
Here is a checklist for things to look at before sending your applications in for processing. 

1. Assembly  

 Is the passport application assembled properly?  
 Prepare envelopes: 

o Is the envelope being submitted a plain (non-addressed), white, letter sized 
envelope (9-1/2" x 4")? Anything else will cause the application to be rejected by 
State Department.  

o Be sure to place inside all items such as the passport book/card, birth certificates, 
additional photos, etc. 

 Assembly procedures for applications: 
o If a photo is required on the passport application be sure to secure one photo with 

two staples on each side (4 total), as instructed. 
o For the passport application, make sure all pages of the completed application are 

at the front of the packet. 
o If the application needs to be expedited, place the Expedite Justification memo 

directly in front of the application.  
 Provide one original for EACH application requiring expediency. 
 If multiple names are listed on one memo, please submit one copy 

with each application. 
o Place original DD 1056 form behind the application and sign in BLUE INK. 
o All original documents which need to be returned to the applicant, such as an 

original birth certificate, should be placed under the envelopes flap, outside of the 
envelope. If fragile please inside a plastic sheet protector. 

o All other supporting documents should be placed behind the envelope. 
o Place extra copies of the DD 1056 facing backwards at the back of the packet. 

When done correctly you should be able to flip the packet over and view the 
copies of the DD 1056. 

o Secure the entire packet with one staple or clip to the right margin. Do don’t use 
paper clips. 
 
 

2. Expedite Letter (NOTE: Cannot be used to expedite a visa request.) 

 Is the Expedite Letter in the correct format?  
 Is there sufficient justification to warrant expediting the passport application request?  
 Is the departure date within thirty (30) days?  
 Is the expedite letter signed by a General Officer (GO) or Senior Executive Service (SES) 

equivalent?  
o If no GO or SES available, is the expedite letter signed by the ranking installation 

commander with a statement indicating that no GO or SES is available?  
 Is a copy of the orders attached if departure date is within ten (10) days?  

 

https://passportmatters.hqda.pentagon.mil/Docs/Training_Handbook/chap12.htm


3. Authorization to Apply For A “No-Fee” Passport And/or Request a Visa 

Form DD 1056. (NOTE: You should submit one original and three copies of this form with 
either the DS-11, DS-82, DSP-5504, or visa application(s).) 

 Block 1:  
o Is the date in the right format (DD MM YY)?  
o Will the date pass before it reaches DOD Passport Matters or State Department 

for processing? (NOTE: Should be at least ten (10) days prior to date listed in 
block 11.)  

 Block 3, Is the name listed here the same name as listed on the DSP-11?  
 Block 4, Is the date in the right format (DD MM YY)?  
 Block 6, Is the sponsor's name listed for applicants who are dependents; otherwise is 

there an "X" in the block?  
 Block 7, Does it list the applicant's/sponsor's military rank/civilian grade? (NOTE: For 

OSI agents does it list "OSI - Mil" for Military or "OSI - Civ" for Civilians.)  
 Block 8, Does it list the applicant's SSN? (NOTE: Should list sponsor's SSN for 

dependents.)  
 Block 11, Does it list a country that requires the applicant to have a passport?  
 Block 13, If you want the passport sent somewhere other than back to you, the Passport 

Agent, did you highlight the address?  
 Block 14:  

o Is the date in the right format (DD MM YY)?  
o Will the date pass before it reaches HQ USAF/DPZ for processing?  

 Block 15, Does it list the proposed length of stay?  
 Block 16, Did the authorizing official execute the form, preferably in blue ink?  
 Block 17, Is the exact purpose of the applicant's TDY/PCS listed? (Do not state for 

official business, TDY, or PCS)  
 For example: Provide helicopter maintenance at Kunsan AB, Korea or 

provide administrative support for USMTM, Riyadh AB, Saudi Arabia.  
 (NOTE: For dependents the purpose should be that of the sponsor - 

something other than PCS or accompany sponsor. What will the sponsor 
be doing at the PCS location - see example above?)  

o If required, did you check the Foreign Clearance Guide or our Visa Requirements 
for any additional information required to obtain a visa?  

o Is this information listed in block 17?  

4. New U.S. Passport  

Form DS-11  

You must submit Form DS-11 if any of the following are true: 

 You have never been issued a U.S. passport or 

 You are under age 16 or 

 You were under age 16 when your previous passport was issued or 

https://passportmatters.hqda.pentagon.mil/Docs/dd1056.pdf
https://www.fcg.pentagon.mil/
https://passportmatters.hqda.pentagon.mil/Requirements/Visas.aspx
http://travel.state.gov/passport/forms/ds11/ds11_842.html


 Your most recent U.S. passport was issued more than 15 years ago or 

 Your most recent U.S. passport was lost or stolen or 

 Your name has changed since your previous U.S. passport was issued and you are unable 
to legally document your name change 

Requirements: 

1. Certified birth certificate or naturalization certificate or passport issued over 15 years 
ago. 

2. One 2X2 passport photo with a white background. 
3. Completed DS-11 form. Print two copies of the completed form. One must be endorsed 

by an authorized clerk and enclosed inside a sealed envelope. If the applicant has lost a 
valid passport also complete the DS-64 form. 

