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Trusting that you had a 
good summer!  It is amaz-
ing to me that fall is al-
ready upon us and the Hol-
iday Season is just around 
the corner.  I pass on my 
thanks to all of you that 
helped make FY18 a great 
year for passport services. 
We processed over 
180,000 actions this year, 
and completed them all 
without major issues. 
Along with you, our pass-
ports division overcame 
numerous challenges with 
embassies, short-notice 
deployments, and a num-
ber of unique issues that 
affected our customers and 
the processing of their 
travel documents. Your 
excellent attention to detail 
and exacting compliance 
with our processes and 
DOS regulations is key to 
our mutual success and is 

very much appreciated. 
 
I sincerely ask you to con-
tinue to remain diligent in 
your processing operations 
and in your respective facil-
ity administration. Despite 
a very successful year to 
date, we continue to see 
some minor, yet important 
issues that impact facility 
recertification. We experi-
enced a few facility deacti-
vations over the past year 
and most were caused by 
minor issues and operating 
procedures that could have 
been easily corrected.  The 
Acceptance Facility Over-
sight Inspection Teams are 
quite fair, but always exact-
ing when visiting DoD 
hosted facilities.   
 
On a macro level, we con-
tinue a solid and productive 
relationship with the De-
partment of State’s (DOS) 
Special Issuance Agency 
(SIA).  Both, DOS and Ar-
my Headquarters Services 
have new Senior Executive 
Service (SES) leadership 
and we all expect them to 
continue the positive rela-
tionship between our two 
organizations.  Also, re-
cently we were informed 
that Ms. Rachel Ardnt, has 
been appointed the new 
Deputy Assistant Secretary 
of State for Passports.  
Congratulations to Ms. 
Ardnt, and we look forward 
to working with her and her 

team at DOS for many 
years to come.  
 
As a side note, one of our 
main concerns between our 
two departments is the rec-
onciliation process for pay-
ment of passports.  I’m 
pleased to report that the 
reconciliation of payment 
continues to be successful 
and its high reconciled rate 
(99%+) of what’s agreed 
upon to be paid, remains 
one of our overriding annu-
al successes and goals.  My 
personal thanks to both 
staffs that make the recon-
ciliation process a success.   
 
Additionally, it has been 
brought to our attention that 
a number of facilities/
installations are bypassing 
DET’s Exception Options 
process to obtain passports.  
Do know that DET is 
DoD’s approval authority 
for these memos and that 
facilities/installations that 
produce these documents 
without DET’s approval, 
risk losing their acceptance 
facility. 
 
Finally, thanks again to our 
PPV team and all our heads 
of facilities and passport 
agents, you’re doing a su-
perb job of taking care of 
our troops and families! 
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Division Chief’s Message  by stephen Morgan 

There’s an old saying, “time 
flies when you’re having 
fun.”  Well, this past quarter 
must have been tons of fun, 
because it went by in a blink 
of an eye.  I thank all of you 
for supporting two new major 
shifts in our process at DET.  
First, for assisting your cus-
tomers in meeting the bona 
fide need requirement ahead 
of the DoDM O-1000.21 up-
date.  Currently, the rapid 
update revision to DoDM O-
1000.21, that includes the 
requirement, is being staffed 
with DoD.  The other new 
process is how the annual 
recertification is managed.  
This year DET is the lead on 
this process vs monitoring as 
in previous years.  Reasoning 
for this change is to prevent a 
reoccurrence of what oc-
curred last year, where over 
25 facilities were suspended 
for incomplete packets.  It is 
our intent to fully review all 
500+ packets prior to sending 
them to the Special Issuance 
Agency (SIA) to avoid sus-
pending critical facilities.  As 
an additional update, the 
DoDI 5525.20, Registered 
Sex Offender Management in 
DoD, has been in a coordinat-
ing status for several months 
due to input by external or-
ganizations.  It is now being 
staffed in DoD. 
 
DET is in a transition period 

with our TIER I call center.  At 
the end of September a new of 
things changed with the new 
contract.  The big thing that you 
should notice is that the call 
center will no longer be in a 
24/7 operational status.  New 
hours of operation for the Pass-
port and Visa Office Customer 
Service is 0600 – 2000hrs EST.  
The call  and email volume 
outside the peak times did not 
warrant the additional coverage.  
The number will remain (703) 
545-0003/0004 and the custom-
er service group email address 
will also remain: usar-
my.pentagon.hqda-oaa-
det.mbx.det-ppv-customer-
service@mail.mil.  
 
