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WARNING to all applicants  - Any false or misleading statement on this form or relating to any document in support of this application, including concealment of any material fact, may lead to refusal or revocation of a passport and be grounds for criminal prosecution.  Failure to complete all the required sections of this form will result in your application being refused.
1 - Personal Information (see Instructions, section A)
2 - Application Contact (if applicable) (see Instructions, section B)
Application Contact's Declaration:
I understand that my personal information may be stored in the system of record for the processing of the applicant's special or diplomatic passport application. I also understand that personal information that may be stored includes, but is not limited to, my surname and given name, the department or agency I work for, and my office contact information; and that this information will only be used for the purposes of this application and any subsequent matters related to this application. 
3 - Travel Information (see Instructions, section C)
Purpose of travel (check all that apply)
Details of travel
Provide as much detail as possible and do not use acronyms.   Include details, such as, the mission you are visiting, the name of the conference you are attending, etc.
Countries visiting or transiting through (in order)
Country
From:
(YYYY-MM-DD)
To:
(YYYY-MM-DD)
1
2
4 - Delivery Options (see Instructions, section D)
What visa service would you like today?
A bearer's note allows the applicant to present themselves at the embassy to apply for their necessary visas.
 
Official Travel messenger services apply at the embassy on behalf of the applicant and will notify the applicant when the visa is ready to be picked-up or mail it to the applicant.
Delivery options
If you are within the National Capital Region (NCR) you must pick-up your bearer's note or passport at the Official Travel office located in Gatineau.   If you are outside the NCR, you may request that your bearer's note or passport be mailed to.  Please provide the mailing address to which you would like your bearer's note or passport sent.
5 - Declaration of Applicant (see Instructions, section E)
Consent to disclose:
Yes
No
•  I authorize the individual identified in Section 2 above to communicate on my behalf for the purposes of this application and any subsequent matters related to this application.
•  I consent to the disclosure of my personal information to the individual identified in Section 2 above.
•  I consent to the disclosure of any information and supporting documents related to the processing and issuance of my special or diplomatic passport to the individual identified in Section 2 above. Supporting documents include, but is not limited to, adoption order, court orders, documentation to support the name request, etc.
If you selected "No" to any of the statements above, the Passport Program will not communicate with the individual identified in Section 2 above concerning the processing and issuance of your special or diplomatic passport application. 
Declaration
I solemnly declare that:
•  I am a Canadian citizen;
•  All of the information provided and all statements made on this application, as well as all documents and photos submitted to support this application are unaltered and true;
•  I have read and understood the Warning on the first page;
•  I have read and understood the Privacy Notice Statement in section L;
•  I understand that the official passport is to be used only when on official business for the Government of Canada, unless otherwise authorized; and
•  I consent to the collection, use and disclosure of my personal information by Official Travel, Immigration, Refugees and Citizenship Canada, other federal government institutions, Government of Canada offices abroad and third party entities as outlines in the Privacy Notice Statement in the Instructions.
Sign within border
Signature
Date
Signed at
Year
Month
Day
City
Province/Territory
VISA FACILITATION FORM
WARNING to all applicants  - Any false or misleading statement on this form or relating to any document in support of this application, including concealment of any material fact, may lead to refusal or revocation of a passport and be grounds for criminal prosecution.  Failure to complete all the required sections of this form will result in your application being refused.
Important Note: Before applying for a visa, you should consult the Official Travel “Apply for a Visa” webpage for the visa requirements of your country of destination. 
INSTRUCTIONS
A.  Personal Information
Surname and given name(s) to appear in Visa
Write the name that appears in your passport. For a change of surname resulting from a relationship, you must complete and submit PPTC 636 Adult Special or Diplomatic application form. 
Date of birth
Write the date of birth that appears in your passport.
Department/Agency
Provide the name of the Department or Agency where your substantive or secondment/assignment position resides.
B.   Application Contact
Complete this section if someone is completing the visa facilitation form on behalf of th applicant. The applicant must give authorization in the Declaration of Applicant section to allow the application contact to act as the representative for all correspondence with Official Travel concerning this application.
C. Travel Information
Purpose of travel
The purpose of travel must be provided on the visa facilitation form. Provide as much detail as possible and do not use acronyms. 
Details of travel
Provide as much detail as possible about your current travel and do not use acronyms.
