Expedite Passports  
PLEASE FOLLOW INSTRUCTIONS EXPLICITLY OR WE WILL HAVE TO RE-SCHEDULE FOR ANOTHER TIME
· These items are required in addition to your passport application, photos, etc.
· Please use the Expedite Memo Template
· Requests to expedite a special issuance passport application must include a detailed justification explaining the urgency of the request.  The request must be signed by a commander or chief of staff within the chain of command at the level of general officer (O-7 or higher) or a member of the Senior Executive Service (SES) and must contain the following:
· Applicant Name, DOB, Title, Grade
· Destination(s)
· Dates of Departure and Return
· Purpose of Trip
· A detailed justification explaining the need for urgent processing
· Point of Contact Information


Checklist of required items for an expedited passport:
· Signed Expedite Memo by the first O-7 in your command
· Finalized travel orders
· Flight itinerary


You must demonstrate bona-fide travel, or your request will be denied. Please allow for a 2–3-week turnaround, pending Ft. Belvoir’s approval.



