
 

PLEASE READ THESE  

GUIDELINES  
CAREFULLY OR PRINT THEM OUT FOR REFERENCE 

BEFORE YOU GET STARTED WITH COMPLETING THE NEW 
ONLINE FORM  

DS-1648  
(https://ceac.state.gov/agnato/) 

of the 

  
 

Important Passport Information: 
- Your current G-4 visa must be valid for less than 60 days. 

- Your National Passport must be valid for a minimum of six months at the time of 
application. 

- If you have a new Passport, you must submit both, the old one containing your last used 
visa and I-94 and your new Passport. 

- Your I-94 Arrival/Departure Record must have the annotations "G-4, D/S" 

- There must be at least one blank page left in the passport. 

- Should you apply for the renewal of your dependent's visa independent from your own, 
your visa must be valid and you must submit a copy of your own G-4 visa and I-94 card 
(front and back) 

 

- If you were unable to upload a photo successfully, you must submit a printed photo that 
conforms to the "Guidelines for Producing High Quality Photographs for U.S. Travel 
Documents" (see page 10) with your passport. 

 
THE RENEWAL PROCESS WILL TAKE ABOUT 

15 BUSINESS DAYS AFTER RECEIPT OF THE PASSPORT BY 
THE U.S. MISSION TO THE UN
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Select "Start Application" 
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• The application will 'time-out' after 15 minutes of inactivity.   

• Should you not be able to complete the entire form, make sure to save the data you already 
completed to your computer (The data will be filed in a .DAT file, do not change the file format.).   

• You will be able to import/upload this data when you return to the application. 

 
Select "Next: Personal" 
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• Select "Browse" to locate the previously saved file, then click "Import". 

 
• The data from the saved application will automatically populate the form. You can review for 

accuracy and make changes, but must upload the photo again. 
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Should your Surname (Last Name) 
and/or Given Names (First Names) be 
hyphenated, do not enter the hyphen. 

Enter four digits in the "Year" field, i.e. 1967 

Should you have dual nationality, you must 
enter the country that issued the passport 
which contains your current visa and I-94. 

 
- Select "Next: Tour and Embassy" 
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- Select "Next: Address and Phone" 
 

Enter the expiration date of your current 
appointment.  Should you have a permanent 
contract, enter the anticipated retirement 
date. 
 
When applying for dependent family 
members, the staff member's appointment 
data must be entered. 

i.e. United Nations, UNDP, UNICEF 
followed by the street address  
(Line 1 is required). 
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- Select "Next: Passport" 
 
 

Your home address must match the address 
you provided at the time of registration with 
the Host Country.  Should you have moved, 
be sure to notify the UN Visa Office of your 
new address.  This information is currently not 
automatically passed on by the Executive 
Offices to the Visa Office. 
A hotel address is not acceptable. 
Be sure to include your apartment number. 

Be sure to type the 'dashes' when entering 
your phone numbers: 212-963-1234 
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- Select "Next: PID" 
 
 

Do not enter special characters/symbols in the 
"Passport Number" field. Only values from A-Z, 
0-9 and spaces are allowed. 

Although the "United Nations Laissez-Passer" 
is listed in the "Passport Nationality" and 
"Issuing Country" drop-down fields, the G-4 
visa should always be placed in your National 
Passport.   
(Visas in the UNLP will only be issued with a 
validity of max. 3 months and single entry) 
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Should you not know your PID Number you can look it up on I-Seek under  
 TOPICS 
 TRAVEL 
 VISAS 
 FIND YOUR PID NUMBER 

 
or select this link: Find Your PID Number
 
If you are still unable to obtain your PID, you may send an e-mail, indicating your index number 
and date of birth to one of the following e-mail addresses: 
 
UN Secretariat: info-tts@un.org
UNICEF: delliott@unicef.org
UNDP/UNOPS/UNFPA: ruth.esmilio@undp.org
 

 
- Select "Next: Photo" 

The "Principal Applicant" is the staff 
member from whom dependents derive 
their visa status.  
If both husband and wife are full-time 
employed by the UN or another 
International Organization, both are 
"Principal Applicants". 

Your PID number is assigned to you and 
your dependents by the U.S. Department 
of State when you are first registered as 
a staff member of the United Nations or 
other International Organization.  
 
It does not change and you should take 
note of it and keep it in your records for 
future reference. 
 
You will not be able to complete this 
application without entering the PID 
number. 
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- The main requirements for acceptable photos are the following: 
• the photo must be saved in high-resolution, i.e. 300 dpi or more 

• the file format should be .JPG 
• the background must be white 

• the image must be full face (both ears visible), no tilting of the head 
• for best results remove eyeglasses 

• the optimum file size is about 260 KB and may not exceed 1MB 
 

This is the link to the complete 
Guidelines for Producing High Quality Photographs for U.S. Travel Documents 

(http://travel.state.gov/passport/guide/guide_2081.html) 
 

This is a more compressed Quick Guide to the photo requirements. 
(http://travel.state.gov/visa/guide/guide_3882.html) 

 
Important Reminder: The photo must have been taken within six months of the application.  

The computer can not tell if the photo is more than six months old, so even after successfully 
uploading a photo, it may subsequently be rejected by the U.S. Mission to the UN after the 

application is submitted. 
 

- Select "Upload Your Photo" 
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- Should you unsuccessfully try to up-load an acceptable photo, you can continue with the 
application without the photo:  

 

 
- Select "Next: Review" 
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- Review to ensure all data is correct.  

- Select the relevant links on the right of every section to correct any errors.  

- You will then have to click the red buttons at the bottom to navigate back to this page. 

- Select "Next: Sign and Submit" 
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- Enter your passport number 

- Then copy the code into the provided field (in this case: 6S4UR) 

- The code changes every time 
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- Select U.S. Mission to the UN (USUN) 

 

- Select "Next: Confirmation" 
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- Print the confirmation page and submit it with your completed PT.61 form and National 
Passport through your Executive/Administrative office to the UN Visa Office. 

- You may print the application for your own records, do NOT submit it to the Visa Office. 

- Do NOT e-mail the Confirmation page to the Visa Office.  We will not be able to process your 
application without form PT.61 endorsed by your Executive Office and your National Passport. 
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- Select "Create a Family Application" for additional members of your family.  This application 
will be populated with duplicate data, such as your home address, etc. 

 

 

Reminder: 

THE RENEWAL PROCESS WILL TAKE ABOUT 
15 BUSINESS DAYS AFTER RECEIPT OF THE PASSPORT BY 

THE U.S. MISSION TO THE UN 
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