SOP Template: Visa, Passport, and Travel Document
Handling

This SOP details the visa, passport, and travel document handling process, encompassing the proper collection,
verification, processing, and secure storage of travel documents. It ensures compliance with legal requirements, protects
personal information, and facilitates smooth international travel by establishing clear guidelines for handling applications,
renewals, and document issuance. The procedure aims to minimize errors, prevent document loss or misuse, and provide
timely support to travelers.

1. Purpose

To establish standardized procedures for the collection, verification, processing, issuance, and secure handling of visas,
passports, and related travel documents.

2. Scope

This SOP applies to all personnel involved in visa, passport, and travel document handling, including collection,
assessment, issuance, renewal, and storage.

3. Responsibilities

Travel Document Officer: Collects, verifies, and processes all submitted documents.
Compliance Officer: Ensures adherence to legal/regulatory requirements and internal policies.
Storage Custodian: Manages secure storage and controlled access to documents.
Applicants: Submit required, original documents and provide accurate information.

4. Procedure

Step Description Responsible

Collect application forms and supporting documents (e.g., proof of ID,
4.1 Collection  prior travel documents, photographs) from applicants. Travel Document Officer
Check for completeness; issue a receipt for any original documents.

Verify authenticity of all documents.
4.2 Verification = Cross-check information with relevant databases or authorities.
Identify and report discrepancies immediately.

Travel Document Officer /
Compliance Officer

Process applications in order of receipt.

4.3 Processing Forrenewals, check expiration and prior applications. Travel Document Officer
Log all actions and decisions.

Print and assemble approved documents.
Cross-check against the application prior to issuance.

4 4 Issuance ) ; . . . Travel Document Officer
Securely hand over to applicant upon proper identification; require
signature as proof of receipt.
Store all pending and uncollected documents in a locked, restricted-
4.5 Secure access container.
S-tora e Monitor access logs. Storage Custodian
9 Dispose of expired/unused documents following data protection
regulations.
46 Maintain secure, confidential records of all applications and issued Travel Document Officer /
. documents. .
Recordkeeping Storage Custodian

Retain records according to legal requirements.

5. Compliance and Security



Comply with all relevant laws, data protection standards, and privacy regulations.
Report any loss, theft, or suspected misuse of documents to authorities immediately.
Conduct regular audits of document handling and storage procedures.

Provide periodic training for staff on compliance, privacy, and document security.

6. References

¢ Relevant national and international travel document regulations
¢ Organizational privacy and data protection policies
e Standard operating procedures for records management

7. Revision History

Version Date Description of Change Approved By

1.0 2024-06-15 Initial SOP release Head of Operations
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