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Address: 
Waller Hall 2140 Liggett Ave 
JBLM, WA 98433
Phone: 
253-967-2269
Hours: 
M-F 0900-1530 
(closed daily 1200-1300); 
limited services on DONSAs 
and CLOSED Federal Holidays.
Appointments: 
https://jblmpassports.timetap.com

Email: usarmy.jblm.imcom.list.dhr-
mpd-passports@army.mil

JBLM SPECIAL ISSUANCE PASSPORT

https://jblmpassports.timetap.com/
mailto:usarmy.jblm.imcom.list.dhr-mpd-passports@army.mil
mailto:usarmy.jblm.imcom.list.dhr-mpd-passports@army.mil
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Link to Passport Application

https://pptform.state.gov

ALL APPLICANTS MUST 
APPEAR IN PERSON

Presenter Notes
Presentation Notes
Need TP for FIP
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REQUIRED DOCUMENTS 
1. PASSPORT APPLICATION:

DS-11: Initial passport information application for each applicant MUST BE COMPLETELY TYPED ONLINE – NO EXCEPTIONS! 

Please PRINT ONLY PAGES 5-6 and must have a 2D barcode on the top left corner. DO NOT SIGN THE APPLICATION! All applicants 

under the age of 16 must apply using a DS-11 with the submission of an Original birth certificate even if they already have a 

previous passport. 

DS-82: Renewal passport application (not applicable for children 15 & under or if your passport was issued before your 16th 

birthday). Application MUST BE COMPLETELY TYPED ONLINE. If you have been issued any type of passport previously, PLEASE 

BRING THE PASSPORT(s) WITH YOU. Please PRINT ONLY PAGES 5-6 and must have a 2D barcode on the top left corner. DO NOT 

SIGN THE APPLICATION!

2. IDENTIFICATION:  

Must have Sponsors CAC & Military DoD ID for dependents (16 & older) + 1 clear photocopy of each (front & back) for all IDs

3. PROVIDE “1” PROOF OF U.S. CITIZENSHIP: 

ORIGINAL “STATE ISSUED” Birth Certificate (Hospital issued, Souvenirs, Memorabilia's NOT ACCEPTABLE) or Birth Aboard cert 

and 1-copy  

ORIGINAL Passport, Naturalization Certification or Certification of Citizenship and 1-copy 

ATTENTION!! TEXAS & CALIFORNIA Birth Certificates that have the word “Abstract” or do not have the Institution of Birth 

(Hospital) listed are not acceptable.
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REQUIRED DOCUMENTS 
4. ORDERS:

Approved Command Sponsorship/Concurrent Travel: Initial PCS orders and any amendments to include Family Travel orders (with 

dependent names listed) and approved current travel authorized.

Individual service member or DOD Civilian: Funded Orders (PCS/TDY (1610)/TCS Orders or Memo In Lieu of Orders (MILO); DOD Civilian – 

Orders/DD Form 1614/1616 (Let us know if any of these travel orders cannot be obtained right away). 

5. ADDITONAL DOCUMENTATION (IF APPLICABLE):

If your name has changed: Provide Marriage Certificate, Divorce Decree, adoption paperwork, Legal Name Change documents 

(Court Order)  etc…. *Provide ORIGINALS of these documents and 1-copy of each

6. MINORS UNDER 16:

BOTH PARENTS MUST BE PRESENT! If one parent is not present with the child(ren) at the time of the appointment, an original 

notarized form DS-3053 from the absent parent consenting the passport issuance for the child is required and must include a 

photocopy of the absent parent’s valid photo ID (back & front) that was used for authentication. (See example of DS-3053 

attached) ***Please be advised that DS-3053s EXPIRE AFTER 90 DAYS of notary signature***
7. PREVIOUSLY ISSUED, LOST/STOLEN PASSPORT: 

 If you were previously issued a passport or it was lost/stolen, please complete a DS-64 to so that passport can be cancelled 
before we can apply for a new passport. (See example of DS-64 attached)

8. NON-U.S. CITIZENS: Call 253.967.2269 for information
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MOST COMMON MISTAKES
• . TYPED APPLICATION! It is a REQUIREMENT for ALL applications to be “TYPED” using the wizard link provided as that link will generate a barcode. DO 

NOT GOOGLE an application. Applications cannot be “edited” whatsoever. Even if you edit it via PDF (or any other application) and it looks different, 
the barcode (when scanned) will only pull the original information that was originally entered. 

• 2. MISSING DOCUMENTS: (Showing up to appointments regardless of missing documents): We service the military community, but we operate under 
the Department of the State (DoS) policies/regulations. No DA Form 4187, PoA, Memo from CMD, ETP (etc) is acceptable for any case. We absolutely 
have to have ORIGINAL documents in order to submit your passport application to the Department of State for processing. If you do not have the 
ORIGINAL birth certificate, birth abroad, marriage certificate, other required documents, then you must request it from the original source before you 
can be seen for an appointment. Absolutely no colored copy will suffice. If you applied for a Tourist passport, a lot of times they do not send your 
original documents back with the passport and may come in later. There is nothing we can do about this as our passport applications does not go 
through the Tourist processing center. You would either have to obtain a new original or wait for the original that was previously submitted to arrive. 
Again, we service our military community, but we strictly operate under DoS rules and each applicant must meet the minimum requirement.

