
Standard Operating Procedure  
Application for U.S. Passport In-Person (DS-11)  

 
Before proceeding, please ensure that you have installed Adobe 
Write/Reader. This will enable you to open the passport 
application document. 
 

1. What to know before you apply: 
 
Travelers who meet the requirements below are eligible to apply 
for an official passport with the form DS-11 (Application for U.S. 
Passport In-Person), if using: 

• Current SF-50 (Personnel Action). [For term employees 
only]  

• An approved Concur or Sponsor flight itinerary. [For 
expedited purposes only]  
 
 

2. Official Passport Action Request form OPAR-B: 
 
Travelers must complete sections A through H of form OPAR-B to 
obtain a new or renewal of an official passport.  NOTE: The 
completed fillable pdf form is used to initiate the passport request 
in FAS-ITS’ system. The pdf must be uploaded into the AFMCSP 
(Administrative and Financial Management Customer Service 
Portal) system to proceed with the application process. 

 



 
 
 
 
 



3. How To Apply For A Passport: 
 

To begin the process, State Department has provided a link to 
complete an online application.  
 

a. Select the link below. 
 

https://pptform.state.gov/?Submit2=Complete+Online+%26+Pri
nt 
 

b. Scroll down on the left side of the screen and select the box, 
acknowledging that you have read the privacy and computer 
fraud and abuse acts notices and disclaimers. Then [Select] 
SUBMIT.  

 
 

 
 
 
 
 
 

https://pptform.state.gov/?Submit2=Complete+Online+%26+Print
https://pptform.state.gov/?Submit2=Complete+Online+%26+Print


 
c. Under Apply Online [Select] SUBMIT 

 
 

 
 

d. Now, you can begin completing the form DS-11. [Select] 
NEXT at the bottom of each screen.  Note: Do not enter 
Doctor or Dr. on the form. Only enter your legal name. 

 
e. The Foreign Agricultural Service-International Travel Section 

is the agency liaison for processing passports. To indicate 
“Where should the passport be mailed?”  The mailing 
address below MUST be entered to allow the passport to be 
sent back to FAS-ITS:   
                                                                                                 
Street Address/RFD#, P.O. Box, or URB:  1400 Independence 
Ave. S.W.,  
Street Address 2:  Room 1069 South Bldg. 
City:  Washington    Country:  United Stated 
State:  DC     Zip Code:  20250  
In Care Of:  FAS International Travel Section 



f. The system will then ask another question: Is This Your 
Permanent Address?  [Select] NO. The page will then refresh 
and allow you to enter your permanent (residence) address.    
 

 

 

 
*DO NOT LEAVE THE “TRAVEL PLANS” SECTION BLANK. THIS 

SECTION MUST BE COMPLETED* 
 
 

g. Once you have completed form DS-11, a passport 
application review screen will display. Ensure that all items 



are reviewed by scrolling down to the bottom of the screen. 
When completed, [Select] NEXT.   

 

 

 
 
 
 
 
 
 



h. Agency passports are “no fee.” However, to continue in 
completing the application process, [Select] PASSPORT 
BOOK FEE, then [Select] NEXT.  

  

 
 

i. Scroll to the bottom of the screen and check the disclaimers 
that you have read and acknowledged the steps and 
information contained above.  

 

 
 
 



j. Then [Select] CREATE FORM. Note: The application will open 
into a pdf document.   

 
k. Print document as single-sided (2 pages).  

 
Note: The U.S. Department of State will only accept single- 
sided applications created online. Handwritten forms are no 
longer accepted. 
 
l. State Department requires that photos be taken within the 

past 6-months showing current appearance, passport type 
photos, approximately 2” x 2”, clear with either a white or 
off-white background.  Color photos only, do not wear a hat 
or anything that covers the face, nor sleeveless attire.  Face 
forward, no side shots, no profiles, no smiling; the photos 
must be defect free (no staple holes, etc.).  Homemade 
digital photographs are not acceptable.   

 
Note: If a term employee, State Department requires that 
travelers submit a most recent SF-50 (Personnel Action) with the 
application package. If the pdf document is changed, the 
information will not match what State Department was provided 
online. Also, do not use white-out or ink to correct the pdf 
document, nor can the PDF be reused for future travelers. This 
will prolong the application process and the application will be 
returned to FAS-ITS.  
 
Who should receive my application package? 
 

1. The headquarters Financial Management and Agreements 
Division-Travel Office (FMAD-Travel) must receive the 
following items for review and passport processing: 
 



• Current SF-50 (Personnel Action). [For term employees 
only]  

• An approved Concur or Sponsor flight itinerary. [For 
expedited purposes only] 

• A completed Official Passport Action Request Form 
(OPAR-B) [uploaded into the Portal system] 

 
*Processing time for a new official or renewal passport takes up 
to 45-days (4 – 6 weeks). For expediting purposes, an approved 
flight itinerary must accompany the passport application package 
and State Department will expedite the new official passport. 
 

2. FMAD-Travel will submit information obtained from the 
OPAR-B form to FAS-ITS to obtain an Agency memorandum. 
 

3. Once the Agency memorandum is obtained from FAS-ITS, 
FMAD-Travel will upload into the Portal system.  
 

4. Traveler will use the following to apply in-person before a 
passport agent at their local post office or courthouse: 
 

• Agency memorandum 
• Two (2) current passport photos 
• Valid Driver’s license with address matching the 

application, or 
• Birth Certificate, or Naturalization Certificate 

5. The local post office or courthouse will adjudicate the 
passport application documentation and forward to State 
Department’s Special Issuance Agency (SIA) for processing. 
 

6. Once State Department receives the application package in a 
sealed envelope, they will scan the application using the 



barcode displayed at the top of the form. This will allow 
State to find the applicant’s information in their system. 

 
7. State Department will return the new official passport to 

FAS-ITS, once the passport is issued. The new official 
passport will be sent to FMAD-Travel once FAS-ITS 
documents receipt in their system.  

 
 


