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Congratulations on your new position with the Civilian Expeditionary Workforce, and welcome! 

Getting your Official Passport is one of the most time-consuming tasks of the on-boarding process.  Please complete the steps below as soon as possible, so you can join your new team quickly.

In order to participate in the Civilian Expeditionary Workforce program, you must have an Official passport.  This passport has a reddish cover and is different from tourist and diplomatic passports.
These instructions document the process of applying for a new passport, which includes scheduling an appointment at a local passport office and providing the necessary forms and identification papers.  Your CEW processor will be working with you closely to expedite this process.
1. Schedule an appointment at your local passport office.
a. A link to find office locations is http://iadfdb.travel.state.gov/. 
b. E-mail your CEW processor with the date and time of the scheduled appointment.  

2. Bring the following with you to your passport appointment.
a. The Expedite Memo sent to you by the CEW office via FedEx.
b. Completed, unsigned DS-11 form that you completed with your CEW processor.
i. Do not sign this form until you are in the presence of the passport agent.
ii. In Block 19 (Date of Trip), enter the date provided to you by your CEW processor.  That date will also be printed in the Expedite Memo.
c. Two (2) passport photos.
i. The State Department has issued specific guidelines for passport photos.  It is recommended that you have your photos taken at a photo store/service that advertises passport photos (such as CVS, Walgreens, or Rite Aid).
ii. See guidelines below if you choose to take your own photos.
d. Completed DD-1056 Form, which was sent to you by your CEW processor.
e. Evidence of U.S. Citizenship.  You must provide one of the following documents[footnoteRef:1] [1:  Refer to http://www.travel.state.gov/passport/get/first/first_830.html#step3first for clarification of citizenship proof and identification documents.] 

i. Previously issued, undamaged U.S. passport
ii. Certified birth certificate, issued by the city, county, or state
iii. Consular Report of Birth Abroad or Certification of Birth
iv. Naturalization Certificate or Certificate of Citizenship.
f. Primary identification.  You must provide one of the following:
i. Previously issued, undamaged U.S. passport
ii. Naturalization Certificate
iii. Valid driver’s license
iv. Current government ID (city, state, or federal)
v. Current military ID (military and dependents)

3. Ship the passport documents to your CEW processor.
a. The passport agent will place your documents into a sealed envelope and return the envelope to you.
b. Your CEW processor will e-mail you a FedEx account number and reference number.
c. Check the FedEx Priority Overnight box on the envelope.
d. Ship the envelope to your CEW processor, at the Civilian Expeditionary Workforce Program, 4800 Mark Center Drive, Suite 06G18, Alexandria VA  22311-1100.


Your CEW processor will return your identification documents/items to you once your new passport is processed.





















Passport Photo Guidelines

Using a passport photo service ensures that the picture will meet Department of State requirements.  If you choose to have the pictures taken by someone else, then you must follow these guidelines:
· The picture must be 2 in x 2 in in size, and on a white background.
· It must be centered, with at least ½ inch of space between the top of your head and the top edge of the photo.
· It must have been taken within the last 6 months.
· It must resemble you.
· You must have proper attire (nothing offensive, no uniform, no cleavage, no hats unless part of religious attire that is worn daily)
· No shaded or dark glasses, unless required for medical reasons.
· Do not smile.
· Your ears must be visible.
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