Official Foreign Travel Checklist


Introduction:  This checklist is provided as a job aid to assist the traveler in completing all necessary tasks required for official foreign travel.  


___________________________________________________
Checklist:  Follow these steps when performing foreign travel (TDY or PCS)
	STEP
	ACTION
	COMPLETED

	1
	Go to the Department of Defense Foreign Clearance Guide (DoD FCG) website at:  https://www.fcg.pentagon.mil/.

Enter the name of the country you are visiting in the top center search space and click “go”.  Read all the requirements for visiting that country.


	

	2
	Determine the need for an Official, Diplomatic, and/or dependent(s) passport. You will find this in the DoD FCG. If you need a passport, follow the Passport Procedures checklist in enclosure (1).
a. If you do not need a passport, you may need military id and orders/NATO orders. For instructions on how to complete NATO orders, check the DoD FCG or Chapter 2 of the Personnel and Pay Procedures Manual (PPPM), PPCINST M1000.2A. This can be found at: http://www.uscg.mil/ppc/3pm.asp
Note: Passport applications take 4-6 weeks to process.
	

	3
	Determine if you need a visa to enter that country.  You will find this in the DoD FCG. If you do need a visa, follow the Visa Procedures checklist in enclosure (2). 
Note: Travelers must provide Commandant, International Affairs Office (CG-DCO-I) a minimum of 30 days to process a single visa.  If travelers require multiple visas, a minimum of 60 days is needed.     

	

	4
	Official Foreign Travel must be approved by Deputy Commandant of Operations (CG-DCO).  

Travelers shall do this by submitting an e-Foreign Travel Request, following all instructions on the CGPortal website:  https://cgportal.uscg.mil/lotus/myquickr/foreign-travel/rich-text

	

	5
	Notify your CSO of travel. They will brief you on any security-related concerns pertaining to travel to that country.

	


	STEP
	ACTION
	COMPLETED

	6
	Complete Mandatory Pre-Travel Training. Each country has required Force-Protection training mandates set by the DoD. In order to travel to a certain country, they must be completed. These requirements are found in the DoD FCG.


 Some examples include: Anti-terrorism/ Force Protection Training, Personnel Recovery Training, SERE Level B, and ISOPREP)
Note:  If ISOPREP form is required, it must be completed via SIPRNet. https://prmsglobal.prms.af.smil.mil/prms215/login/start.aspx.

	

	7
	Submit Country Clearance request. Any personnel conducting official foreign travel must request approval to enter the country from the DoD.  This must be submitted through the Aircraft and Personnel Automated Clearance System (APACS) via this website: 
https://apacs.dtic.mil/.
This will require you to create a log-in name/password. Once you set up your account, and you are inside the system, there is a training tutorial that will take you step by step through the process. 

In the APACS system, you will be required to enter your travel itinerary, passport information, and completion dates of mandatory training. 

**In certain countries, the U.S. State Department requires a USG employee to enter their travel information into a system known as “State Department e-country Clearance (eCC)”.  This electronic clearance system is interfaced with APACS (as of 12/2/10), so that if the U.S. State Department requires the traveler to enter their travel information into eCC, the traveler simply has to enter their information into APACS.**
Note: Country clearance submission deadlines vary from country to country.  DoD FCG provides the submission timelines. Many countries require APACS submissions 30 days in advance. 

	

	8
	Check the Department of State (DoS) International Travel information website prior to departure for general information and any travel alerts and/or warnings for that country. 

www.travel.state.gov.

	

	9
	Ensure you receive any necessary vaccinations or medicines before departure. The DoD FCG will list any mandatory DoD vaccinations. It is recommended you check the Center for Disease Control (CDC) website for any health warnings:  http://www.cdc.gov/

	

	STEP
	ACTION
	COMPLETED

	10
	If you will be receiving any gifts from any foreign entity while you are travelling officially, i.e. room/board, meals, airfare, or expensive items, etc., ensure you contact a member of CG-8 for acceptance approval beforehand. Check the below references for guidance:

a. Financial Resource Management Manual, COMDTINST M7100.3 (series)

b. Acceptance and Accounting for Special Projects and Other Gifts to the Coast Guard from Non-Federal Sources, COMDTINST 5760.14


	

	
	
	 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


No-Fee Official Passport Application Checklist


_______________________________________


Introduction:
This checklist is a job aid to assist the traveler in completing all necessary tasks required for a no-fee official passport (official, diplomatic, and dependent).



