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Instructions for completing a 

180-Day Taiwan Courtesy Visa

Section 1: Ensure you have a U.S. Regular/Tourist (Blue) Passport. 

Section 2: Establish contact with JTT/J1 for a JTT Visa Request Letter 

Section 3: Apply for a Visa on Taiwan’s official website 

Section 4: Complete the AIT Contact Information Form (Enclosure 3A) 

Section 5: Email consolidated documents to AIT-W to receive a Visa 

Endorsement Letter 

Section 6: Receive back an AIT-W Visa Endorsement Letter 

Section 7: Obtain 2 passport-sized (2 x 2 inches) photos for TECO 

walk-in service 

Section 8: Schedule or walk-in to a TECO location for a Visa 
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Section 1: Ensure you have a U.S. Regular/Tourist (Blue) Passport 

Please ensure the following for your Regular Passport: 

A. Your Regular Passport must have an expiration of at least 1-year post-arrival date to

Taiwan.

B. If you do not own a Regular/Tourist Passport, please immediately request one and notify

your Chain-of-Command and JTT/J1 of expected timelines

• Apply for a Regular Passport at:

https://travel.state.gov/content/travel/en/passports/need-passport.html

C. Do NOT use your Official (Red) Passport for entry or requesting a visa into Taiwan.

D. Work with your respective Chain-of-Command for reimbursement details (as required)

for purchasing a Regular/Tourist Passport.

✓



https://travel.state.gov/content/travel/en/passports/need-passport.html
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Section 2: Establish contact with JTT/J1 for a JTT Visa Request Letter 

Please provide J1 with the following details via email: 

A. Your dates of arriving and departing Taiwan

B. Your preferred Taipei Economic and Cultural Office (TECO) location

C. Your advisory team and JTT Billet/Unit Line Number (ULN)

JTT/J1 Distro Email: usarmy.shafter.usarpac.list.jtt-j1@army.mil 

NOTE: 

• U.S. based TECO locations: https://www.roc-taiwan.org/us_en/post/47.html

• International TECO locations: https://www.roc-

taiwan.org/portalOfDiplomaticMission_en.html#ALL

• Once you make contact, J1 will coordinate with the JTT Chief of Staff (CoS) and provide

you a signed visa request letter, which you will provide to the American Institute in

Taiwan – Washington D.C. (AIT-W).

• Mailing your passport is the least preferred option and can take several weeks to return.

If this is your only option, please contact JTT/J1 for more information.

mailto:usarmy.shafter.usarpac.list.jtt-j1@army.mil
https://www.roc-taiwan.org/us_en/post/47.html
https://www.roc-taiwan.org/portalOfDiplomaticMission_en.html#ALL
https://www.roc-taiwan.org/portalOfDiplomaticMission_en.html#ALL
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Section 3: Apply for a Visa on Taiwan’s official website 

To apply for a visa, first go to the following website (may not work on a NIPR): 

https://visawebapp.boca.gov.tw 

1. Read the Important Announcement and check the “I have read…” box

2. Select “Confirm & Continue”

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fvisawebapp.boca.gov.tw%2F&data=05%7C02%7CWillisEX%40state.gov%7C15ac148d920246c6099408dd5da500df%7C66cf50745afe48d1a691a12b2121f44b%7C0%7C0%7C638769685465126637%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=EPQvWszBoHBxmUhL5BW6%2FQfgIC1gVinOu0%2BK65HsUds%3D&reserved=0
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3. Under “General Visa Applications,” select “New”

4. Read the “[Attention]” and check the “I have read…” box

5. Nationality: United States of America

6. Duration of Stay: 1-180 days

7. Number of Entries: Multiple

8. Purpose of Travel: Others

9. Verification Code: Enter applicable code

10. Select “Send” at the bottom
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11. Surname: Enter your last name (must match passport)

12. Given Name: Enter your first name (must match passport)

13. Date of Birth: Enter your date of birth (must match passport)

14. Place-City of Birth: Enter your City and State of birth (must match passport)

15. Place-Country of Birth: Enter your Country of birth (must match passport)

16. Gender: Select applicable gender

17. Marital Status: Select applicable status

18. Select “Page 2”
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19. Passport Type: Regular

20. Passport No.: Enter applicable passport number (must match passport)

21. Issuance Date: Enter date issued passport (must match passport)

22. Expiration Date: Enter date passport expires (must match passport)

23. Place of Issuance: Enter country passport was issued (must match passport)

24. Nationality: Auto-populates

25. Select option if you have ever held passports from another country

26. Select “Page 3”
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27. Address in Home Country: Enter personal address

28. Telephone Number: Enter personal telephone number

29. Hotel Name or Address in Taiwan: Enter either your hotel’s address or the AIT-Taipei

Address: AIT-Taipei, No. 100 Jinhu Road, Neihu District, Taipei 11461, Taiwan

30. Telephone Number in Taiwan: Enter 02-2161-2328, or a more specific number if

provided by your sponsor/advisory team

31. Email: Enter a professional, personal (non-DoD affiliated) email.

a. This should be an email you can access

b. Avoid personal emails that also have clear military affiliation (e.g.