As we are in the hurricane sea-
son, DET will work with facili-
ties that could be impacted and 
possibly hold shipments to that 
area to avoid lost or damaged 
documents.  This is a lesson 
learned topic that was imple-
mented from HI and just recent-
ly in NC and SC.  The decision 
to hold actions is not one we 
take lightly, as we know some 
travel could be impacted.  As 
we saw in the Carolina’s, hold-
ing documents at Ft Belvoir 
allowed local staff to focus on 
recovery and not tracking down 
lost documents. 
 
For the past few months, there 
has been a drop in interest in 
outreach webinars.  These 
webinars are used to keep 
agents informed of changes as 
they occur and to answer ques-
tions from the field, i.e., Head 
of Facilities training, tourist 
lockbox for OCONUS facili-
ties, etc.  Beginning FY19, 
Head of Facilities training will 
be mandatory.  DET enlists 
your assistance in keeping your 
leadership informed and en-
gaged.  Since the last webinar 
on tourist lockbox, there has 
been a change in shipping re-
quirements.  During the webi-
nars, and in communications 
that followed, it was said that 
the tourist lockbox would only 
accept mail from the US Postal 
Service.  After conferring with 

SIA, it was determined that 
the tourist lockbox will accept 
any shippers’ packages.  This 
is important because not only 
is this a local command or 
service decision to accept this 
additional workload, a number 
of facilities have existing con-
tracts with other carriers and 
adding a new carrier could be 
problematic.  Ensuring other 
carriers can be utilized is im-
portant, because during a re-
cent quick data call, the OCO-
NUS facilities responded that 
DoD has executed over 27K 
tourist applications in the past 
year and over 4K CRBAs in 
support of DoD customers.   
 
The training schedule for 
FY19 has been finalized and it 
includes Distant Learning 
(DL) courses, Head of Facili-
ty, and new agent training.  
The DL course will model the 
refresher course and will be 
DL one time and in person for 
the next training requirement.  
You will only have two oppor-
tunities to pass the DL exam 
before being required to take 
the two-day new agent train-
ing.  Failing to sign up and 
pass the DL course, prior to 
the two year window, will 
result in automatic deactiva-
tion pending retaking the two-
day new agent course.  More 
details are in the training sec-
tion. 
 
DET has also added a few 
new members to the team that 
are highlighted in this news-
letter or will be in the next 
newsletter.  Ms. Michaela 
Daye and SPC Jacquelyn 
Brown are so new we will 
introduce them next quarter.  
However, as they are currently 
managing the annual recertifi-
cation and facilities inspec-
tions, many of you have seen 
their names before we could 
properly introduce them.  And 
Ms. Susan Hulsey joined to 
cover a temp vacancy in the 
customer service branch while 
Mr. Adam Blount is deployed 
under the Expeditionary Civil-
ian Workforce Program. 

Stephen Morgan  
Chief, Passport Services 

Division 

mailto:usarmy.pentagon.hqda-oaa-det.mbx.det-ppv-customer-service@mail.mil
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mailto:usarmy.pentagon.hqda-oaa-det.mbx.det-ppv-customer-service@mail.mil
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Annual Certification By Michaela Daye  

Greetings Team!  Annual 
Certification has just ended.  
Thanks to those facilities 
that were prompt in for-
warding recertification doc-
uments.  There were a num-
ber of changes in the pro-
cess this year, but DET 
thanks you for working with 
us as we work to make the 
process better.  Going for-
ward, our desire is that as 
VPAS continues to evolve, 
documents for this process 
will be made available to 
each facility and much of 
the facility data will auto 
populate.  Plus we look to 
add other tools to assist, 
such as, posting a video on 
Passport Matters and adding 
webinars strictly for recerti-
fication.  And if you have 
any good ideas on how to 
make the process better, feel 
free to email us your sug-
gestions.  
 
Before we end, below are a 
few common errors/
mistakes that were noted on 
the Annual Certification: 
 

1. Page 2 of 5, facility e-mail 
address left blank. If your 
facility does not have a 
group inbox, the agent’s e-
mail will suffice. 

2. Incorrect Facility ID 
throughout the Annual 
Certification packet. There 
were quite a few instances 
where agents put their 
agent ID number instead 
of the facility number. 

3. Remember, only heads of 
facilities are authorized to 
digitally sign Annual Cer-
tification documents, 
agents are not authorized. 

4. A facility change form is 
not required when report-
ing a new head of facility 
during the Annual Certifi-
cation.  However, when 
forwarding, do point out 
that the head of facility is 
new.  This assists DET in 
keeping our records up-to-
date. 

