
(Start) 

Is visit >72 

hours 

If visit is <72 hours, no 

requirements from PMO or 

from Ohana/Hunt (End) 

Yes Yes 
If visit is > 14 days, follow 

“Long-Term Guests” process 

No 

Go to PMO Pass & ID 

Office and fill out PMO’s 

Base Access Request  

Form 

Go to PMO Pass & ID Office 

and fill out PMO’s Base 

Access Request Form 

* PMO Pass & ID Office 

conducts background 

checks. Completed form 

available to requestor in 5 to 

10 business days 

*PMO Pass & ID Office 

conducts background 

checks. Completed form 

available to requestor in 

5 to 10 business days 
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Short Term Long Term 

LEGEND: 
Service member’s 

Responsibility 
PMO Responsibility Ohana/Hunt’s (PPV) 

Responsibility 

Family Housing Office 

(FHO) Responsibility 

If visit >72 hours but < 15 

days, follow “Short-Term 

Guests” process 

 

 
Guest arrives (End) 

 

Guest arrives (End) 

Sponsor prepares letter 

Subj: REQUEST FOR 

LONG-TERM GUEST 

Take approved PMO’s 

form to your servicing 

Ohana/Hunt (RSO) 

** Member/spouse takes 

Hunt’s Guests Form to PMO 

Pass & ID to obtain House 

Guest Privilege Pass 

Sponsor’s CO (O4 or 

above) endorses the 

long-term guest 

request 

Member/spouse fills out 

Ohana/Hunt’s Guests 

Form 

FHO prepares Long-Term 

Guest Package using 

sponsor’s letter, CO’s 

endorsement, and Pass 

& ID’s Base Access 

Request Form 

** Member/spouse takes 

Hunt’s Guests Form to 

PMO Pass & ID to obtain 

House Guest Privilege 

Pass 

FHO approves or 

disapproves request 

and notifies Hunt 

If approved 

Member/spouse fills out 

Ohana/Hunt’s Guests 

Form” 

* Depending on Pass & ID’s office workload, sponsor can 

opt to wait for the background checks to be completed. 

** Flight itinerary is required. 


