UK RESIDENT PERMIT CHECKLIST


Name ______________________________ Sponsor_____________________________

Official Email Address: ___________________________________________________

Duty Phone _____________________ 	Home Phone ________________________


□	FLR(O) -  Use following link for current form (form changes frequently-do not print double sided) http://www.bia.homeoffice.gov.uk/sitecontent/applicationforms/flr/flro1
□	PASSPORT (must submit passport(s) with most recent entry stamp and/or current visa; not applicable for newborns if they have not traveled)
□	PHOTOS, BRITISH SIZE (Obtained at Electric Avenue - save your receipt for reimbursement)
□	VERIFICATION OF EMPLOYMENT LETTER
See your Personnel secretary for letter.
□	ORDERS – (Most Current RAT orders obtain from TOPS)  https://webapps.dodea.edu/tops/index.cfm 
□	CURRENT SF-50 Personnel Action (See your Personnel Secretary)
□	PAY SLIPS X 1 MONTH (last two LES statements)
□	BIRTH CERTIFICATE (If dependent is not on original orders; 
Newborns-UK Long Birth Certificate or if dependants arrived in country without Prior Entry Clearance Visas) 
□	MARRIAGE CERTIFICATE 
(If dependent is not on original orders; Not applicable for Newborns or if dependants arrived in country without Prior Entry Clearance Visas) 
□	IF PAYING BY CASHIERS DRAFT £SEE FLR(O) FORM  FOR AMOUNT
 “Home Office Leave to Remain” (save Cashier’s receipt for reimbursement)
PAYMENTS can be made by Postal Order, Credit Card, Debit Card – 
(SEE Payment guide on FLR(O) form for more information)

		Current as of 06 JUNE 2012
UK VISA Reimbursement




□	SF-1164 Fill out the SF-1164 – include bank information Account and Routing numbers on form.
	      Currency Converter website: http://www.oanda.com/currency/converter/
	Include both pound and dollar amounts – reimbursement is made in dollars
□	SUPPORTING DOCUMENTATION
· Copy of Orders which lists dependents that also received their VISA  AND shows that transportation agreement was signed 
· Copy of Biometrics Residency Permit card for yourself and all dependents

	□	RECEIPTS (Items claimed without a receipt may not be reimbursed)

· Pictures 
· Postage
· VISA receipt (A copy of the cashier’s check from the bank is NOT A RECEIPT.  We need the receipt issued from the agent that takes the cashier’s check for payment, and it must list which services were purchased, and for whom) 
· Parking Fees
· Train
· Other
                

Please note that you must use the PEO that is closest to your base; Lakenheath, Alconbury and Croughton complexes would use Croydon.  Menwith Hill will use Liverpool.  If an employee uses an alternate location, then reimbursement will be limited to the cost of going to their nearest PEO.

Return Completed SF-1164 with supporting documentation to Principal for Review and their initialed approval

The Principal or designated party will send complete Reimbursement package to the ISLES-DSO budget box for processing


Please note that you must be registered in DTS (Defense Travel System) before your reimbursement can be processed.  See your Principal for the DTS Application form.

