YOUR COMMAND LETTER HEAD


										Date


MEMORANDUM FOR Chief, Operations Branch, Logistics Services Washington, 9301Chapek Road, Building 1458, Fort Belvoir, Virginia 22060-5527 

SUBJECT:  Update official information and mailing address of Military Passport Acceptance Agent

1.  Request the DOD Passport Acceptance Agents Program update the records for the following passport agent (new information and/or official mailing address). 

     a.  Full name:					Agent ID Code: 				

     b.  Phone (Commercial):	         			Fax number:

     c.  E-mail:

     d.  Grade:  	

      e.  Organizational mailing address where completed passports will be sent.  (Must be physical address.  NO PO Box, FPO/APO address)

2.  Justification:

3.  Please contact  (Name / Phone #/ Email ) if you have any questions.



__________________________				___________________________
Signature of Passport Agent 				Signature of Authorizing Official
 								(Commander)												NAME/RANK/TITLE	
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