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Our Mission

It is the Mission of Passport Day in the USA to reach out to
U.S. citizens across the United States with an annual,
nationally coordinated event that provides convenient and
valuable passport services to our customers.

The first Passport Day in the USA was held in March of 2009. The resounding
success of that event served to highlight the public service your facility
provides every day. All of our passport agencies and more than 1,400
acceptance facilities came together last year and accepted nearly 65,000
passport applications. This year we challenge ourselves to exceed the already
outstanding efforts of 2010. We encourage all acceptance facilities around the
country to take part by hosting a Passport Day in the USA event in their
community on April 9. Please join us in welcoming the participation of our
newest passport agencies in Buffalo, Vermont, El Paso, and San Diego.

Energize Your Staff,
Engage Your Community,
and

Join Us for

Passport Day in the USA 2011




Passport Day in the USA 2011
Saturday, April 9t

What is Passport Day in the USA?

On April 9, 2011 passport acceptance facilities and regional passport agencies across the
United States will be open to the public for extended Saturday hours.

What should my facility do on this day?

Help us make Passport Day in the USA 2011 a special occasion across the United States by
hosting a passport event in your community! We challenge you to make your event unique
- hang balloons outside your facility, dress up in your favorite travel outfit, request the
presence of local government and community leaders. After the event, we hope to see
pictures of the special touches that made your facility’s event a success.

How should I prepare for Passport Day in the USA?

The more services we can offer all over the country, the better, so ensure that your facility
is properly staffed for Passport Day in the USA. If you have hosted passport fairs before,
stick to what you know works. If this is your first passport fair or your first event outside
of normal business hours, here are a few tips:

e Be prepared for crowds. They may not last throughout the entire day, but because
many people work Monday-Friday, extra weekend hours often bring a crowd.

e C(reate time-saving strategies that will cater to customers applying at your facility.
Have staff members available to answer passport questions in addition to those who
are accepting passport applications. If you have a lobby or waiting area in your
facility, have a few staff members available to look over the applications of waiting
customers. These staff members can also provide passport forms and pens to
customers who need to complete an application. “Screening” strategies like these
will not only engage your customers, but ensure that applications are filled out
completely and correctly, increasing the number of applications your facility is able
to accept and ensuring a smooth application process for your customers.

e Publicize your event! Within this kit, you'll find a checklist titled, ‘Things to
Remember When Hosting a Passport Event”. One of the most important reminders
on this list is to send out a press release to your local media. We have provided a
Passport Day in the USA sample press release, information handouts, and event




flyers for your use. If distributed appropriately, each of these will help you get the
word out to your community and drum up business the day of your event.

e Designate a facility spokesperson that is prepared to speak with the media. He or
she should be ready to answer questions about Passport Day in the USA and provide
general passport information. Even if you do not plan to invite the media to your
event, a good old-fashion crowd is often enough to draw the curiosity of a reporter,
so make sure you're ready!

e Give your customers a head start with passport photos by creating a list of the
establishments nearest you that offer passport photo services. Better yet, include
directions from your facility to those establishments, so customers in need can get
their passport photos quickly and return to you with a complete application.

How will people know about Passport Day in the USA 2011?

Let your community know ahead of time! Inside this kit you will find a press release that
should be submitted to the local media in your area 5-7 days before the event. You will also
find an event flyer that can be distributed to the public prior to the event, hung up around
town or posted on your website. We encourage you to set up interviews with local media
sources prior to the event to encourage media coverage the day of the event.

In addition, the Department of State will publicize this Passport Day in the USA nationally.
Soon, the Department’s travel website, Travel.State.Gov, will announce the event and
provide visitors with a list of all participating acceptance facilities, so remember to let your
Customer Service Manager know if you plan to host an event on April 9th. We have also
invited the United States Postal Service and the Department of Homeland Security to assist
in national advertising efforts for Passport Day in the USA 2011.

Should we execute applications differently on Passport Day in the USA
20112

No. Your facility should execute passport applications the same way as usual. Follow the
same internal controls, fee schedule and mailing procedures as any other day.

Are there specific hours during which my facility should be open?

Official event hours are 10:00 am to 3:00 pm. If your facility cannot accommodate these
hours or wishes to be open for a longer period of time, be sure to notify your community
and local media appropriately. Our passport agencies will be open from 10:00am to 3:00
pm. When contacting your Customer Service Manager to report your facility’s participation,




be sure to include your facility name, address, contact number, and the hours during which
your event will take place.

Can we hold our Passport Day in the USA event off-site?