5. Prior to submitting pack-
ets, ensure that the facility 
name matches what’s on 
record (i.e., name facility 
was established under). 

 

Upon review and verifica-
tion of data, Annual Certifi-
cation packets are forwarded 
to the SIA.  Once SIA re-
views and approves the 
packet, a confirmation email 
is sent to the facility.   
 
Facilities whose packets are 
received after 31 October 
will be deactivated.  Facili-
ties wishing to continue op-
erations after that date will 
have to submit documents 
for a new facility. 
 
Questions or concerns can 
be forwarded to the email 
address below: 
 
usarmy.belvoir.hqda-oaa-dol
-w.mbx.paaf@mail.mil 
 
And remember to send in 
your ideas. 

Greetings from the Visa Desk. 
As we continue to process as many 
visa applications as the embassies 
can handle, I want to remind you 
and your customers that firm travel 
arrangements should not be made 
until passports/visas are in hand.  
DET has received far too many ex-
pedite requests for visas due to ap-
proaching flight departures.  Em-
bassies normally do not recognize 
the expediting of visa requests.  
   
Expect significant changes to the 
country requirements section on the 
Passport Matters website.  Review 
all visa requests prior to submitting 
for processing.  Not submitting the 
required documents, (i.e., passport 
data page, photos, APACS number, 
purpose of the trip, etc.), can cause 

significant delays, which may 
result in the packet being re-
turned to you without pro-
cessing.  
 
The Foreign Clearance Guide 
(FCG) was recently updated 
for the United Kingdom.  Vi-
sa requests are no longer be-
ing processed at the Consu-
late in New York and must be 
submitted to the new address 
listed on Passport Matters.  
 
Military personnel traveling 
to Israel for less than 90 days 
do not require a passport/visa 
and should only travel using 
military ID and travel orders.  
Review Passport Matters and 
the FCG and please advise 

Visa Updates By Fabian Watson 

The processing time for visas to 
Italia has increased.  Submit early 
and review Passport Matters and 
the FCG for the latest updates.   
    
Tip:  Agents, submit visa applica-
tions with the original signatures to 
DET for processing.  Embassies 
are reviewing signatures on visa 
requests to the signature on the 
passport and have rejected requests 
when signatures don’t closely 
match.  Scanned or electronic visa 
signatures will not be accepted.   
Emergency visa requests for Saudi 

Arabia must be submitted online 

prior to being forwarded to DET. 
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Greetings fellow passport 
agents.  For the past several 
months the hot topic has been 
“Exception Options” to obtain 
passports.  It is our intent to 
keep you as up-to-date as possi-
ble on any change to processes 
that are currently in place.  That 
said, I take this time to intro-
duce you to a new member of 
the team that will be supporting 
the processing of travel orders 
exception requests, Ms. Can-
dace White.  Candace is not 
new  to the Passport and Visa 
Office, but will now support 
this growing effort.   
 
Next we focus on the exception 
options process and point out 
common errors that can cause a 
delay in the approval process:  
  
Common errors/mistakes on the 
memorandum in lieu of orders 
requests: 

1. Ensure the request is 
signed by an O-6, civilian 
equivalent or higher. 

2. Ensure the request has ap-
proved/disapproved lines 
for DET to sign. 

3. The request must state the 
destination and estimated 
dates of travel. 

4. Request must state the rea-
son why travel orders are 

not available for the 
applicant. 

5. Requestor must pro-
vide supporting doc-
umentation (i.e., 
tasker, OPORD, EX-
ORD, etc.). 

Common errors/mistakes 
on the deployment/
movement memorandum: 

1. Ensure the request is 
signed by an O-6, 
civilian equivalent 
or higher. 

2. Provide deployment/
mobilization orders/ 
Force Tracking 
Number for the unit. 

3. Ensure the number of 
passports requested 
on the request 
matches the number 
of personnel listed 
on the applicant ros-
ter. 

 
Common errors/mistakes 
on the unit passport waiver 
requests: 

1. Ensure the request is 
signed an O-6, civil-
ian equivalent or 
higher. 

2. Provide complete an-
swer to required 
questions. 

3. Ensure the unit historical 
mission analysis covers 
at least the past two 
years (five preferred).  

4. Justification must be de-
tailed and clearly show a 
bona fide need.  

 
Additional information may be 
requested.  

