Requirements For Obtaining Government Official Passports During CEL Training 2017
At The Readiness Support Center


[bookmark: _GoBack]To obtain your passport:

1. Prior to arriving to Training Day 1, complete one of the following forms below included in this document whichever is applicable.  You must complete the form ONLINE and SUBMIT online as if you were renewing by mail.  You will not follow through with payment for it, but you will print a copy of your completed application and bring with you. 
a) *Form DS 82 (for passport renewal only OR if you have current tourist passport) http://travel.state.gov/content/passports/english/passports/renew.html 
b) *Form DS 11 (for those who have never had any type of passport, or you were issued a passport more than 15 years ago) http://travel.state.gov/content/passports/english/passports/first-time.html   
This link will indicate you must apply in person.  You WILL be applying in person when you come to the RSC, so disregard this statement on the website.  Read further in this link as you must complete the online application and print and bring with you.  DO NOT SIGN document until directed by passport agent at the RSC.  If you do not complete the instructions (*as outlined at the end of this document) before coming to the RSC, the passport agent will NOT be able to expedite renewals or new passports.

2. Bring with you to the RSC:
a) One of the above printed unsigned documents (DS 82 or DS 11), and
b) Your current or expired Tourist passport (if renewing) or your USA issued Birth Certificate with a raised seal, or US Naturalization Certificate (No photocopies accepted) IF your are requesting your first passport, and  
c) Another form of photo ID (Driver’s License or Government ID)


During your training week, passport pictures will be taken at the RSC, however, if you already have a photo that meets passport requirements, you may bring that with you.  There will also be a scheduled block of time when the passport agent will be available at the RSC to review your documents and witness your signature.   

NOTE #1:   Review above info AND official passport website https://passportmatters.hqda.pentagon.mil/Customer_Resources/Forms.aspx
to determine specific instructions regarding documents needed, correct forms needed, etc.  Any missing information or documentation may result in delay of obtaining/renewing your passport.

NOTE #2:  Regarding VISAs:  Some countries require VISAs if you are going to be in-country 30 days or more.  You must obtain a VISA if that country requires it, as a passport alone is not enough.  Travelers should check with the Foreign Clearance Guide before traveling to any country.  This will not be a part of the RSC Official Passport Process.

NOTE #3:  Tourist Passports have to be secured through the Post Office.  This service is not provided by USACE in Mobile.  If the employee does require a Tourist Passport, employee should talk with his/her supervisor to determine if the government will reimburse the employee.  If employee is traveling to a country where it is safer to show the Tourist Passport, then reimbursement may be considered and approved, but, again, employee must clear this with their supervisor.  

Instructions for completing your passport application: (Below steps MUST be completed prior to getting to the RSC in order to expedite witnessing signatures by the local passport agent; print and bring your UNSIGNED application with you.)

*To complete the DS-82/DS-11:
1.  Use provided links in the document to either renew your official passport or if you have an existing tourist passport (DS-82); OR to obtain first passport or first passport in over 15 years (DS-11).
2.  Select DS-11 or DS-82
3.  Under the yellow “Forms” header, select “ONLINE”.
4.  Select the disclaimer and Submit.
5.  Complete the form until the end.
6.  When you choose a passport option, choose “Passport  Book”.  ($110.00, but you will not pay)
7.  Continue to complete until the end.
8.  Create form and print – bring with you UNSIGNED.  (Do not pay.) 