To ensure the integrity of the acceptance process and the security of the passport
applications that are accepted, you should not accept passport applications off-site.

When will people who apply on Passport Day in the USA receive their
passport book or card in the mail?

Applications accepted on Passport Day in the USA will receive the same processing as
application accepted on any other day. As of March 34, we are processing routine
applications in approximately 4 - 6 weeks from the time of application and expedited
applications, which include overnight delivery to and from the passport agency, in about
2-3 weeks door-to-door. Refer your customers to Travel.State.Gov for more information
about the current processing times.

What is included in this Event Kit?

This kit has been created to help your facility prepare for Passport Day in the USA 2011, as
well as future passport fairs or outreach events. We have provided sample documents and
templates that can be printed and distributed by your facility as resources allow.

e Passport Day in the USA press release
O To submit to local media 5-7 days before the event
e Passport Day in the USA event flyer
0 For local distribution - pass out around town, post online, etc.
e Passport Day in the USA Postcard
0 For alocal mailing, to pass out to individuals or to local businesses, etc.
e Passport Day in the USA Sticker Templates
0 To be handed out to customers, worn as name tags, used for outreach, etc.
e Things to Remember When Hosting a Passport Event Checklist
0 Foryour internal reference only
e Passport Book & Passport Card Comparison Information Sheet
0 Additional handout for use prior to or on the day of the event
e Passport Information Brochure Template
0 Additional handout for use prior to or on the day of the event




How can we report the success of our facility’s April 9th event?

Passport Day in the USA is an annual event. We look forward to recording and reporting
each year’s accomplishments, as well as compiling best practices and event pictures for use
in subsequent years. Your Customer Service Manager will be reaching out to you by email
to advise you what information would be helpful to report following your event (i.e. how
many people attended, how many applications were accepted, most successful aspect of the
day, etc.). We look forward to hearing about your facility’s success and implementing
lessons learned in Passport Days to come.

Will other acceptance facilities in my area be participating?

Absolutely! The goal of Passport Day in the USA is to offer passport services in as many
locations as possible. The Passport Day in the USA webpage on Travel.State.Gov will go live
in the near future, allowing the public as well as other acceptance facilities to see who in
their community is hosting a passport event on Passport Day in the USA.

Can we combine our Passport Day USA event with another facility?

As stated above, the goal of Passport Day in the USA is to offer passport services in as many
locations as possible. For this reason, we ask that your facility conduct its own, individual
passport fair, even if other passport events are taking place in your community on that day.




SAMPLE

NEWS
FOR IMMEDIATE RELEASE

(Date of Release)

PASSPORT DAY IN THE USA - APRIL 9, 2011

Press Contact:

(Name of Your Designated Press Contact),
(Title of Contact),

(Name of Contact Organization),

Tel: XXX-XXX-XXXX

The (Your Facility Name) is hosting a special passport event in (Your City), (Your State) on
Saturday, April 9, 2011 from 10:00 am until 3:00 pm to provide passport information to U.S.
citizens and to accept passport applications. The (Your Facility Name) is joining the
Department of State in celebrating Passport Day in the USA 2011, a national passport
acceptance and outreach event.

U.S. citizens must present a valid passport book when entering or re-entering the United States
by air. U.S. citizens entering the United States from Canada, Mexico, the Caribbean and
Bermuda at land borders and sea ports of entry must present a passport book, passport card, or
other travel documents approved by the U.S. government.

Information on the cost and how to apply for a U.S. passport is available at travel.state.gov.
U.S. citizens may also obtain passport information by phone, in English and Spanish, by
calling the National Passport Information Center toll-free at 1-877-487-2778.

Event: Passport Day in the USA 2011
Date: Saturday, April 9, 2011
Time: 10:00 am — 3:00 pm
Where: (Name of your facility)
(Street Address)

(City, State, Zip Code)

HHH


http://www.travel.state.gov/

Planning to travel outside of the United States?

First, plan to get your passport!

Will your next vacation or business trip take you outside of the United States? No matter

where you go, a U.S. passport will get you back home.

To learn more about travel requirements for U.S. citizens or to apply for your U.S. passport

please join us for...

Passport Day
in the USA 2011

April 9, 2011
10:00 am until 3:00 pm (Your Event Hours)

(Your Acceptance Facility Name)
(Facility Street Address)
(City, State, Zip Code)

For passport information, fees, and forms, please visit Travel.State. Gov




Planning to travel outside of the United States?
First, plan to get your passport! To learn more about travel requirements for

U.S. citizens or to apply for your U.S. passport please join us for...