Countries visiting or transiting
You must list all countries you are visiting or will be transiting through, by order of arrival. A flight itinerary could be requested.
D. Delivery Options
Service request
A bearer's note allows the applicant to present themselves at the embassy to apply for their necessary visas.
Official Travel messenger services apply at the embassy on behalf of the applicant and will notify the applicant when the visa is ready to be picked-up or mail it to the applicant.
Delivery method
If you are within the National Capital Region (NCR) you must pick-up your bearer's note or passport at the Official Travel office located in Gatineau.  If you are outside the NCR, you may request that your bearer's note or passport be mailed to you. Please provide the mailing address to which you would like your bearer's note or passport sent.
Delivery mailing address
If you will not be picking up your official passport at the office in Gatineau, Quebec, you must provide the address to which you would like your passport sent.
E.  Declaration of Applicant
Authorization
If you are authorizing someone other than you to  communicate on your behalf with Official Travel, check yes. If you are not authorizing someone other than you to communicate on your behalf with Official Travel, check no.
Signature
You must sign your usual signature.
F. Who May Use This Form?
You must use this form if you require a visa from a country you are visiting or transiting through while on Government of Canada-related business. You should consult the Official Travel “Apply for a Visa” webpage for the visa requirements of your country of destination
G. Requirements Checklist
National Defence (DND) clients, please submit the
or the
 form.
H. Fees
Visa Facilitation Fee: $90 per visa. Certain foreign missions may require additional fees.
Methods of Payment:
•
For Departments, Agencies, Provincial Officials, Private Citizens: Please complete and include the Passport Information Billing form 
•
For Crown Corporations: Please complete and include the Credit Card Payment Authorization Form 
•
For Department of National Defence clients, please submit the
or
 form.
Important
•
Every person who requests visa facilitation services must pay the applicable fee, including any additional fees from foreign missions, in the exact amount.
•
The Passport Program, Immigration, Refugees and Citizenship Canada does not accept personal cheques or payment in cash for applications submitted in Canada.
•
Fees are subject to change.
I. Applying in Person
Passport Delivery Section - Official Travel Place du Centre 200 promenade du Portage, Commercial Level 2, Suite 270 Gatineau, Quebec J8X 4B7
J. Applying by mail or by courier
Passport Program - Official Travel
OSC PPT-O.T
PO Box 8790 STN T CSC
Ottawa, Ontario K1G 5K8
The original documents that you enclose with your application are valuable. We recommend that you use a courier or mail service that allows you to track your package.
For Department of National Defence clients, if you are sending the application by mail, send it to:
DND/Official Travel section (passports)101 Colonel By DriveOttawa, Ontario K1A 0K2
K. Contact Information
•
Use our 
or
•
Visit us at:
Passport Delivery Section  - Official Travel Place du Centre 200 promenade du Portage, Commercial Level 2, Suite 270 Gatineau, Quebec J8X 4B7  Regular business hours Open: Monday  - Friday, 8:00 am to 4:00 pm (Eastern Standard Time)
L. Privacy Notice Statement
Privacy Notice Statement
Personal information provided on this form is collected by Immigration, Refugees, and Citizenship Canada (IRCC) under the authority of the Diplomatic and Special Passports Order. The personal information provided will be used for the purpose of processing applications, determining entitlement to passport services and administering passport services. The personal information provided may be disclosed to other federal government institutions, provincial/territorial governments, foreign governments, investigative bodies and/or law enforcement for the purpose of validating identity, determining current and ongoing entitlement to passport services and administering or enforcing any law or carrying out a lawful investigation. Personal information may also be used for purposes including research, statistics, quality assurance, program and policy evaluation, internal audit, compliance, risk management, strategy development and reporting. Failure to complete the form in full may result in a delay or the application not being processed. The Privacy Act gives individuals the right of access to, protection, and correction of their personal information. If you are not satisfied with the manner in which IRCC handles your personal information, you may exercise your right to file a complaint to the Office of the Privacy Commissioner of Canada. The collection, use, disclosure and retention of your personal information is further described in IRCC's Personal Information Bank  - IRCC PPU 081 and IRCC PPU 082.
Immigration, Refugees and Citizenship Canada
Immigration, Refugees and Citizenship Canada
Immigration, Refugees and Citizenship Canada
PPTC 639 E : Visa facilitation form
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