SOP Template: Visa and Travel Document Management

This SOP details the visa and travel document management process, covering the application, verification, issuance,
and renewal of visas and travel documents. It ensures compliance with immigration regulations, proper documentation
handling, timely submission of applications, and secure record-keeping. The objective is to facilitate smooth international
travel while maintaining accuracy, security, and legal adherence throughout the travel documentation process.

1. Purpose

To provide a standardized procedure for managing visa and travel documents to ensure compliance, minimize errors, and
support efficient processing for international travel.

2. Scope

This SOP applies to all personnel involved in the application, verification, issuance, renewal, and management of visas and
travel documents within the organization.

3. Responsibilities

Role Responsibility

Oversees the visa/travel document process, reviews documentation, submits applications, and

Travel Coordinator
tracks renewals.

Applicant Provides accurate and complete personal information and required documents in a timely manner.

HR/Compliance

Officer Ensures all processes adhere to local and international immigration laws and policies.

4. Procedure

Initial Assessment: Assess the need for a visa and required documents based on destination country.

Document Collection: Collect all necessary identification, employment, and supporting documents from the applicant.
Verification: Review and verify the authenticity and completeness of the documents.

Application Submission: Complete application forms and submit to the appropriate embassy/consulate or official
portal within specified timelines.

Tracking and Follow-Up: Monitor application status and respond to queries from authorities as needed.

Issuance and Handover: Upon approval, securely receive and document visa/travel documents, then hand over to the
applicant.

Record-Keeping: Maintain records of all applications, approvals, and renewals in a secure and confidential manner.
8. Renewal/Extension Management: Monitor expiration dates and initiate renewal/extension processes on time.
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5. Documentation and Record-Keeping

e Store all visa and travel document copies in secure, access-controlled storage.
e Maintain a tracking log with expiration/renewal dates and status updates.
e Ensure confidentiality and compliance with data protection policies at all stages.

6. Compliance & Security

e Comply with internal policies and legal requirements throughout the process.
¢ Report and manage any discrepancies or breaches immediately.
¢ Regularly review and update procedures to accommodate regulatory or process changes.

7. References

¢ Relevantimmigration laws and regulations
¢ Organization's data protection policy
e Country-specific embassy/consulate application guidelines



8. Revision History

Date Version Description Author

2024-06-01 1.0 Initial template release Admin
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