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1. Situation. The missions inherent to the 15th Marine Expeditionary
Unit (MEU) require its leadership personnel and those personnel in key
billets to have the flexibility of world-wide travel in restricted
access countries. Limited resources have resulted in restrictions on
the amount of passports issued by the Department of State via the Camp
Pendleton Passport Office.

2. Mission. Effective immediately, this command will identify
personnel “by-name” requiring an official passport and submit the by~

name roster to the Camp Pendleton Passport Office in order to ensure
the flexibility of world-wide travel to restricted access areas.

3. Execution

a. Commander’s Intent and Concept of Operations

(1) Commander’s Intent. The 15th MEU will effectively manage
its resources and balance them with mission requirements in order to
identify personnel requiring official passports in a timely manner.

(2) Concept of Operations

(a) Officers-in-Charge (0OIC). Command Element OICs will
identify personnel by name and by billet requiring official passports
to the Adjutant. These personnel should be those personnel that
compose advance parties, planning conferences overseas, and liaison
personnel. This list shall be reviewed on a monthly basis for
accuracy before submission. When section personnel have received the
official passport, ensure the Marine or Sailor reports the receipt of
the passport, as well as the passport number and expiration date, to
the Adjutant.

(b) Adjutant. Compile section by-name submissions and
submit the consolidated roster to the Camp Pendleton Passport Office
on a monthly basis. Maintain a roster of personnel who have obtained
passports while a member of the 15th MEU and upon the end of tour with
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the command, collect the official passport and submit it to
Headquarters U.S. Marine Corps (ARDE) in accordance with reference (a).
Collect official passports for personnel who did not receive them from
the Camp Pendleton Passport Office while a member of the 15th MEU upon
their end of active service (EAS) or resignation.

(c) Executive Officer. Review the passport roster on a
monthly basis in order to ensure the limited resources this command
has with respect to official passports are used in the most optimum
manner.

(d) Major Subordinate Elements (MSE). MSE Commanders will
ensure a similar program is implemented in their respective commands.

4. Administration and Logistics. Official/No-fee Passports are for
OFFICIAL BUSINESS ONLY. The traveler must be traveling on official
government orders to a destination that requires a passport to enter
the country. OFFICIAL PASSPORTS ARE NOT FOR LEISURE TRAVEL. Passport
applications will be submitted to the Camp Pendleton Passport Office
in 22 Area (building 2263). Applicants should call for an appointment.
Walk-ins are accepted, however, it is highly recommended to call ahead
to check on the availability of the Passport Agent. Turnaround time
for a passport is four (4) to six (6) weeks. The passport office will
have a by-name roster for personnel in the 15th MEU. However, should
a Marine or Sailor need their official/no-fee passport to execute
temporary additional duty (TAD) or Permanent Change of Station (PCS),
a copy of those orders will replace the by-name roster requirement for
submission.

a. The below documents are required when applying for a passport.
All items should be delivered at the same time.

(1) Passport Application. DS-11 (first time application of
official/no-fee passport) or DS-82 (renewal of official/no-fee
passport). These forms have to be typed.

(2) Applicatioﬁ for Official/No-fee Passport. The DD Form
1056 must be typed and have the original signature of the Adjutant or
the Administrative Chief in blue ink.

(3) Proof of Citizenship must accompany the official/no-fee
application package. The submission cannot be processed without one
of the below to verify U.S. citizenship (only one is required):

(a) Original Birth Certificate (must have embossed/raised
seal, signature of registrar, file number, and file date. ©No copies
or hospital certificated may be used. '

(b) Previous passport (tourist or official/no-fee).

(c) Original naturalization certificate for naturalized
citizens.
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(4) Military Identification (ID) Copy. The copy should
contain the front and back of the ID and the face should be visible.

(5) Two Passport Photos. Photos can be taken free of charge
at the Camp Pendleton Base Combat Camera in 22 Area (building 2238).
Call for an appointment. Photos can also be taken out in town for a
non-reimbursable fee.

b. Expedite Letter. An expedite letter is required if an
Official/No-fee Passport is required in less than 4 weeks from
submission. The Adjutant or Administrative Chief will create one if
the command requires an expedited passport. Failure of a Marine or
Sailor to submit for an Official/No-fee Passport due to improper
planning will not result in an expedite letter being generated. A
submission of an expedite letter does not guarantee the arrival of the
passport before the Marine or Sailor’s departure date. The arrival is
subject to the schedule of the Department of State.

c. Lost Passports. Any Marine or Sailor who finds they have had
their passport lost or stolen, will notify the Adjutant immediately
for tracking purposes. If the Marine or Sailor is not currently
applying for a new passport, the Statement Regarding a Lost or Stolen
Passport (DS-64) and send the form to the address found on the DS-64.
If the Marine of Sailor is applying for a new passport, the DS-64 will
accompany the new passport application package to the Camp Pendleton
Passport Officer.

5. Command and Signal

a. Command. This policy letter is applicable to all 15th MEU
personnel.

b. Signal. This policy letter is effective the d signed.

s .0

S. D. CAMPBELL

DISTRIBUTION: A