• 3. NICKNAMES are listed in the “known by other names” section. Unless there is LEGAL DOCUMENTATION to a name change, please DO NOT list 
NICKNAMES. Any names listed in this section requires “ORIGINAL” LEGAL DOCUMENTATION for proof.

• 4. Names are not provided as stated on proof of citizenship:

 Names are misspelled, middle names or full names are not provided. Yes, the online application does not have an asterisk on middle name, but it is  
required if you have a middle name. Please do not forget this! If you have a long name, you will type as much characters as allowed.

 If your middle name is “David” but your birth certificate/passport states only “D,” your middle name needs to be stated as “D” (to match your proof of 
citizenship).

 If your name has a dash on your birth certificate, but your passport does not have a dash… provide your name exactly as it is printed on whichever 
proof of citizenship you submit.

5. PARENT INFORMATION: Misspelled parents name, missing parent names. Mother’s name AT BIRTH: 99% of the time, your mother’s maiden name is 
listed on your birth certificate; if for some reason it is not, please make sure you do list your mother’s name “at birth” regardless for her last name when 
have given birth. If both or one parent is listed on your birth certificate, it is a requirement that you list their name(s) as stated regardless if you ever knew 
them or not, raised you or not or like them or not. Parent(s) who passed away, if on your birth certificate…list them. Do not list your step parents unless 
they are on your birth certificate. 

JBLM SPECIAL ISSUANCE PASSPORT
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Step 1: Fill In Personal Information 
JBLM SPECIAL ISSUANCE PASSPORT

NOTE: If your middle name is 
listed your Birth Certificate, you 
are required to provide it on the 
application (even though the 
middle name does not have an * 
asterisk). Your name must match 
the way it is written on your 
proof of citizenship
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Step 2: Provide Your Address
JBLM SPECIAL ISSUANCE PASSPORT

NOTE: An address is required but your 
passport & documents will return to our 
office. Upon receipt, we will “email” you for 
pick-up.  You can also reply with your 
mailing address and we will ship it to you. 
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Step 3: Methods of Communication 
JBLM SPECIAL ISSUANCE PASSPORT

Provide your Military Email Address or your 
personal Email Address. 

Work or Personal telephone number IS 
REQUIRED for our application.
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Step 4: Travel Plans
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Step 5:Emergency Contact 
JBLM SPECIAL ISSUANCE PASSPORT

Provide information 
– of a person NOT 
travelling with you. 
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Step 6: DS-11 or DS-82
JBLM SPECIAL ISSUANCE PASSPORT

ATTENTION: If you are using your previous issued passport for proof of U.S. Citizenship, click 
“Passport Book”. If you are not using your passport book i.e. using your Birth Certificate, select 
“NONE”.

NOTE: When selecting Passport Book the form will change to a DS-82. Bring the passport and a copy of 
the passport bio page to your appointment. Passport must be issued on/after your 16th birthday and 
cannot be more than 15 years from the date of issuance. 
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Selecting Passport Book: DS 82
JBLM SPECIAL ISSUANCE PASSPORT

Be sure to copy information from your passport 
accurately. 

Passport number is located on the top right 
corner. 
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Step 7: Parent & Spouse’s Information
JBLM SPECIAL ISSUANCE PASSPORT

Provide your Parents 
Full Name exactly as 
printed on your birth 
certificate. 

Provide your Parents 
Date of Birth and/or 
Place of Birth. If you 
don’t know, check 
your Birth Certificate.

Note: Ensure that 
“Mother’s” last name 
is her birth name 
(maiden last name)
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Step 8: Other Names? 
JBLM SPECIAL ISSUANCE PASSPORT

List all other names you have “LEGALLY” 
used (Examples: Maiden name, Previous 
Marriage, Legal name change(s). 
Note: DO NOT LIST NICKNAME(s) unless 
it was a legal name that was changed, removed 
or added. Any name(s) listed in these boxes 
must be accompanied by an “ORIGINAL” legal 
document to suffice
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Step 9: Review 
JBLM SPECIAL ISSUANCE PASSPORT

This is your last chance to check for any 
mistakes. If you print with errors on the 
application, you will have to retype the entire 
application. 

One mistake (big/small) is a complete retype 
as the bar code provided with the application 
(when printed) will always revert back to the 
original content when scanned. 
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Step 10: Products and Fees 
JBLM SPECIAL ISSUANCE PASSPORT

Select “Passport Book”
YOU WILL NOT BE 
ASKED FOR ANY 

FORM OF PAYMENT 
AND YOU WILL NOT 

PAY ANYTHING 
REGARDLESS OF 

THIS SELECTION!!!
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Step 11: Submit Application
JBLM SPECIAL ISSUANCE PASSPORT

Check box “I have read and                  
acknowledge” 

Click “Create Form”
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Step 12: Print Procedures 

• Print ONLY pages 5 and 6.

• Print Single Side!  PRINT SINGLE SIDE!
              PRINT SINGLE SIDE!

• DO NOT SIGN THE APPLICATION!  

JBLM SPECIAL ISSUANCE PASSPORT
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DS 64: Statement Lost/Stolen
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DS 3053: Statement of Consent
JBLM SPECIAL ISSUANCE PASSPORT
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Questions?
Email:  
usarmy.jblm.imcom.list.dhr-mpd-passports@army.mil

JBLM SPECIAL ISSUANCE PASSPORT
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