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	DEPARTMENT OF THE AIR FORCE
10 MISSION SUPPORT SQUADRON

USAF ACADEMY COLORADO

CREATED: January 1994

OPR: HQ ACC/IMPSP (W. Bryson)


MEMORANDUM FOR ______________________________ (name/rank)
FROM DPMAR

SUBJECT:  Passport Application Procedures

1.  Personnel selected for overseas assignment must fill out an application for passports for themselves (if required) and each of their dependents not later than fifteen (15) calendar days after notification of the assignment.

2. Attached are forms DSP-11, Department of State Passport Application and AF Form 833, Request for Audiovisual Services.  Please complete one application for each dependent, filling all sections except sections 2, 21, 22, 23 & 24.  The form should be handwritten using blue or black ink.  All names should include full middle name.  You will be required to contact the Base Photo Lab, Fairchild Hall Extension 3430, to make an appointment for two passport photos or at Walgreen’s, Kinko’s or at any post office off base.  

3.  Return the passport application along with the photos and evidence of citizenship to this office.  Your spouse and dependents, 13 years or older, will sign their own applications in the presence of the passport agent at this office.  Dependents under 13 years of age will have their applications signed by either parent in our office.  Passport procedures for dependents that are non-U.S. citizens are different from those of U.S. citizens and will be fully explained to you at the time of your initial briefing.

4.  Acceptable birth evidence/proof of citizenship is a certified birth certificate issued by the office of vital statistics of the state, county, or city where the birth occurred and bears either a raised, embossed, impressed, or multicolored seal.  Naturalization documents or a previous passport are also acceptable.  Hospital birth records or reproduced copies of birth certificates are not acceptable.
5.  To ensure a timely receipt of your required passports, it is imperative that your application(s) be returned to the MPF Relocation Element not later than 15 days after assignment notification.  Failure to do so could preclude your dependents from traveling concurrently with you to the overseas area and extenuation of your reporting date is not authorized due to non-receipt of passports. If you have any questions or concerns please contact our passport agents, SrA Forrest at 3-8747 or SrA Patrick at 3-2138









\\signed\\


KERRIE A PILLOW, TSgt, USAF


NCOIC, Relocations

Attachments:

DS Form 11 (1 each dependent)

