
	His Majesty’s Passport Office - Document Receipt Checklist 
(To be retained and supplied when collecting)

	Applicants Full Name
	 
	Date of Birth
	

	Child Name (if child app)
	
	Date of Birth
	

	Telephone Number
	

	Email address
	

	If Block Application
	___ of ___
	Name of Master Application
	

	Document
	Quantity
	Whose Doc? 
Applicant (A) Father (F) Mother (M)
	More Info?
e.g. country of issue, BNO etc
	Tick if 
Copy
	Tick if Translation.

	British or Foreign Passport/Travel Document
	 
	 
	 
	[bookmark: Check1]|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	Proof of Address/Residency Evidence
	
	
	
	|_|
	|_|

	
	
	
	
	|_|
	|_|

	
	
	
	
	|_|
	|_|

	Photographs (x2)
	
	
	
	|_|
	|_|

	
	
	
	
	|_|
	|_|

	Parents Passports held at time of conception
(First Time applications only)
	 
	 
	 
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	
	
	
	
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	Full UK issued Birth/Adoption Certificate
	 
	 
	 
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	Full Consular issued Birth/Adoption Certificate
	 
	 
	 
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	Full Foreign issued Birth/Adoption Certificate 
	 
	 
	 
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	Naturalisation/ Registration Certificate
	 
	 
	 
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	
	
	
	
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	Marriage Certificate
Foreign or UK 
	
	
	
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	
	
	
	
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	Family photos 
Other Photo ID
(e.g. National Identity Card/Residence Permit, driving licence)
	
	 
	 
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	
	
	
	
	|_|
	|_|

	Other Documents
(e.g Change of Name Evidence, Court Order)
	 
	 
	 
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	
	
	 
	 
	|_|
	|_|

	
	
	
	
	|_|
	|_|

	Fees and Delivery

	Passport Fee Paid
	£
	Return Office Address for Supporting Documents and Passport:

	Courier Fee Paid
	£
	

	Important Staff Note: If this is part of a block application and payment is made on one payment mandate for all applications, include any payment mandate with the master application. Ensure to fill in FULL name of master application on first page
	

		Reason for incomplete application pack (if applicable)
	Remarks

	Applicant submitted without parent’s passports held at time of conception
Applicant submitted with other missing supporting documents
Applicant submitted without translations
Applicant submitted with photo that does not meet the photo standards
Applicant submitted without proof of residency
Applicant submitted without section 10 completed
Other (please state in Additional Staff Notes)
	ooooooo
	




	Additional Staff Notes – Office Use Only (see Instruction Booklet for more details)

	



	Reason for rejecting the application

	



By signing below, you are confirming that the documents and personal information listed above have been supplied as part of the application. Where photocopies have been provided, you are confirming that they have been checked as true copies against document(s) provided and all originals have been returned to the customer.  This is not an acknowledgement of the authenticity of the original document(s). Applicants must retain their copy of the Document Receipt, as it will need to be produced during collection. Applicants should check all the documents they have received back before signing.

If you submit your application without all the requested documents, His Majesty’s Passport Office will need to contact you for further information/documents, and this could delay the application process.

For general enquiries about your passport application please contact the passport advice line as per Gov.uk: +44 (0) 300 222 0000 (Monday to Friday, 8am to 8pm Saturday, Sunday and UK bank holidays, 9am to 5.30pm (UK time) or by Webchat Monday to Friday, 8am to 8pm Weekends and public holidays, 9am to 5:30pm

Please allow at least 14 days from the date of your passport submission before contacting the advice line. 

All documents submitted with this form will be securely destroyed by HM Passport Office once the application has been completed.

	Applicant’s Signature:
	
	Official’s Signature:
	

	Date:
	
	Date:
	




