ID CARD RENEWAL:  Monday – Friday from 9:00am to 11:30am
US CIVILIAN ID CARD RENEWAL:

1. Employees looking to renew their and/or their dependents' ID cards must bring the following original documents to HRO so their application can be processed:

a. Sponsor’s and dependent’s current I.D. cards (or statement of loss of I.D. from Security)

b. Sponsor's and dependent’s civilian component sojourner's permit (or receipt of application released by NLSO)

c. Sponsor's and dependent’s official passport

2. Employee/applicants providing a receipt in lieu of the sojourner's permit will be authorized a one (1) year temporary ID card.  Upon receipt of the sojourner's permit, a permanent ID card can be authorized by HRO when applicant provides the documents identified in paragraphs 1. a-c above.  Permanent ID Card expiration date will match that of the sojourner permit, official passport, or the overseas tour expiration date, whichever is first. NOTE: Authorization for ID cards will not be issued unless the expiration date of the current I.D.  is within 30 days.
Please Note: Dependent children are eligible for an I.D. card from age 10 to age 21.  Continued eligibility  for an I.D. is up to age 23 only if  attending school as a full time student (supported by school verification).
3. HRO will provide the applicant with a form DD1172 to be taken to PSD for the issuing of the actual ID Card.  This form must be signed by the sponsor in front of an HRO representative.

4. This notice is not valid for contractors and their dependents and additional information may be obtained from the NSA SJA Office.

LN CIVILIAN ID CARD RENEWAL:

Local Nationals will be requested the following documentation:

a. Current ID Card (or statement of loss of I.D. from Security and the denouncement from the Italian police)

b. Memo from their supervisor identifying: 

(1) Hours of access (normal working hours and/or whether employee is subject to emergency recall or shift work)

(2) Days of access (Monday through Friday)

(3) Areas they need to access (Capo, Agnano etc..)

c. Driver’s license number

d. Type of vehicle and car plate number 

US CIVILIAN OFFICIAL PASSPORT RENEWAL:

Employees are responsible for initiating renewal of their and/or their dependents’ official passports in a timely manner.  Official passport applications take three to six months to process.  Therefore, renewal of official passports should be initiated at least six months in advance of the official passport’s expiration date.  For further information contact the HRO office at 626‑5762/5771.

US CIVILIAN SOJOURNER PERMIT RENEWAL:

Employees are responsible for initiating renewal of their sojourner permits in a timely manner.  Renewal requests must be submitted to NLSO (Admin II, Capodichino) at least 30 days prior to the sojourner’s expiration date.  For further information contact the NLSO at 626‑4576.

US LOGISTICAL SUPPORT LETTER:

In order to request a Logistical Support Letter, you must present the sponsor’s official passport to HRO.  Requests may be emailed to: cibellil@nsa.naples.navy.mil or francise@nsa.naples.navy.mil
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