For basic written guidance and 
information on the exception 
options process, refer to the 
attachments in the FY18, Quar-
ter 3 newsletter. Questions and/
or concerns reference travel 
order exception options may be 
directed to the DoD Passport 
and Visa Office customer ser-
vice line at 703-545-0003/0004 
or at the exception options new 
email at: 

usarmy.belvoir.hqda-oaa-
det.mbx.exception-
options@mail.mil. 

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

Greetings Acceptance 
Agents! 
 
A special thanks to the 
agents and facility manag-
ers who attended webinars 
in August. Your participa-
tion and feedback is ex-
tremely valuable.  
 

Live Training will be con-
ducted on the following 
dates: (CLASS TIMES 
ARE SET FOR EASTERN 
STANDARD TIME). 

 
Week 1: 
 
Wednesday - 7 November: 
0800/1100/1400 EST 
 
Thursday - 8 November: 
1100/1400/1700 EST 
 
 
Week 2: 
 
Tuesday - 13 November: 
0800/1100/1400 EST 
 
Wednesday - 14 November: 
0800/1100/1400 EST 
 
 
Use the link below to ac-
cess DCS for the presenta-
tion/audio, as well as, the 
phone number and pass-
word for the teleconfer-
ence. Audio is available on 
either the telephone or 
through computer desktop 
speakers/headphones. How-
ever, due to restrictions on 
the number of phone lines 
(20 per session) that can 
call in, the teleconference 
will be on a first come first 
serve basis. The remaining 
agents can listen by com-
puter.  

 
****** When calling in, 
immediately mute phones as 
to prevent background noise 
from drowning out voice 
communications, which will 
inhibit the facilitator’s abil-
ity to provide instruction, as 
well as, prevent others from 
hearing the presentation. 
Violators will be asked to 
leave and/or be kicked off 
the webinar.******* 
 
https://conference.apps.mil/
web-
conf/4406c8702a12459b0ea
889aef3d7dbae 
 
Phone Number: (703) 545-
5444 
Password: 5450005703# 
 
Additionally, the webinars 
are not just for acceptance 
agents, DET will also host 
webinars for facility manag-
ers and the Military Fee Pro-
gram. As of FY19, October 
2018, facility managers are 
required to attend Head of 
Facility (HOF) training eve-
ry two years to maintain 
their role as HOF. Dates and 
times for HOF training will 
be forwarded at a later date. 
Webinars reference the Mili-
tary Fee Program will be 
facilitated by SIA, and co-
vers accepting regular fee 
and Special Issuance appli-
cations by OCONUS DoD 

passport agents. Although 
not mandatory that do not 
accept fee applications, 
OCONUS agents are en-
couraged to attend due to 
recent processing changes 
and in mailing passport ap-
plications from overseas.  
 

Word of advice:  Tune in 
early; webinar will start on 
time. A Q&A session will be 
conducted at the conclusion 
of each webinar. Hold all 
questions until the Q&A 
session. 

DET 
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Name Usage and Name Change By Edmund Snead  

When an applicant requests 
a name change DOS’s poli-
cy achieves three objectives: 
 

It establishes the identi-
ty of the bearer by determin-
ing the name that best iden-
tifies the applicant (see 8 
FAM 101.1).  This is typi-
cally accomplished by using 
the applicant’s full legal 
name. 

 
To facilitate the passage 

of the applicant “without 
delay or hindrance” by for-
eign governments (see 8 
FAM 101.1).  This is ac-
complished by ensuring that 
the applicant's name is con-
sistent across different types 
of passports and, to the ex-
tent possible, with the appli-
cant's evidence of citizen-
ship/ nationality and identi-
fication document (ID); and 

 
To reflect the applicant's 

actual name usage.  This is 
accomplished by resolving 
discrepancies between the 
name on the application and 
the name recorded on the 

evidence of citizenship/
nationality and ID. 

 
What this means for you 

as a DoD acceptance agent is 
that prior to accepting a re-
quest for name change from a 
customer, you must first ask 
the customer if they have a 
tourist passport, any previous-
ly or current Special Issuance 
passport and, if so, verify that 
the name has been changed in 
these passport books prior to 
submitting a name change re-
quest, renewal or application 
for an official passport. Re-
view and comparison of the 
passport application to the sup-
porting documents is para-
mount to avoid delay of pass-
port processing.   

 
Per 8 FAM 403.1-1f, pass-

port specialists and consular 
officers have the authority to 
require documents or affida-
vits to explain any discrepan-
cies as provided in this appen-
dix and 22 CFR 51.25 (see 8 
FAM 801).  You are responsi-
ble for ensuring the proper 
formatting of the applicant's 

name, resolving any material 
or immaterial discrepancies, 
and resolving any other is-
sues to determine the name 
that best identifies the appli-
cant (see 8 FAM 103.1 for 
additional responsibilities). 