Passport Day
in the USA 2011

10:00 am until 3:00 pm

(Your Agency Name)
(Agency Street Address)
(City, State, Zip Code)

For passport information, fees, and forms, please visit travel.state.gov




Passport Day in the USA 2011
Things to Remember When Hosting a Passport Event

v

Register your facility for Passport Day in the USA
- E-mail your facility’s name, address and phone number (optional) as well as your planned
hours of operation on Passport Day in the USA to your Customer Service Manager(s).

Plan to have your facility fully operational on Saturday, April 9

- Make the necessary arrangements to ensure that both your staff and the public will be able to
gain access to your facility outside of normal business hours.

— Ensure the facility is fully operational (air conditioning, heating, etc.)

Create a plan for the day

- Create an event plan that will help your facility manage crowds and effectively utilize staff

- Be sure that your event plan is in accordance with all internal controls and security procedures
outlined in the most recent edition of the Passport Agents Reference Guide (PARG)

Assemble your event staff
- Be sure that the event plan is clearly communicated to your staff so they are prepared to assist
customers during the event

Submit a Press Release to local media 5-7 days before the event
— Be sure to insert your facility’s information on the sample press release before sending

— Encourage local newspapers, radio stations and television stations to join you for the event on
April 9th

Distribute informational handouts and event flyers around your community (and in

your facility)

— Remember, you want to ensure that your community is aware and enthusiastic about your April
9th event, but you should also ensure that customers are informed about the application process
so that they can take part in the event. Keep customers from appearing at your facility with
incomplete applications, missing photos, etc. by providing application information and a
reference to the Department’s website, Travel.State.gov, on your event handouts and your
facility’s website.

Organize supplies for the event

— Ifyour facility plans to hand out Passport Day in the USA stickers, information handouts,
brochures, etc. be sure to prepare them in advance

— Be sure that your facility has enough passport forms and writing utensils to serve your
customers

— Prepare any local items that you would like to distribute on the day of the event (list of nearby
places to obtain passport photos, money orders, etc.)

- Create any temporary signage you may need to direct customers on the day of the event

v Open your doors on Saturday, April 9th and have a great time!




U.S. PASSPORT BOOK

PASSPORT

United States
of America

Valid for international travel by air, sea
or land.

Validity:
e 10 years for adults
e 5years for minors under age 16

Size:
5" x 3%" (when closed)

Cost for First Time Applicants:
e $135for adults
e $105 for minors under age 16

Cost for U.S. Passport Book Renewal:
e $110 for adults

TRAVEL DOCUMENTS FOR U.S. CITIZENS

Apply for one or both, it's your choice.

U.S. PASSPORT CARD

Valid when entering the United States
from Canada, Mexico, the Caribbean
and Bermuda at land border crossings
or sea ports-of-entry. Not valid for
international travel by air.

Validity:
e 10 years for adults
e 5Syears for minors under age 16

Size:
Wallet size

Cost for First Time Applicants:
e $55 for adults
e $40 for minors under age 16

Cost for U.S. Passport Card Renewal:
e $30 for adults

Cost for First Time Applicants When Applying For Both:
Adults: $165
Minors: $120

For additional passport information please visit our website, Travel.State.Gov.



http://www.travel.state.gov/

el 2011 de marzo

PASAPORTE ESTADOUNIDENSE

PASSPORT

United States
of America

Vélido para viajes internacionales por
aire, mar, o tierra.

Validez:

e 10 afios para adultos
e 5 afios para menores de 16 aios

Tamafo:
5" x 3%" (Cuando estéa cerrado)

Costo para solicitantes de primera vez:
e $135 para adultos
e $105 para menores de 16 aios

Costo de renovacion:
e $110 para adultos

DOCUMENTOS PARA VIAJES INTERNACIONALES
PARA CIUDADANOS ESTADOUNIDENSES

Solicite por uno o por ambos ala vez.

TARJETA DE PASAPORTE ESTADOUNIDENSE

Valida para entrar a los Estados Unidos

desde Canadé, México, el Caribe y las
Bermudas por un puerto de entrada
maritimo o por tierra al cruzar la

frontera. No es valida para viajes
internacionales por aire.

Validez:

e 10 afios para adultos
e 5 afios para menores de 16 aios

Tamafo:
Igual que una tarjeta de crédito

Costo para solicitantes de primera vez:

e $55 para adultos
e $40 para menores de 16 afios

Costo si yatiene un Pasaporte:
e $30 para adultos

Costo si solicita ambos para solicitantes de primera vez:
Adultos: $165
Menores de 16 afios: $120

Para mas informacion, visite nuestro sitio Web: Travel.State.Gov.



http://www.travel.state.gov/

Passport Day in the USA 2011
Sticker Templates & Kid’s Fun Book

To help make Passport Day USA 2011 a fun event for all ages, we have
created sticker templates that can be printed and handed out to your
customers.

