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2.1. Title 22 United States Code (U.S.C.) § 211.A. 

2.2. Title 22 U.S.C. § 213. 

2.3. Title 22 Code of Federal Regulations (C.F.R.) 51.21. 

2.4. Title 22 C.F.R. 51.3.(b), 
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5.6. A Field Office Principal is either a Field Office Director (FOD), Regional Director, Facility 
Security Manager, Special Agent in Charge (SAC), Resident Agent in Charge (RAC) or 
Field Intelligence Unit Director. 
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8.1. New Passport Issuance (See Appendix A for additional guidance.): 
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2) If the passport applicant was issued a personal, diplomatic, or official U.S. passport 
within the past 15 years and after the applicant was 16 years old, the applicant must follow 
the procedures for renewal shown below in Section 8.2. 
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5) If the applicant advises that the passport agent at the local execution office will not return 
the package after signing it, the supervisor must inform the field office POC. The POC will 
then request the FAMS Form 1650 by faxing a copy of the supervisor's requesting 
correspondence to the attention of the FMAS Passport Section. 
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8) The FAMS Passport Section will attach a completed FAMS Form 1650 and send all 
appropriate forms to DOS passport officials. 

8.2. Official Passport Renewal (See Appendix B for additional guidance.): 
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4) The designated field office POC should send, by overnight delivery, the completed 
application (and required attachments), the signed correspondence, and the expiring official 
passport to the address shown above in Section 8.1(7). 
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1) If a passport was issued with data errors, it must be returned to DOS via the FAMS 
Passport Section. The passport holder must complete form IBS-5504, Passport Re-
Application Form, if the error is detected more than 15 days after the issuance of the 
passport (see Section 8.3(4) below}). 
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1) If the name change occurred more than 1 year from the date of original passport issuance, 
the passport holder must perform the steps outline above in Sections 8.1 or 8.2. 

2) If the name change occurred within 1 year from the date of original passport issuance, 
the passport holder must complete Form DS-5504, "Passport Re-Application Form", 
provide 2 new passport photographs, and produce evidence of name change, such as a court 
order of name change or marriage/divorce decree. 

r a r a s . a • 1 / !a r 1, a: 

. • i '. R : . a _. .l `a:. _ r . .. ~ r a',. 1 1, ', ,. • i , ',. : 

REL0000021432 



SUPERSEDED BY ICE DRECTVE NO. 1016.2 ON 4/14/2011 
7 

3) To request a replacement official passport after it has been lost, stolen or destroyed, the 
passport holder must complete Forms DS- 11 and DS-64, Statement Regarding Lost or Stolen 
Passport. 
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8.7. Cessation of Employment with ICE 
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9.1. Appendix A. FADS Form 1650, Request for Official Passport Action. 
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Washington, D.C. 20520 

MEMORANDUM 
February 13, 2007 

TO: All Administrative Offices 
All U.S. Government Agencies 

—, f  v 

FROM: BattheFl. Stewa1rt 
Chief, Official Travel Branch 
Special Issuance Agency 

I would like to request that all government agencies submit, ill writing to the Special 

Issuance Agency (Official Travel Branch), an updated listing of personnel handling 

passport matters for your agency. It is further requested that this be done annually or 

immediately upon changes of personnel within your agency performing these duties. A 

delay in providing this information may cause a delay ill the issuance of official passports 

to employees of your agency. 

The list should include the following: 

A. The names. phone numbers, and e-mail addresses of individuals who are passport 

agents for your agency. These individuals must have attended passport agents 

training here at the Special Issuance Agency before executing passport 

applications. 

H. 'l'he names. phone numbers. and e-mail addresses of the individuals who are 

authorized to sign authorization letters requesting the issuance of official 

passports for employees of your agency. Also, please provide this office with 

your complete mailing address. (We suggest a primary and two backup contacts 

only.) 

C. 'l'he names, phone numbers, and e-mail addresses of individuals who can inquire 

as to the status of any application for an official passport by telephone, e-mail, or 

in person on behalfof your agency. (WVe suggest a primary and two backup 

contacts only.) 

I). A list of employees/couriers who are authorized to deliver applications and pick 

up passports. correspondence, etc., from this office for your agency. If listing a 

courier service, please include name of company, phone number, and address of 

courier service. 

Your continued cooperation is appreciated. 
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U.S. Immigration 
and Customs 
Enos-cement 

G 

Director,1 1
LI $I 1

Dear Ms. Stewart: 

'I'llis office respectfially requests your assistance in obtaining an Official Passport for a Department of 

Homeland Security (DHS) employee. The Officer will be traveling to on 

for ' : ' : F! : ' ! ; ` , on official government business. 

OHS EMPLOYEE 

Please contact L at if you have any 

questions or concerns with this request. 

Sincerely, 
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This office respectfully requests your assistance in witnessing the enclosed DS- I I for a Department 

of Homeland Security (DHS) employee. This application is for a no-fee OFFICIAL government passport 

that will be used by the DHS ICE employee to travel on official government business to several DHS ICE 

offices overseas, with the DHS ICE office located in Washington, DC. 

Please witness and seal the DS•I I for the DHS employee: 

aware of the fee for this service. 

. The DHS officer is 

Once the application has been witnessed and signed by your office and the DI-IS officer, please 

forward the application to this office via FEDEX or U S Post Oilice l xpress Mail ONLY (at the expense 

of the DHS officer). 

ADDRESS: 

Please contact me at above number if further information is required for this action. 

Sincerely, 
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