GregoryUSAFColonel@gmail.com)

32. Select “Page 4”

mailto:GregoryUSAFColonel@gmail.com
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33. Have you ever been to Taiwan: Enter applicable answer

34. Estimated Date of Arrival in Taiwan: Enter applicable travel dates

35. Estimated Date of Departure from Taiwan: Enter applicable travel dates

36. Name of Contact Person in Taiwan: Enter “American Institute in Taiwan”

37. Company Name of Contact Person in Taiwan: Enter “American Institute in Taiwan”

38. Occupation of Contact Person in Taiwan: Enter “US Agency”

39. Address of Contact Person in Taiwan: Enter AIT address “AIT-Taipei, No. 100 Jinhu

Road, Neihu District, Taipei 11461, Taiwan”

40. Phone Number of Contact Person in Taiwan: Enter “02-2161-2329”

41. Select “Page 5”
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42. For questions A thru H, answer truthfully and work with your Chain-of-Command if any

answers are “Yes”

43. Select “Page 6”
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44. Area: Enter North America or your applicable region (If applying for a Visa at a TECO

location in Japan, enter Asia)

45. Embassy or mission: Select your designated TECO location where you are picking up

your Visa

46. Was this application filled in by yourself: Enter applicable answer

47. Select “Page 7”

48. Select “Submit”, you can also save the temporary application number if you need to

come back to this visa request at a later time.
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49. Screenshot or save the Application Form No. for your records

50. Select “Print PDF” to save a PDF version of your Visa application

51. After completing the online application, print out the Visa Application.

52. On the printed-out Visa Application, using black pen, write in “Consultant” for block 12,

Occupation.

53. Sign the bottom of the Visa Application in the space designated “APPLICANT’S

SIGNATURE:”

54. Once signed, scan the document on a high-resolution scanner so that all details and the

barcode can be clearly defined.  Save the document as a PDF for submission to AIT-W.

The following is a full example of a completed Visa Application: 
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4. Complete the AIT Contact Information Form (Enclosure 3.1)

AIT Contact Information Form 

DATE: ___(Enter date you are submitting to AIT-W)______________________ 

NAME: _______(Full name that matches passport)_______________ 

CELL: _____________(Personal 

cell)_____________________ 

WORK:  _______________________________________ 

EMAIL:  ______________(Personal email)____________ 

Date Leaving DC Area __________(only if mailing to AIT-

W)___________ 

         (if applicable) 

Date Passport Needed Back By ___(Enter date that aligns with travel needs)_____ 

   (if applicable) 

Will Pickup be: In Person _X___ FedEx/UPS/USPS/DHL _____ (if applicable) 

Names of Travelers: 

(Enter your name) 

(Enter names of others if mailing in passports, not preferred) 

American Institute in Taiwan Washington Office 

1300 17th Street, N., Suite 750 Arlington, VA 22209

TEL: (703) 525-8474 FAX: (703) 841-1385

Consultant 

A12345678 
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Wet Signature Here 
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Section 4: Complete the AIT Contact Information Form (Enclosure 3A) 

The AIT Contact Information Form is attached to this guide, please see below for more specific

details: 
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Section 5: Email consolidated documents to AIT-W to receive a Visa 

Endorsement Letter 

Using a professional, personal (non-DoD) email, submit the following documents in one 

consolidated email to AIT_W_TaiwanVisa@state.gov, while cc’ing hoggardt@state.gov and 

JTT/J1 at usarmy.shafter.usarpac.list.jtt-j1@army.mil 

➢ Signed Visa Application (Section 3 of this guide)

➢ AIT Contact Information Form (Section 4 of this guide)

➢ Passport Biography Page (scanned then saved as PDF, example below)

➢ JTT Visa Request Letter (provided by J1, Section 2 of this guide)

NOTE: Include in your email to AIT-W the TECO location you wish to receive your visa from 

and your estimated date of when you will go in-person. 

Figure 1: Scan both pages; ensure you sign top page 

Signature Here 

mailto:AIT_W_TaiwanVisa@state.gov
mailto:hoggardt@state.gov
mailto:usarmy.shafter.usarpac.list.jtt-j1@army.mil
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Section 6: Receive back an AIT-W Visa Endorsement Letter 

AIT-W will process your documents via email and submit a visa request to TECO. 

In turn, AIT-W will provide you with a Visa Endorsement Letter for your requested TECO 

location (example below). 
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Section 7: Acquire 2 passport-sized (2 x 2 inches) photos for TECO 

walk-in service 

Taipei Economic and Cultural Office (TECO), where you will receive your Taiwan Visa, requires 

2 passport-sized (2 x 2 inches) photos printed on photo paper.  

Write your full name on the back of each photo 

NOTE: Please see the State Department Passport website on acceptable photos for passports: 

https://travel.state.gov/content/travel/en/passports/how-apply/photos.html  

https://travel.state.gov/content/travel/en/passports/how-apply/photos.html
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Section 8: Schedule or walk-in to a TECO location for a Visa 

You may call and schedule a visa appointment in advance with your respective TECO location, 

or walk-in (recommend checking website for walk-in policy) 

On the day of the Visa appointment: 

A. Wear professional, civilian clothes (no military uniform or affiliation)

B. Bring ONLY the following documents:

➢ Your Regular (Blue) Passport (Section 1)

➢ Taiwan Visa Application (Section 3)

➢ AIT Contact Information Form (Section 4)

➢ AIT-W Visa Endorsement Letter (Section 6)

➢ 2 Passport-Sized Printed Photos (Section 7)

NOTE: 

• No other documentation is authorized for disclosure to TECO. Do not show or bring any

IDs or documents that are affiliated with the Department of Defense (DoD).

• The visa process may take 7-14 days, in which TECO will take your passport and give

you a hand receipt with a scheduled return date.

• Once you have your passport back with a valid visa inside, this checklist is complete.
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1300 17th Street, N., Suite 750 Arlington, VA 22209

TEL: (703) 525-8474   FAX: (703) 841-1385









AIT Contact Information Form





DATE: ____________________________





	NAME:	_______________________________________





	CELL: 	_______________________________________





	WORK:  	_______________________________________





	EMAIL:  	_______________________________________





	Date Passport Needed Back By _______________________

	      (if applicable)





Will Pickup be:	In Person ____	FedEx/UPS/USPS/DHL _____
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