 Is the printed DS-11 clear and legible?  
 Did the applicant properly execute the DS-11, preferably in blue ink, in front of an 

authorized Passport Agent?  
 Did the person authorized to accept the application properly execute it, preferably in blue 

ink, in front of the applicant?  
 Was the signing for the dependent child(ren) properly executed?  

o A step-parent cannot execute the application unless:  
 the child(ren) is/are adopted by the step-parent and can submit the original 

or certified copy of the court order or adoption decree along with the 
application, OR  

 the natural parent authorizes the step-parent to apply for and execute any 
application in association with obtaining a passport for the child(ren) in a 
special power of attorney and submit the original special power of 
attorney with the application. (NOTE: A general power of attorney is not 
sufficient.)  

 Was the identifying information block properly completed?  
o Cannot use a birth certificate as an identifying document.  
o Cannot use a passport if it doesn't meet the requirements for using the DS-82.  
o MUST be some form of photo ID (ie., driver's license, military ID card, 

dependent ID card, etc).  
 If a dependent child age 13-15 does not have a photo ID, did the Passport 

Agent use the natural parents ID on the DS-11and submit a copy with the 
application?  

5. U.S. Passport Renewal  
 
 Form DS-82  

You are eligible to use Form DS-82 if your most recent U.S. passport: 

 Is undamaged and can be submitted with your application 

http://travel.state.gov/passport/forms/ds82/ds82_843.html


 Was issued when you were age 16 or older 

 Was issued within the last 15 years 

 Was issued in the exact same name as your previous passport or you can legally 
document your name change with original or certified copy of your marriage certificate 
of the government-issued document evidencing your legal name change under federal or 
state law 

Requirements: 

1. Most recent U.S. passport (Issued within the past 15 years) 
2. One 2X2 passport photo with a white background. 
3. Completed DS-82 form.  

 Is the printed DS-82 clear and legible?  
 Is the applicant authorized to use the DS-82?  

o Can the applicant submit their most recent passport? (NOTE: Most recent can be 
expired or canceled.)  

o Was the applicant at least 16 years old when their most recent passport was 
issued?  

o Was the applicant's most recent passport issued less than 15 years ago?  
o Has the applicant used the same name on their most recent passport OR can they 

submit proper documentation to reflect their name change?  
 Did the applicant execute the application?  

6. Passport Name Change   
 
Form DS-5504  

A) If your passport was issued less than one year ago and your name has been legally 
changed due to marriage or court order you will need to use form DS-5504 and submit 
the following: 

Requirements: 

1. Current valid/signed U.S. passport.  
2. One 2X2 passport photo with a white background. 
3. Completed DS-5504 form. 
4. An original or certified copy of your marriage certificate, divorce decree, or name change 

decree. 

 Is the printed DS-5504 clear and legible?  
 Are there two photos being submitted with the form?  
 Is it being submitted for Name Change?  

 Has the Name Change section (Section A) on the form been properly 
completed?  

http://travel.state.gov/passport/correcting/ChangeName/ChangeName_851.html
http://travel.state.gov/passport/forms/ds5504/ds5504_2663.html


 Is the original or certified copy of the supporting name change 
documentation being submitted?  

 Is it being submitted with the correct personal information on the passport 
(Name, Date of birth, Place of Birth, or Gender)?  

 Has the Personal Information Corrections Section (Section B) on 
the form been properly completed?  

 Did the applicant sign the form?  

B) If your passport was issued more than one year ago and your name has been legally 
changed due to marriage or court order, use form DS-82 and submit the following the 
following: 

Form DS-82  

Requirements: 

1. Current valid/signed U.S. passport 
2. One 2X2 passport photo with a white background 
3. Completed Form DS-82 
4. An original or certified copy of your marriage certificate, divorce decree, or name change 

decree 
 

7. Passport Pages  

DS-4085  

Requirements: 

1. Current valid/signed U.S. passport  
2. Completed Form  DS-4085 

 Is the printed DS-4085 clear and legible?  
 Did the applicant complete the identifying information?  
 Did the applicant sign the form?  
 Is this form being used to add pages or to add an additional endorsement (Australian 

endorsement or MFO endorsement)? Please be sure to indicate purpose for form 
submission in block 17 on DD-1056.  

8. Damaged or Lost Passport  

Passports reported lost or stolen are invalidated and can no longer be used for travel. 