Pick your favorites or print them all! You will find stickers for staff members,
stickers for children and everything else in between. Additionally, you will find
some stickers that contain a blank white space in the middle - these can be used
as name tags for your employees. Using Microsoft Word, just insert a text box in
the open space and type your employees’ names. If that doesn’t work, simply
print the stickers as they are and hand-write the names of your staff members in
the white space.

These stickers were designed based on the dimensions of Avery 5294 High
Visibility Round Labels. By purchasing just one box of labels for less than $15,
your facility can print and hand out 600 stickers!

We’ve also included pages from Fun with the U.S. Department of State full of
games, puzzles and factoids - a proven favorite of children and adults alike
visiting our passport agencies. Be sure to have plenty of crayons on hand for the
kids!

Enjoy!
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International Travel

Requirements

All U.S. citizens traveling internationally
by air must present a valid U.S. passport
book.

U.S. citizens age 16 or older entering the
United States from Canada, Mexico, the
Caribbean, and Bermuda at land border
crossings or sea ports-of-entry must
present a valid U.S. passport book, U.S.
passport card, or other travel document
approved by the U.S. Government. For
more information, see the U.S.
Department of Homeland Security’s
website GetYouHome.gov.

U.S. citizens under age 16 arriving by
land or by sea may present an original or
photocopy of their U.S. birth certificate,
Consular Report of Birth Abroad, or
Naturalization Certificate. For more
information on travel requirements for
special audiences including groups of
children, private boat owners, cruisers,
etc. please visit GetYouHome.gov.

Travel Documents for
American Citizens

U.S. Passport Book

This familiar PASSPORT
document will
provide you with
the identification
and proof of
citizenship to
travel anywhere in
the world, by any
conveyance --- in other words, it can be
used for all international air, land, and
sea travel.

U.S. Passport Card

This new travel
document can be
used to enter the
United States from

What’s Needed
To Apply?

1. Form DS-11 if you are applying

for the first time or under age 16.

Form DS-82 if you can submit a

previous U.S. passport issued to

you in the last 15 years, when

you were age 16 or older.

U.S. Citizenship Evidence

Valid Photo ID

4. Photocopy of Valid Photo 1D
Submit a clear photocopy of the
front and back of the valid photo
ID that is being presented at time
of passport application.

5. One Color Passport Photo
Size: 27x2”

6. Appropriate Passport Fees

wn

Canada, Mexico, the

Caribbean, and Bermuda at land border
crossings and sea ports-of-entry. The
U.S. Passport Card cannot be used for
international air travel. The wallet-
size passport card is convenient and less
expensive than the passport book.

Where to

Apply
If you are applying & :
for the first time, are under the age of 16,
or are ineligible to use Form DS-82, you
must submit your application in
person. To find the location nearest
you, visit us online at Travel.State.Gov
or call the National Passport Information
Center at 1-877-487-2778.
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@ Processing Times
and Fees

Routine Service, for the passport
book or the passport card, takes

approximately four to six weeks
from the date of application.

Expedited Service can be

requested for an additional $60 fee.

If you request expedited service,
you can expect to receive your

passport book or card in about two

to three weeks, door-to-door.

The most up-to-date passport
processing times can be found
online at Travel.State.Gov.

Passport Fees

U.S. Passport Book
Cost for First-time Applicants:
e Adults: $135 (age 16 and older)
e Minors: $105 (under age 16)

Cost for Renewal (by mail):
e Eligible Adults: $110

U.S. Passport Card
Cost for First-time Applicants:
e Adults: $55 (age 16 and older)
e Minors: $40 (under age 16)

Cost for Renewal (by mail):
e Eligible Adults: $30

For more information:

Travel.State.Gov

or

1-877-487-2778

TDD/TYY 1-888-874-7793

Automated Information
is available 24 hours, 7 days a week.
Customer Service Representatives
are available to speak with you
Monday-Friday, 8am-10pm, EST,
Excluding Federal Holidays.

Se Habla Espafiol

United States Department of State
Bureau of Consular Affairs
March 2011

U.S. DEPARTMENT OF STATE
BUREAU OF CONSULAR AFFAIRS

Need a Passport?

PASSPORT

Let’s get you started!

Visit us online at

Travel State. Gov



http://travel.state.gov/
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