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Steps to complete OCONUS Travel Requirements

• Determine type of travel (official or leave) and destination

• Check Foreign Clearance Guide to determine requirements for country.

• Coordinate with IPO for official passports/visas, if needed, 60 days prior.

• Complete trainings required in Foreign Clearance Guide.

• Submit Travel Tracker request, if needed, 30-45 days prior.

• Submit country/theater (APACS) request, if needed, 30-45 days prior.

***All DoD Civilians, Active Duty Military, and Reserves MUST comply with regulations set forth by the Foreign Clearance Guide.***



Determine type of travel
Civilian Faculty/Staff Active Duty/Reserve

Leave
Official 

(conferences,
sabbaticals, 

research etc)

LeaveOfficial

Notify Division POC 
60 days prior to 
travel.  Consult 

Foreign Clearance 
Guide for travel 
requirements.

Notify Division POC 
60 days prior to 
travel.  Consult 

Foreign Clearance 
Guide for travel 
requirements.

Notify Division POC 
60 days prior to 
travel.  Consult 

Foreign Clearance 
Guide for travel 
requirements.

Enlisted:  Contact 
LT Coombes

Officer:  Contact 
CDR Paffenroth 60 
days prior to travel.
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Foreign Clearance Guide

• The Foreign Clearance Guide is a document 
which outlines the requirements per country 
and by category.

• You must create an APACS account to access 
FCG.

**When creating an APACS account, select 
“Personnel” as the account type.**
• Please note that FCG requirements are NOT to 

be disseminated!  These requirements change 
frequently so check each time you travel.

• To access FCG, log into APACS via 
https://apacs.milcloud.mil/apacs/

Then click on the “Foreign Clearance Guide” link 
on the welcome page.

https://apacs.milcloud.mil/apacs/


• Once you log in, type the country of your choice into the search field.



• Once you click “Go”, you will be taken to the country page which describes all of 
the requirements.  



• General Entry Requirements contains information for Official Travel Identification, Leave Travel  Identification, 
Immunizations and Medical Requirements, Immigration, Uniform Requirements, Same Sex Spouse Information, Dual 
Nationals and Other information.

• Official Travel Identification and Leave Travel Identification is broken up into sub-categories:  US Military, DOD Civilians, 
Eligible Family Members etc.  This section tells you what kind of passport you need to enter the country based on the type 
of travel.

• Official Travel = conferences, sabbaticals, research trips, anything for which you are using DTS.

• Leave Travel = any travel for tourist/vacation purposes for which your department is NOT paying.

• All active duty and reserve component must following the guidelines under US Military.  All faculty and staff must follow the
requirements under US Government Civilians.  



• Once you have determined what credentials you need for entering the country (official passport/visa or tourist 
passport/visa), click on either “Personnel Entry Requirements for Official Travel” or “Personnel Entry 
Requirements for Leave Travel”, as appropriate for your travel status.

• These sections will tell you if you need country or theater clearances.

• The Contact Information section provides country team contact information if you have any questions related 
to the process or travel requirements.  Please direct these types of questions to IPO at oconus@usna.edu first 
as we may be able to provide guidance.

mailto:oconus@usna.edu


• Important notices will be posted under the section header for the Personnel Entry Requirements section.  You 
MUST read these notices as they may include travel restriction information.

• Check the requirements under the category that pertains to you to determine if a country or theater clearance 
is needed.  If you have at least one that states its required, an APACS is needed.

• Sometimes the requirement for a clearance is conditional, for instance, visits to an Embassy or particular region 
may require a clearance.  If the listed conditions do not apply, then you do not need a clearance.



• Continue scrolling down through 
the Personnel Entry Requirements 
for Official/Leave Travel.

• Sub-section A details 
requirements for both Country 
and Theater clearances.

• Sub-section B discusses Force 
Protection Responsibility.

• Sub-section C outlines all required 
trainings with links to instructions 
for completion.

• Sub-section D lists the required 
timeline for country and theater 
clearance request submission. 

• Identify which trainings you are 
required to complete for your 
travel.

• Identify how far in advance of 
travel you need to submit 
clearance requests.