Recently, there have been several 
questions regarding the type of 
passport authorized for travel to 
Taiwan. 
 
Per the Foreign Clearance Guide: 
 

“Use of a tourist (blue) 
passport is required for all 
travel to and through Tai-
wan, including for transits, 
layovers, or plane changes. 
Use of ID cards/orders, of-
ficial (maroon) and/or dip-
lomatic (black) special issu-
ance passports is not au-
thorized for any reason.  
Passport must have two (2) 
blank pages for entry and 
exit stamps. 
  

Visa not required for 
stays of less than 90 
days.  A visa is re-
quired for stays of 90 
days or more.” 

 
Although a tourist passport 
can be obtained through a 
DoD acceptance agent, the 
preferred method to obtain a 
tourist passport is through the 
post office and/or the court-
house.  In either instance, the 
traveler must pay initial costs 
involved and include the cost 
of the passport and associated 
execution fees on their travel 
voucher to receive reimburse-
ment. 
 
 

Passport for Taiwan By Edmund Snead 

 
For DoD acceptance agents, 
when a customer requests a 
tourist passport for travel on 
official business to Taiwan, 
contact DET to receive guid-
ance and current fee require-
ments at 703-545-0003/0004.   
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Suspicious Mail or Packages By Herbert McCoy  

Protect yourself, your business, and your mailroom at all times.  If you receive a sus-
picious letter or package: 
 

 STOP.  Don’t open the package, or discontinue opening further 
 Remain Calm 
 Isolate it immediately 
 Don’t open, smell, or taste 
 Keep others away 
 Wash your hands thoroughly with soap and water 
 

Other indicators are: 
 

 No return address 
 Restrictive markings  
 Sealed with tape 
 Misspelled words/Badly typed or written 
 Excessive postage 
 Excessive packaging material 
 Strange odor 
 Oily stains, discolorations, crystallization on wrapping 
 

If you suspect the mail or package contains some foreign substance, notify a supervi-
sor immediately. 
 

Record Closeouts 
 
Experiencing issues closing out records?  We can assist.  Just forward the list of rec-
ords to be closed to Customer Service email box at the DoD Passport and Visa Of-
fice and we will address the issue. 
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DET Employee Spotlight  

DET is pleased to recognize Mr. Dona-
to Atienza Jr., for his tremendous work 
ethic and skills as a passport ac-
ceptance agent.  Mr. Atienza’s experi-
ence originates from his 20 years of 
service in the U.S. Navy, four years as 
a passport acceptance agent in Yokosu-
ka, Japan, and a Master’s Degree in 
Adult Education and Training.  When 
he isn’t working, Don enjoys working 
out in the gym to maintain a healthy 
lifestyle, singing Karaoke with his fam-
ily, and traveling.  Don is married (for 
25 years!) with three children and plans 
to retire someday in the Philippines, 
where he was born, to open a family 
restaurant and real estate business.  
Until then, DET is honored to have 
such a valuable employee and we thank 
him for his commitment to excellence.   

 

This quarter we are welcom-
ing seven new employees to 
the DoD Passport and Visa 
Office.  Our new aassport 
agents are Ana Esparza and 
Renee Turner.   

Ms. Esparza’s previous 
work experience is from the 
NAVPTO Naples office in 
Italy where she was a Trans-
portation Assistant and 
Passport Agent.  

Ms. Turner has a back-
ground in the US Army in 
Human Resources and has 
also worked abroad for the 

Department of State in Kenya, 
Ghana, and Haiti.   

 

Our new visa processors and 
couriers are Taylor Hoover, 
Sara Misorek, Virgile Barber 
Jr., Allen Lara and Terrisha 
Madison.  

Ms. Hoover is a former US 
Marine who was recently dis-
charged, in July 2018, for four 
years.  Ms. Misorek is cur-
rently a member of the Na-
tional Guard and attending 
Howard University in Wash-
ington D.C., where she is 

completing her Master’s De-
gree.  Mr. Barber joined our 
ranks from the Pentagon 
where he worked as a printer 
technician for the Air Force.  
Mr. Lara retired from the 
Navy in June 2018 after 20 
years of service.  Ms. Madi-
son brings experience from 
her time working in the Cus-
tomer Service department 
with the Special Issuance 
Agency.   

Welcome abroad team! 

Newcomers By Angela Johnston  

Mr. Donato Atienza  
Program Support Specialist, DET  