Report your passport lost or stolen by phone: 1-877-487-2778 

 Operators are available from 8 a.m. to 10 p.m., ET, Monday-Friday, excluding Federal 
holidays. 

http://travel.state.gov/passport/forms/ds82/ds82_843.html
http://travel.state.gov/passport/forms/ds4085/ds4085_2662.html


Report your passport lost or stolen using Form DS-64 

 Is the printed DS-64 clear and legible?  
 The applicant's previous passport was lost or stolen?  
 The applicant's previous passport was turned into his/her previous unit for disposition. 

(NOTE: In this case, the applicant will also need a letter from the unit they turned their 
passport into stating what the disposition was. If the unit is no longer activated, then the 
applicant should include a memo to that effect.)  
 

9. Passport Photo Requirements  

When applying for a U.S. passport you must submit one photo.  The photo must be: 

 In color. 

 Printed on photo quality paper. 

 2 x 2 inches (51 x 51 mm) in size. 

 Sized such that the head is between 1 inch and 1 3/8 inches (between 25 and 35 mm) 
from the bottom of the chin to the top of the head. 

 Taken within the last 6 months to reflect your current appearance. 

 Taken in full-face view directly facing the camera. 

 With a neutral facial expression and both eyes open. 

 Taken in clothing that you normally wear on a daily basis, no uniforms. 

Please take a minute to review the photo examples.  

10.  Citizenship Evidence 

 Is the applicant a US citizen?  
o Foreign Birth Certificates cannot be used as proof of US citizenship.  

 Did the applicant submit their original or certified copy of their birth certificate?  
o Cannot be an Abstract Birth Certificate from California, Texas, or Georgia.  
o Cannot be a notarized or photo copy.  
o Cannot be a Hospital Birth Certificate or Notification of Birth. (NOTE: Some 

Notifications of Birth are acceptable, refer to citizenship evidence above.  

 Did the applicant submit his/her original Naturalization Certificate if applying for the 
very first time? 
(NOTE: Not required when requesting a renewal or has a tourist passport which can be 
submitted.)  

 If born abroad, did the applicant submit the original birth abroad certificate?  
 Can the individual submit a previously issued/expired/cancelled US passport?   

 

 

http://travel.state.gov/passport/forms/ds64/ds64_845.html
http://travel.state.gov/passport/pptphotoreq/pptphotoreq_5333.html
http://travel.state.gov/passport/pptphotoreq/photoexamples/photoexamples_5300.html
https://passportmatters.hqda.pentagon.mil/Customer_Resources/Notorized.htm


 
11.   Visa Application  

 If the applicant is a US citizen, does he/she already have an Official, Diplomatic, or No-
Fee Dependent Passport?  

o We cannot obtain visas in Tourist Passports, except for the following:  
 US Government employees traveling to Taiwan.  
 Contractors working for the US Government traveling to Saudi Arabia 

only.  
 If the applicant is a Foreign National, did you check with DOD Passport Matters or your 

Service OPR to find out what the entry requirements are to obtain the visa?  
 If the applicant already has an Official, Diplomatic, or No-Fee Dependent Passport, do 

they meet the following requirements:  
o Does the passport have at least six (6) months validity left in it prior to departure? 

If not the applicant MUST apply for a new passport?  
 Exception, seven (7) months validity for Czech Republic and nine (9) 

months validity for Israel.  
o Are there enough visa pages in the passport to obtain the correct number of visas 

the applicant is requesting? If not you MUST request additional visa pages be 
added (refer to DS-4085).  

o Did the applicant sign the passport prior to submitting for a visa for those 
Embassies that require it?  

o Were the proper visa applications completed for the country(ies) to be visited?  
 Were original visa applications submitted, if required?  
 Were the visa applications printed on the correct size paper - legal or 

letter?  
 Was the visa application typed, if required?  
 Did the applicant sign the visa application(s)?  
 Was the correct number of visa applications completed?  
 Was the correct number of photos attached to the visa application(s)?  

o For those countries that do not have a visa application, is the exact purpose of the 
trip listed in block 17 of the DD Form 1056 (refer to DD Form 1056)?  

 If the applicant does not have an Official, Diplomatic, or No-Fee Dependent Passport, did 
you submit the proper documentation to obtain one?  

o Did you submit the proper visa applications, if required?  
 Do not submit visa applications if the passport has to be signed prior to 

obtaining the visa.  
 Were original visa applications submitted, if required?  
 Were the visa applications printed on the correct size paper - legal or 

letter?  
 Was the visa application typed, if required?  
 Did the applicant sign the visa application(s)?  
 Was the correct number of visa applications completed?  
 Was the correct number of photos attached to the visa application(s)? 

 

https://passportmatters.hqda.pentagon.mil/Requirements/Visas.aspx
http://foia.state.gov/FORMS/Passport/DS4085.pdf
https://passportmatters.hqda.pentagon.mil/Docs/Training_Handbook/chap05.htm



