
              ISSUANCE OF A NEW PASSPORT 

CHECK LIST 
 

For each supporting document, original document + 1 set of photocopies should be submitted. 
 
All Photocopies should be submitted in A4 Size. Copies of both sides of each certificate/ card should 
be submitted. For passports; copies of the bio-data page and the observation page should be 
submitted. 
 
Translations in lieu of Originals not accepted.  
 
 

Please “√” the checklist and attach it to the application before submitting the documents at the 
counter/via post. 

 * Denotes mandatory criterion 
 ^ If applicable 

 

S.No Application for new Passport  Applicant Checklist Officer 
Check list Original Photocopy 

1. Duly completed form “K” *  Not 
Required 

 

2. Three Passport Size Colour Photographs pasted on the 
application (3.5cm * 4.5cm) taken within the last three 
months* 

 Not 
Required  

 

3. Original Sri Lankan birth certificate* 
As required by the Department of immigration and Emigration 
the birth certificate should be 

 Recently obtained (preferably within 6 months) from 
the Registrar General’s Department or a Divisional 
Secretariat 

 Clear and legible 
 Seal and the signature of the issuing officer should be 

clearly visible 

   

4. Sri Lankan Citizenship Certificate^    

5. Declaration confirming the Sri Lankan Citizenship^    

6. Current Passport* It is mandatory to 
submit the 
original either to 
the counter/ send 
via post 

  

7. National Identity Card (NIC)^    

8. Letter confirming that you have not yet obtained a NIC^    

9. Dual Citizenship Certificate^    

10. Foreign Passport^    

11. Letter confirming that you have not yet obtained a Foreign 
Passport^ 

   

12. Original Marriage Certificate^ 
 

   

13. Document proving profession^ Please see 13.1 – 13.5 

13.1 Degree Certificate^    

13.2 COE/Student ID card/Letter issued by the School ^    

13.3 Service letter obtained from employer not less than 6 months’ 
old^ 

 Not 
Required 

 

13.4 Duly signed Service Agreement by the employer & employee^    

13.5 Any other documentary proof for profession^    

14. Visa Entitlement Verification Online (VEVO)*  Not 
Required  

 

 For Non-Machine Readable Passports Only     

15. Travel Itinerary    

16. Letter of request signed by the applicant. Letter should be 
addressed to the “Consul General, Consulate General of Sri 
Lanka in Melbourne”  

   










