Passports, Visas, and Security Clearances for Foreign Travel (P&P 345.3)
ARS employees, who are U.S. citizens traveling to a foreign country on official business for USDA, are required to obtain official passports and, when required, official visas, before departing from the United States. 

Tourist cards, tourist visas, and personal passports may not be used for official travel.

1. Procedures for Renewing an expiring Passport
Traveler Instructions:
· Fill out the passport application at the US State Dept website: http://travel.state.gov/passport/passport_1738.html

USDA specific items on the application:  
· Block #6 work email
· Block #7 work telephone number
· Block #8 Where should the passport be mailed?
1400 INDEPENDENCE AVE. S.W.
1069 SOUTH BLDG
WASHINGTON
UNITED STATES
DC-DISTRICT OF COLUMBIA
20250
IN CARE OF:   FAS – International Travel Section
Is this your permanent address?  NO
· Block #10 expiring official passport number and expiration date
· Block #20 – Travel Plans (If no travel involved – just renewing your  “official passport”) Enter a “dummy” trip.
Date of Trip:  select a date 8 weeks in the future
Duration of Trip:  5 days
Countries to be visited:  Canada   City:  Toronto  
· PRINT, SIGN & DATE the application (single sided print)
· [bookmark: _GoBack]Passport photos (2 needed – 4 if also sending a Visa application) available at AAA Travel, Walgreens, etc).  Make sure your expression is neutral – no smiling!
· Complete Form OPAR-2014 parts A- H (ask unit secretary for a copy)
· RETURN:  Passport Application, OPAR-2014, and photos to your unit secretary for processing.





