DoD Passport Facility/Agent Changes & Updates
The two forms below should be completed by DoD facilities reporting changes or updates to existing passport facility or agent information on record.  These forms should be submitted to SIA and LSW using the contact information on the form. 
Military Acceptance Facility-Acceptance Facility Changes 
· What is this form?
· The Military Acceptance Facility-Acceptance Facility Changes form is used to report changes in passport acceptance facility information.  
· When should this form be submitted?
· Any time your facility’s information changes from what was last reported (i.e. change in address, new Head of Facility, new phone number, etc.).

Military Acceptance Facility-Acceptance Agent Add/Change/Remove
· What is this form?
· The Military Acceptance Facility-Acceptance Agent Add/Change/Remove form is used to report changes to passport agent personnel at your facility. 
· When should this form be submitted?
· When a facility adds a new acceptance agent: the Head of Facility must fill out and sign the first page of this form. The second page must be filled out and signed by the new agent. If adding multiple agents, than each agent must fill out a separate copy of the Acceptance Agent page. 
· When an existing passport agent has a name change (i.e. marriage, divorce, etc.): the Head of Facility must list the old name, then the new name, and the agent’s ID in the designated area.  
· When a passport agent departs or is removed from the facility: list the agent’s name and agent ID in the designated area. 
Note: If the departing agent is going to continued accepting passport applications at another DoD facility, please list the facility ID number of the location where the agent is moving. 
Submission Instructions:
1. Submit a copy of these completed forms by email to:
ca-ppt-sia-cs@state.gov and  usarmy.pentagon.hqda-oaa-dol-w.list.east-executive-office@mail.mil 
2. Keep the originals in a permanent file at your Acceptance Facility.
