
 
              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

DFA-OCA-DOPS-04 

REV. 01 / 24 OCT 2018 Republic of the Philippines 

DEPARTMENT OF FOREIGN AFFAIRS 
Diplomatic and Official Passports Section 

Tel. No. 651-9419; Fax No. 836-7765; e-mail oca.dops@dfa.gov.ph 

R E V AL I D AT I O N  /  E X T E N S I O N  /  AM E N D M E N T  F O R M  

THIS APPLICATION FORM IS NOT FOR SALE. PLEASE DO NOT LEAVE ANY SPACES BLANK, INDICATE N/A IF NOT APPLICABLE. PROVIDING FALSE STATEMENT IN THE 

PASSPORT APPLICATION FORM IS PUNISHABLE BY LAW (R.A. 8239) 

I SOLEMNLY SWEAR UNDER THE PENALTY OF LAW that the statements made on this application form are true and the attached 

documents are authentic. Likewise, I hereby declare that I have been made aware of the application requirements and swear to submit all lacking 

requirements on the date of release. I also acknowledge that the Department has the right to hold the release of my passport until I have satisfied 

all requirements.    

         

___________________________  OR  ___________________________ 

    Signature of Applicant          Signature of Authorized Representative 

 

PURPOSE OF TRAVEL: _____________________________________________________________________________________________ 

DATE OF TRAVEL: _________________________________________________________________________________________________ 

DESTINATION: __________________________________________ TRANSIT / LAY-OVER: ______________________________________  

 

 

 

OFFICE OF EMPLOYMENT: _________________________________________________________________________________________ 

DESIGNATION : ___________________________________________________________________________________________________ 

 

REQUEST FOR NOTEVERBALE?     YES              NO 

(FOR VISA REQUIREMENTS PLEASE COORDINATE WITH THE CONCERNED EMBASSY / CONSULATE) 

 

Type of Passport:         

  Diplomatic       Passport No.  : _______________________ 

  Official        Date of Issue  : _______________________ 
 

 
_____________________________        _____________________________         _____________________________ 
                 LAST NAME                    FIRST NAME                     MIDDLE NAME 
 

Complete address : ________________________________________________________________________________ 
Tel. No. Office : _________________ Home : _____________________ Mobile : _______________________________ 

E-mail address :  __________________________________________________________________________________ 

In case of amendment, specify changes: 
From : _________________________________________________________________________________________ 
To : ___________________________________________________________________________________________ 

DO NOT WRITE BELOW THIS PART. FOR THE DEPARTMENT OF FOREIGN AFFAIRS’ USE ONLY. 

 
REMARKS: 

Received by: 

 

________________________________________ 
Signature over printed name 

 
 

Released by:  _________________________________ 

 

 

  Revalidation            Extension            Amendment 

 

Date of Revalidation  : ____________________________ 

Date of Validity  : ____________________________ 

Processor  : ____________________________ 

Encoder   : ____________________________ 

Approving Officer : 

 

 



 
              

              

              

              

              

              

              

              

              

   

 

 

 

 

 

 

             

1. Original and/or Certified True Copy of Signed Travel Authority; 

2. Endorsement Letter addressed to DFA (Endorsement Letter is no longer required if Travel Authority is already 

addressed to DFA); 

3. Letter of Invitation from sponsor / organizer; 

4. Original Training Contract if duration of training, fellowship, scholarship and/or study grant is one (1) month or longer; 

5. Original latest Service Record; 

6. Original Certificate of No Pending Administrative Case; 

7. Certified True Copy of Presidential Full Powers or Appointment Paper (for presidential appointees); 

8. Certified True Copy of Approved Civil Service Appointment (for co-terminus appointees); 

9. Certified True Copy of Oath of Office (for Elected Officials); 

 10. Photocopy of Applicant’s Office I.D. and Authorized Representative’s I.D.; and, 

 11. For transit to countries where visa is required, submit confirmed flight itinerary. 
 

*As required by the US Embassy – Manila, applicants traveling to the United States of America are requested to 
provide following documents to pertaining to 1) where official travel will take place, 2) brief description of their duties 

and responsibilities and 3) company / organization sponsoring the travel.  
  

 

DOCUMENT ARY REQUIREMENTS  

R E M I N D E R S  

 

Pursuant to RA 8239, the holder shall submit his/her diplomatic/official passport to the Department of Foreign 

Affairs for revalidation prior to every departure from the Philippines.  

Diplomatic/Official passport must have at least 6 (six) months validity before departure from the Philippines. 

The applicant is responsible in securing a visa to his/her country of destination and/or transit. It is advised that the 
applicant consult the concerned Embassy or Consulate of the country of transit/destination   for  the  latest  visa  and  

related  travel  advisories  before  the  date of departure. 

Per Department Order No. 15-10 dated 21 October 2010, the applicable fees for the diplomatic and official e-

Passports are as follows: 

Extension of Passport validity    -  P     200.00 


