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									DATE

MEMORANDUM FOR 18 SFS/S5-B

FROM:  YOUR OFFICE SYMBOL OR NAME

SUBJECT:  Authorization for Escorted Base Access (24 or more individuals) 

1.  State the purpose for this memorandum. Give your pertinent information excluding any Freedom of Information Act data.  State the reason for your request and the personnel you are seeking access for.  Include the status (SOFA, non-SOFA, local national), point of entrance and point of origin (if coming from off-island), type of passport (if traveling), inclusive dates of visitation (Start date to End Date), and justification of why access should be granted. Time periods and days of the week needed for access are to be included. If 24 hour access is needed, state the reasoning.   If more than one guest is to be sponsored, include an attachment with above information.  If the individual/individuals have their own vehicle/vehicles, ensure you put the correct info (see below) or N/A if they are not driving. ATTACH A COPY OF ALL VEHICLE INFORMATION IF DRIVING (JCI, PDI, INTERNATIONAL DRIVERS PERMIT –WITH DRIVERS LICENCE) COPY OF PASSPORT OR/AND RESIDENCE CARD MUST BE ATTACHED. DRIVERS LICENSE CAN BE USED IF YOU ARE A JAPANESE CITIZEN ONLY (18thWG/PA and DODDS are exceptions per KABPLAN 31-101 Pg. 154) 15 November 2015. Please drop off to Pass and ID (Bldg 31) with a wet signature. There will be a 7-10 day processing period not to include weekends and holidays. Please call 634-3437/3344 for any questions or concerns. 
	NAME
(Last, First
/A-Z order)
	Passport, Driver’s License # or Residence Card
	CURRENT ADDRESS/
Physical Address on Island

	MIYAGI, Namae
	Japanese
Non-SOFA
DL#XXXXXXXX
	Seaside Inn
Okinawa City, Okinawa

	SMITH, John
	American Non-SOFA
PP#XXXXXXXX
	Seawall Slums
Okinawa

	
	
	




[bookmark: _GoBack]2.  I am aware of the rules and regulation as stated in USFJINST 31-204 and KABPLAN 31-101 concerning escorted base access to the installation. If approved the escort must meet the group at the gate and possess the letter authenticated by Pass and Registration. The escort official must know the person being escorted onto KAB and shall remain with that person while on the installation. The escort official must be able to control the individual they are escorting. Escorted personnel listed on the base access letter must present a photo ID at the time of entry. If you have any questions, please feel free to contact me or NAME of POC, at XXX-XXXX and E-Mail.




		   JOHN E. DOE, Rank, BRANCH
		   Position/Duty Title or Military Affiliation







1st Ind, 18 SFS/S5B

MEMORANDUM FOR 18 SFS/S5B

1.  The attached personnel/list of personnel was checked against the Kadena AB Barment Roster and SFMIS, 
there is / there is no derogatory information on file.






                                                                                        	Pass and Registration
		18th Security Forces Squadron 


2d Ind, OFFICE SYMBOL, DATE ON PAGE 1 Authorization for unescorted base access

18 SFS/S-5B

MEMORANDUM FOR 18 MSG/CD

Recommend Approval/Disapproval.






		 MILES R. PRATHER, TSgt, USAF
		 NCOIC, Pass and Registration


3d Ind, 18 MSG/CD 

MEMORANDUM FOR OFFICE SYMBOL NAME or NUMBER OF INDIVIDUALS
Approved/Disapproved.

               



				                                  
ERIC P. SCHOMBURG, Lt Col, USAF
Deputy Commander, 18th Mission Support Group
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