Who needs to complete

Name of training

Link to Instructions

How often to complete

Who needs to complete
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Travel Tracker  
Individual Anti-Terrorism Plan

TT/IATP



• TT/IATP is a travel tracking system set up by INDO-PACOM which is used by most AORs.
• You must have a .mil account in order to create an account on TT/IATP.  Contact ITSD to 

create a .mil account for USNA.
• Once you have a .mil account, you can register for an account on TT/IATP and login with CAC.
• On the home page, select “Submit Travel” to begin the request.  A new, smaller, window will 

pop-up with a form to fill out.  Fill out the required fields designated by red font.
** APACS (previous step) and Travel Tracker should be completed together as it contains the 

same information.  **



• Fields are self-explanatory.  
• There are descriptions to the 

right of the form.
• Anything in red font is 

required information.
• Once all the required fields 

are completed, scroll to the 
bottom of the page to click 
“Next”.



• Fill out the fields regarding 
your destination.

• Note that you are to input 
the date you arrive in the 
country, not the date you 
depart to the country.

• Add destinations if you are 
traveling to more than once 
country.

• Once completed, click “Next” 
at the bottom of the page.



• This page usually states you 
are only required to fill out 
the short-form Travel Tracker.

• Scroll down to the bottom 
and click “Next”.



• If you are traveling with 
others, you can include them 
on this page.  This will allow 
you to obtain one TT number 
for the whole group, just as 
you did for the APACS.

• Click “Next” when complete.



• This page shows the 
command information.  

• The 24 Hour Contact number 
should be your supervisor.

• Input your supervisor’s 
information.

• Click “Next”.



• Enter “Reason for Travel”
• Enter in training completion 

dates, as required.
• Click “Next”.



• Look at the country specific 
information at the bottom of 
the screen to find Buddy 
Rule requirements.  Then, 
input the Buddy Rule 
Narrative. 

• Examples:  N/A or name and 
contact information of your 
travel partner.



• Enter additional contact 
information, if you wish.

• Click “Next”.



• Read the statement.
• Check the box below 

indicating you have read and 
agree with the statement.

• Click “Next”.

• The next screen will give you 
a travel summary including 
name, command, destination 
and reason for travel.

• Click “Submit” on that 
screen.



• Once its submitted, your TT number will appear on the 
following screen.

• This is the number you input into the APACS.
• It is recommended to fill both out simultaneously as they 

both contain the same pieces of information.
• The TT may go through several levels of approval.  
• APACS Approval will be pending until TT is approved.
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• APACS is the system through
which we request country
and theater clearances.

• To use APACS, go to:
https://apacs.milcloud.mil/a
pacs/

• You must create an account
to access APACS.

• An APACS account will gain
you access to FCG; however,
creating the APACS account
through FCG will not grant
you access to APACS.

https://apacs.milcloud.mil/apacs/


• After you have created an account,
log in.

• From this screen, select “Personnel
Requester”.

** APACS and Travel Tracker should 
be completed together as it contains 
the same information.  **



• After you click “Personnel
Requester”, you will be
taken to this screen.

• To begin an APACS
request, select “Create
Personnel Request” from
the left side.

• “Reports” allows you to
search for requests you
have submitted.

• FAQ, Help and User Guide
give guidance on APACS
requests.



• The APACS form is relatively
self-explanatory.

• Clicking on the question
mark icon      will give details
of what to type in each field.

• The field names in bold are
required for submission.

• Remember to save often!



1. Begin by typing the subject in this format:
LAST, FIRST, +0, OFFICIAL, COUNTRY

+0 indicates number of travelers in addition to you.

2. Select the travel type (Official or Leave)
3. Sponsoring Agency is Navy
4. Classification level defaults to Unclassified

5. Operation/Exercise:  leave blank
6. Purpose of travel can be formatted as

depicted above.
7. Notes can be left blank.

8. Once complete, save, then select
9. “Add New Country”

Step 1

Step 2 Step 3

Step 4 Step 5

Step 6 Step 7

Step 8

Step 9



• Scroll through the list until
you find your destination
country.



• APACS populates with the latest guidance from FCG.
• Under the country name, you will see any notices and which clearances

are required.



• Clicking in a field will bring up a box that tells you what information
to type.

• You can also see this information by clicking the question mark icon.

1. Theater Required
Information:  almost
always “CDR EUCOM”.

2. Location:  city, country
3. Dates and times of

arrival and departure.

Step 2

Step 1

Step 3

*Chief of Mission, or COM, is usually for work in or visits
to Embassies or the Defense Attaché Office (DAO)



1. Lead time only needs to be filled out if you
have not met lead time requirements.
Provide a justification if this is the case.

2. Logistical Support can be left blank.
3. Notes can be left blank
4. Force Protection Responsibility is COCOM

for CDR EUCOM or COM for Chief of
Mission.

