.  


 Initial 


Every aspect of the acceptance process is void of the appearance of any impropriety, real 
or perceived.  


 Initial 


The acceptance facility provides passport services equally to all DoD customers, 
including members of other branches of service, DoD civilian employees, and 
accompanying eligible family members.  


 Initial 


All acceptance agents have successfully completed training within the past two years.  


 Initial 


All passport forms are accessible to customers (online and/or hardcopy). 
 


 Initial 
Newsletters, notices, the latest version of the Federal PARG, and any other correspondence 
about the Passport Program are available to all acceptance agents, and new materials and 
correspondence are distributed in a timely manner.  


 Initial 
Copies of transmittals are kept in a secure location for 24 months and destroyed in 
accordance with the Federal PARG.   


  Initial 
 
I certify that all statements initialed on this page are true and correct, and I accept responsibility for all 
facets of the Passport Application Acceptance Program at this facility. 
 


Head of Facility Signature:  Date:  


 


Print Head of Facility Name:  Facility ID Number:  
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U.S. Department of State 
Special Issuance Agency 


DoD Passport Application Acceptance Program 


 


U.S. Department of State 
Special Issuance Agency 


DoD Passport Application Acceptance Program  


 


IV. Acceptance Agent Eligibility 


Each acceptance agent must (1) complete a separate copy of this page; (2) initial all requirements 
below; (3) sign at the bottom (no digital signatures); and (4) attach a copy of his/her most recent 
training certificate. 


Acceptance Agent Name:  Facility ID Number:  


Email Address (Business, Not Personal):  


Phone Number (Business, No DSNs):  Training Date:  


 


I am eighteen years of age or older. 


 


 


 Initial 


I am a U.S. citizen.  


 Initial 


I am a permanent or direct-hire employee of the DoD and acceptance facility (not 
temporary, ad hoc, volunteer, or contract).  


 Initial 


I am in the pay grade of E-4/GS-4 or above.  


 Initial 


I have or am able to obtain and maintain a secret clearance.  


 Initial 


I have been designated by my Command and am expected to serve for a minimum of one 
year as an acceptance agent at this facility.   


  Initial 


I am not presently on parole or probation, under indictment, or convicted of any Federal, 
State, or local felony or misdemeanor related to breach of trust or moral turpitude (i.e. 
embezzlement, document fraud, drug offense, or dishonesty carrying out a responsibility 
involving public trust).  


 


Initial 


Have you ever previously been designated as an acceptance agent? YES   NO  


Previous Facility Name:  


Previous Facility Location:  


Previous Facility ID Number:  


I agree to accept U.S. passport applications on behalf of the Department of State in accordance with 
the directives of the Special Issuance Agency. 


 
Acceptance Agent Signature 


(by hand):  Date:  
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Annual Certification Period Will Open August 1, 2018 


The 2018 Annual Certification is approaching soon. In the month of July all facilities will be informed about the 
procedures of this year’s annual certification via DET newsletter, email notification from the facility team and 
notification through our mail room.  Please follow guidelines and procedures established in the notifications sent by the 
DET “Facility Team.”  The Annual Certification Packet is attached to this newsletter and will also be sent with instructions 
via email.  Below is the 2018 Annual Certification timeline for submission: 


In order to prepare for the Annual Certification, all facilities should follow the instructions below to ensure applications 
are submitted successfully.  This year's annual certification period for DoD acceptance facilities will open on 1 August 
2018.  The three steps below MUST be completed PRIOR TO submitting Annual Certification Packets to prevent delays: 


1.  Identify dual-role agents. IAW DoD Reg 1000.21, “Designated PAAF Facility Manager.  Assigned personnel will not be 
nominated as a DoD Passport agent.”  Agents performing dual roles must select a single duty that they would like to 
perform.  If they decide to remain as a DoD passport agent, then the facility will have to submit a Facility Change Form 
appointing a new Head of Facility (HOF). 


2.  The HOF will identify all agents that are NOT at their facility and submit the Agent Remove Form to reflect the 
changes.  NOTE:  Changes must be submitted within 5 days of the action.  


3.  It is the responsibility of the HOF to ensure that agents are in compliance with training.  Agent certification is only 
good for two years.  Contact Training at DET for more information about agent recertification at usarmy.belvoir.hqda-
oaa-dol-w.mbx.executive@mail.mil.  Any agent that is out of compliance with training CANNOT be added to the Annual 
Certification Packet unless the agent is scheduled to attend training. 


---------------------------------------------------------------------------------------------------------------------------------------------------------------- 
Please take the following actions to ensure your facility’s continued participation in the Passport Application Acceptance 
Program: 


1.      Find the Annual Certification packet attached to this e-mail, follow the instructions on the first page of the packet, 
and complete the Annual Certification packet in full. 


2.      The submission time frame is as follows: 
• 1 Aug - Start submission 
• 14 Sep - Suspense date to DET.  After this date, all access to VPAS will be revoked for facilities out of compliance. 
• 17 - 28 Sep - DET will reach out to all the facilities that are out of compliance, review all packets submitted and 


work on discrepancies. 
• 1 Oct - check and balance between SIA and DET 
• 15 Oct - DET will submit remaining packets to SIA 
• 31 Oct - Facilities out of compliance will be deactivated.  After this date, facilities wanting to reactivate, must 


submit a nomination packet. 
 
Helpful Tips: 


• All applications must be submitted to usarmy.belvoir.hqda-oaa-dol-w.mbx.paaf@mail.mil  
• Ensure that the following information is correct:  e-mail address, facility and agents’ phone numbers 


(commercial not DSN), physical and mailing address. 
• Know the anticipated number of passport applications accepted in Fiscal Year 2018 (1 Oct 17 – 30 Sep 18) 
• All facilities must submit the Jul 2018 version of the packet by 14 Sep 2018, even if a previous version was 


recently submitted for any reason.  All previous versions will be rejected. 
• Each acceptance agent must complete a separate Acceptance Agent Eligibility page (pg 5 of 5).  Digital signatures 


will NOT be accepted for Passport Agents. 
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• Acceptance agents must have completed training within the last two years and submit a copy of their most 
recent training certificate. 


Avoid facility suspension by completing and submitting your Annual Certification packet by 15 Sep 2018. 


For questions and/or additional information, contact the Facility Team at usarmy.belvoir.hqda-oaa-dol-
w.mbx.paaf@mail.mil 
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