How to apply for a “Passport by Mail”, (DS-82):

Step 1:  You may apply for a “Passport by Mail”, (DS-82) if your most recent U.S. Passport was issued within the last 15 years and: 

· Is undamaged and can be submitted with your application; and

· Was issued when you were age 16 or older; and

· Was issued in your current name or you can legally document your name change.

Step 2: You will submit the following documents to the NOAA Travel Office (NTO) for processing: 

UNTIL FURTHER NOTICE PLEASE DO THE FOLLOWING FIRST: 

Please send me an email to Tiffany.Y.Gaymon@noaa.gov before sending application Package. Please also add email to Package Notification for Tracking Purposes. 

NEW TEMPORARY MAILING ADDRESS FOR FOREIGN TRAVEL PACKAGES
NOAA/OCFO/FPCD

Attn: Tiffany Gaymon

1315 East West Highway, Bldg SSMC3

Silver Spring, MD 20910

· Foreign Travel Checklist Must include the Line Office Accounting Codes for Payment of Application process.
· DS-82 completed on-line and printed on one-sided sheets of paper and must be signed 
and dated. When completing the on-line application, please select passport book as the type of passport you are applying for and when asked for payment, select next and continue. Applicant does not pay when completing the on-line application. Mailing Address Line 2 put “DOC/NOAA”
· Passport Letter (Plain Paper. Do not adjust any information on Letter. Make sure purpose is explained (no blanks) and add expedite justification if trip under 6 weeks)
· Expired/Expiring Official Passport or Personal Passport may be used if do not have an official. Expired passports can be used up to 15 years from the expiration date. If passport expires after 15 years; must apply using a DS-11 and Certified Birth Certificate (raised seal) or other forms of proof of citizenship. 
· Photos (2-2”x2” photos with plain white background; must have been taken in the past month. DO NOT SUBMIT OLD PHOTOS)
· Counter Threat Awareness Training (CTAT) or HTSOS if valid (good for 6 years).
· Travel Authorization (required under Travel Advisory 21-5)
· Itinerary Needed if expedite is required (Can use TA)
· UPS or Fed-Ex Return Label (add my email under tracking)
· This will help me be alerted when the State Dept. issues the new passport at this time they prefer sending new officials via mail this way. 
Step 3:  The NTO will submit your passport package to the Department of State (DOS).  It will take approximately 4-6 weeks to process an official passport.  Once the passport is processed, the DOS will return the passport back to the NTO. Lead times during Covid-19 restrictions, up to 6 weeks for expedite and 12 weeks for routine. We will be treating all applications as expedite per longer lead times.
Step 4:  It is very important that when the traveler (depending on who is receiving the passports) provides me with the new passport information once they receive it. To do this I would need a scan copy of the passport date page via kiteworks.