____________________________________________________

Checklist:
Follow these steps when applying for a no-fee official passport 

	STEP
	ACTION
	DATE

	1
	Determine need for official passport.  Check the Department of Defense Foreign Clearance Guide (DoD FCG).  https://www.fcg.pentagon.mil/
a. No-Fee Official Passport Needed? (See step 2)
                         ---or---
b. Military ID Card and TDY or NATO Orders
(Format for NATO orders can be found in the DoD FCG or Chapter 2 of the Personnel and Pay Procedures Manual, PPCINST M1000.2A.  This can be found at: http://www.uscg.mil/ppc/3pm.asp

	

	2

	If a No-Fee Official Passport required, determine which no-fee official passport application to complete (DS-11 or DS-82) by going to the State Department website: www.travel.state.gov
Applications can be found on this website.  
a. DS-11 Passport Application
 (application must be signed by a certified passport agent)

                                    ---or---

b. DS-82 Passport Application
*Applications can be typed or handwritten. Ensure consistency of ink & handwriting if completing by hand.


	

	3
	Complete a CG-4650 form. This form can be found at: https://cgportal.uscg.mil/lotus/myquickr/foreign-travel/approved-foreign-travel-library

	


	STEP
	ACTION
	DATE

	4


	Complete the Passport Application Package

DS-11 Passport Application Package must contain the following items:

a. Completed DS-11 application executed (signed) by certified passport agent.

b. Two passport size photos  (2” x 2”) in a collared shirt (no uniform, no CG gear, no sunglasses, etc)

c. Proper citizenship evidence (birth certificate, etc.)

d. Completed CG-4650 form

	

	4

(cont.)
	DS-82 Passport Application Package must contain the following items:

a. Completed DS-82 application

b. Two passport size photos (2” x 2”) in a collared shirt

 (no uniform, no CG gear, no sunglasses, etc)

c. Expired passport (if applicable)

      d.   Completed CG-4650 form
	

	5
	Mail or hand-carry passport application to Coast Guard Commandant, International Affairs Office (CG-DCO-I) for processing:

COMMANDANT (CG-DCO-I)

ATTN: PASSPORT DIVISION (T)

2100 2ND STREET SW STOP 7471

WASHINGTON DC 20593-7471

*Use of a DHS-approved commercial express carrier (ex: FedEx/UPS) is the preferred method of shipping.

Note: Passport applications take 4-6 weeks to process.
	


Visa Application Checklist

_______________________________________

Introduction:
This checklist is a job aid to assist the traveler in completing all necessary tasks to obtain a visa.  



____________________________________________________

Checklist:
Follow these steps when applying for a visa

	STEP
	ACTION
	DATE

	1
	Determine need for visa. 

 Check the Department of Defense Foreign Clearance Guide (DoD FCG).  https://www.fcg.pentagon.mil/
	

	2
	Verify your official passport has at least 6 months of validity remaining.  

*If passport will expire in 6 months or less,  you must apply for a new no-fee official passport before applying for a visa
	

	3
	If a visa is required: 
Complete CG-4650A “Request for No-Fee Visa Form”. Form can be found at: https://cgportal.uscg.mil/lotus/myquickr/foreign-travel/approved-foreign-travel-library

	

	4
	Visit the appropriate Country’s Embassy website. Read and complete the requirements for obtaining a visa. In addition, there may be other pertinent entrance requirements listed.

Download the appropriate visa application form, and include in the visa application package.
If you have any questions about the visa process and applicability, contact the passport and visa division. 

	

	5
	Visa application shall include:

a. CG-4650A, “Request for No-Fee Visa” Form

b. Country visa application 

c. Official Passport (Signed)

d. Any other documents required by that country. (This may include photos and immunization records)


	

	STEP
	ACTION
	DATE

	6
	Mail or hand carry visa application package to Coast Guard International Affairs Office (CG-DCO-I) for processing:

COMMANDANT (CG-DCO-I)

ATTN: PASSPORT DIVISION (T) 

2100 2ND STREET SW STOP 7471

WASHINGTON DC 20593-7471

*Use of DHS approved commercial express carrier (FedEx/UPS) is the preferred method of shipping.
	

	Note: Travelers must provide Commandant, International Affairs Office (CG-DCO-I) a minimum of 30 days to process a single visa.  If travelers require multiple visas, a minimum of 60 days is needed.     
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