
SOP Template: Visa and Travel Documentation
Requirements
This SOP defines visa and travel documentation requirements necessary for international travel. It covers procedures
for obtaining visas, passport validity, required travel permits, supporting documents, and compliance with immigration
regulations. The goal is to ensure travelers prepare and submit accurate documentation to facilitate smooth entry and exit,
minimize delays, and adhere to destination country policies.

1. Purpose
To outline the process and requirements for obtaining necessary visas and travel documents prior to international travel,
ensuring compliance with all relevant immigration and entry regulations.

2. Scope
This SOP applies to all employees, visitors, and affiliates traveling internationally on behalf of the organization.

3. Responsibilities
Traveler: Gather information, prepare, and submit required documentation as outlined.
HR/Travel Coordinator: Provide guidance, verify documentation, and assist in the application process as
needed.
Management: Approve travel and confirm documentation has been reviewed and submitted.

4. Procedures
1. Initial Assessment

Confirm international destination(s) and travel dates.
Determine required visa types, permits, and documentation for each destination.
Check entry, transit, and exit requirements (including countries of layover).

2. Passport Requirements
Ensure passport is valid for at least 6 months beyond planned return date.
Confirm minimum blank pages as required by destination countries.

3. Visa Application
Obtain latest visa application forms from official embassy/consulate website.
Complete application accurately and truthfully.
Prepare required supporting documents (see table below).
Submit applications as per embassy/consulate guidelines, respecting processing times.

4. Supporting Documents
Gather documents such as invitation letters, employment verification, proof of accommodation, flight
itinerary, and passport-size photos.

5. Travel Permits & Special Requirements
Identify need for additional permits (e.g., work permits, transit visas, or health certificates).

6. Review & Verification
HR/Travel Coordinator or manager reviews all documentation for completeness and accuracy.

7. Comply with Immigration Regulations
Ensure all procedures align with regulations of the destination and transit countries.
Retain copies of submitted documents and approvals.

5. Required Documentation Checklist

Document Details/Notes

Valid Passport Must have required validity and blank pages

Visa(s) As required by each destination country

Travel Itinerary Flight, train, or other travel bookings

Proof of Accommodation Hotel reservation or invitation letter



Employment Verification Letter Stating employment status and reason for travel

Invitation Letter If visiting business partners or host institutions

Passport Photos Recent, meeting size/specification for visa

Travel Insurance Proof of comprehensive travel/health insurance

Other Permits Work permits, transit visas, vaccination certificates, etc.

6. Compliance and Record Keeping
1. Maintain records of all submitted applications and supporting documentation.
2. Retain copies of visas, permits, and correspondence for a minimum of 2 years or as required by company policy.
3. Report any issues or denials to HR/Travel Coordinator immediately.

7. Review
1. This SOP is to be reviewed annually, or upon changes in visa/travel regulations.

8. References
Relevant embassy and consulate websites
Company Travel Policy
International Air Transport Association (IATA) Travel Centre
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