PASSPORT/VISA PROCEDURES

DoD Foreign Clearance Guide
Department of State Travel Warnings
(The DoD Foreign Clearance Guide applies to all DoD and DoD-sponsored travel abroad.  Travelers MUST review this guide and the Department of State Travel Warnings prior to commencing travel and ensure compliance.)

Who is eligible to apply for the Government NO FEE Passport?
The Human Resources Directorate Passport Office provides passport services to Soldiers, Civilians, and Military Dependents on assignment to overseas locations on official travel; however, they DO NOT process tourist passports for leisure travel (i.e., cruises, vacation). Personnel are ONLY eligible for the Government NO FEE passport if their orders specifically state one is required.  

What is the difference between a Government No Fee and Tourist Passport?
You can have two passports at the same time. In order for the government to pay for your travel overseas, you MUST have a Government No Fee passport.  If the Soldier opts to try to fly their Family members overseas without a Government No Fee passport, that Family member may be deported back to the United States after a certain amount of time, which is determined by the Foreign Clearance Guide. For example, if you travel to Korea on the tourist passport, after 90 days the Korean Government may deport your family member back to the United States. 

	
	Tourist
	Government NO FEE

	Validity
	10 Years
	5 Years

	Price
	$110 to $250 
	NO FEE

	Use
	Valid for leisure travel (i.e., vacation, Cruise)
	Valid for Government Official Travel 



Once it is determined that your travel is to a destination requiring a Passport/Visa, gather and complete the required documents listed below.  Once you have these documents, schedule an appointment with the Human Resources Directorate Passport Office.  Appointments are scheduled to provide maximum efficient service and to allow for processing of required paperwork in between appointments.  APPOINTMENTS ARE REQUIRED.


1.  The following documents MUST be in your possession prior to scheduling an appointment.  Passports require items (a) thru (e).  Visa requires items (a), (c) and (d).

(a) ORDERS OR MEMORANDUM, identifying the requirement for travel to a destination requiring a passport.  Please include name, grade/rank, destination, date of travel and purpose.  To expedite applications requiring less than 30 days processing time, a memorandum signed by a General Officer or SES equivalent is also required.

(b) BIRTH EVIDENCE.  A state issued certified copy of your birth certificate, an old passport, or Certificate of Naturalization. HOSPITAL BIRTH RECORDS, XEROXED COPIES AND COPIES CERTIFIED BY A NOTARY PUBLIC ARE NOT ACCEPTABLE.  Birth evidence is submitted to the State Department with the application and returned with the completed passport.

(c)  PASSPORT PHOTOS may be taken at Rogers Hall, Building 8045, located on C Avenue, Monday-Friday from 0800 to 1600. Appointments are required for photos and you MUST have your passport application in hand. MILITARY - DO NOT WEAR UNIFORMS.  Korea, Egypt and Saudi Arabia require 3 photos. All other countries require 2 photos. If you require a passport and a visa you need 3 photos. To schedule an appointment, call 804-734-7327 or go to website http://www.lee.army.mil/visc/visc.vios.aspx.  (Walmart, Walgreens and Rite Aid will take passport photos for a fee.)

(d) ID CARDS.   Family members aged 13 and older must have valid ID card in their possession when applying for passports.  Civilian employees must have a valid civilian ID card in possession.  Please make an enlarged copy of all ID Cards, front & back.

(e) PASSPORT APPLICATION (DS-11).   Applicants are required to fill out a DS-11 online.  Item 19 pertaining to travel plans MUST be completed for official travel.  All applications MUST include the 2D Barcode located in the bottom right hand corner and upper left hand corner. Click here for step-by-step instructions; go to https://pptform.state.gov to complete the application.  

2.  After you have all of the above required documentation, contact the passport agent via email at usarmy.lee.imcom.mbx.leee-ima-ag-cong@mail.mil or by phone at (804) 765-7615 to schedule an appointment.  The Soldier Support Center, Building 3400, Suite 113B is located at 1401 B Avenue. Hours of operation are 0830 -1630 Monday thru Friday.  Appointments are scheduled to provide maximum efficient service and to allow for processing of required paperwork in between appointments.  Late arrivals may be rescheduled and early arrivals may be asked to return at appointed time.  APPOINTMENTS ARE REQUIRED.  ALL applicants MUST be present and applications CANNOT be processed without ALL of the required documentation.

3. Applications are forwarded to the appropriate Passport Agency for processing and take approximately 45-60 working days. During peak tourist seasons processing may take longer.  Please keep in mind that Fort Lee does not issue your passports; we merely process the applications.  We will make every effort to secure your passport by the desired date; however, all actions must be coordinated through the State Department and sometimes can be very time consuming and frustrating.  This office cannot initiate tracer actions until after the required date placed on the application.

4.  Passports for family members CANNOT be released until authorization for family travel is received from the overseas command. 

5.  The Passport Agent will ask that you sign a Statement indicating that you should not make travel arrangements prior to receipt of Passport/Visa.  If your passport does not return on time, you will have to cancel the arrangements and you may have to travel to your assignment without your Family members.

6.  Be advised, passports will be processed according to the report date published on your orders. If you opt to report early, passports will still need the 45-60 business day processing time from the day you apply.