5. Fill out Lodging Name, Address and Phone.

Step 9

Step 2

Step 3

Step 1

6. Fill out Organization to be visited
7. POC Name: must be someone who

resides in country – i.e. conference
organizer, Program Director etc.

8. POC Rank:  rank or title
9. POC Commercial Phone
10. Select “Save Country”

Step 8
Step 7
Step 6Step 5

Step 10



• On the main screen,
select “Add Traveler”.

1. The destination country(ies) will appear at the top.  Check the boxes for the
countries that apply to each traveler.

Step 1



1. Name of traveler
2. Service:  USN
3. Rank/Rating:  can leave blank
4. Country of Citizenship
5. Security Clearance, if you have one.
6. ICASS:  Leave blank
7. Category:  DOD-CIVILIAN or DOD-

MILITARY
8. Grade:  Must use GS.  Professor is 

GS15, Associate Prof is GS14.
9. Highest Ranked:  check if you are 

highest rank of group.
10. Enter your Job Title
11. Organization:  United States Naval 

Academy
12. Mission Training Requirements:  

Leave blank.

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

Step 9

Step 10

Step 2

Step 1

Fill in required information.  Field titles that are bolded are required.

Step 11

Step 12



1. Enter in training completion date.
2. Enter in training completion date.
3. Enter in training completion date.
4. Enter in TT/IATP number.  *
5. Enter Traveler Notes, if required.

Click on the field to see what, if
anything, is needed here.

Step 3

Step 4

Step 5

Step 2

Step 1

Fill in required information.  Field titles that are bolded are required.
Fields will change between countries.  

* Clicking on the
TT/IATP field will
show who is
required to do
TT/IATP.  Tutorial
on this is to follow.

• Clicking on the
Travelers Notes
field will show
what is required.
This field varies
by country.



• Enter in your home 
station POC information 
as requested in the 
fields.  

• The Home Station POC 
must be someone other 
than yourself.

• Once everything has 
been entered, click 
“Continue to Submit”.

Description of Home Station POC role



• Once you hit submit, you
will be given the details to 
review.  If satisfied, click submit 
again.

• The next screen will show that 
your request has been 
submitted.

• Your APACS number will be 
listed.

• Use this number to check the 
status of your request.

• Click on “View Detail”, then 
select the Print icon to print to 
PDF.



• To check the status of
the request, enter the
APACS number into the
field and click “Submit”.

• It will pull up your request
where you will see the
status:  submitted,
approved, partially denied,
or denied.

• Click on History/Approver
Comments for more
information.

• If partially denied, it is
likely you need to provide
more information.



• An APACS request can take between 1-29 days for approval.  Please 
check often until you see that your APACS has been approved.
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ISOPREP
Isolated Personnel Report



• ISOPREP is a database that contains personal information and identifying 
information for DOD Personnel.  This database is used in cases when an 
individual is detained or incapacitated while abroad to aid in recovery 
operations.

• ISOPREP is only completed once a lifetime, but needs to be validated on an 
annual basis for most travel abroad.  To validate your ISOPREP, contact 
oconus@usna.edu

• To complete the ISOPREP, you must have a VPN connection.  If you do not 
have one, please contact IPO at oconus@usna.edu to set up a time to 
complete the ISOPREP in IPO. 

• If you do have a VPN connection, please go to:  
https://prmsglobal.prms.af.mil/prmsconv/profile/survey/survey.aspx

mailto:oconus@usna.edu
mailto:oconus@usna.edu
https://prmsglobal.prms.af.mil/prmsconv/profile/survey/survey.aspx


• Once you have logged 
in, you will see this 
form.  It is relatively 
straightforward to 
complete.  All red fields 
are required.  All other 
fields are 
recommended.

• You must complete the 
form in one session.  
The website tends to 
time out after 20 
minutes which may 
require you to start 
over.



• To fill in your Unit, you 
must select the 
magnifying glass 
and search by UIC   
00161.

• SERE Training Type will 
be:  SERE 100.



• These four statements must have enough 
detail from which four questions can be 
derived from each statement.
• Example:  My first car was a 2001 

Toyota Corolla that my parents gave me 
when I graduated high school.  My car 
had lots of issues and even broke down 
in Phoenix when I was on a cross 
country road trip with my best friend 
Susan.
1. What was your first car?
2. Who gave you the car?
3. Where did your car breakdown?
4. Who were you with when it broke 

down?

• Recommendation:  copy/paste statements 
into notepad in case ISOPREP times out.

• The PIN can be any number.  You will not 
need to remember this for any reason.
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