
Tourist Ghana Visa 

Application
Individual Paying



Before Starting the Application 

● Passport: Passport needs to be valid with a minimum of 6 months before expiration date prior to departure and 

include available visa page space.

● Passport photo: This will be a 2” by 2” photo of you. You can get this taken at Walgreens, CVS etc.. Please have 

the photo and a copy uploaded to your computer. (You will need to upload this when submitting the application) We 

have found it easiest to to take a photo on your phone of these images and then email them to yourself (select 

smallest size) and then save them to your computer before uploading.

● Passport Photocopy: Please have a photocopy of your passport printed as well as uploaded to your computer (You 

will need to upload this when submitting the application). We have found it easiest to to take a photo on your phone 

of these images and then email them to yourself (select smallest size) and then save them to your computer before 

uploading.

● Ensign Letter of Invitation: You will be a student of Ensign Global College. Our team is happy to provide a letter 

stating your enrollment.

● Valid Ghana Identification of Host

● Itinerary: The itinerary for your trip, your academic calendar, will be provided to you.

● Optional COVID-19 Vaccine Card (if vaccinated)

● Personal card for payment



To Begin

Go to: 

https://ghanaembassydc.org/

● Select “VISAS & PASSPORTS”

● Select “VISA APPLICATION” 

You will be directed to a new page:

● Select “Visa Application”

● Select your visa application 

language preference 

● Select your country of 

residence

● Click continue 

https://ghanaembassydc.org/


To Begin:

1. Read Instructions and click the “I have read and understood the terms and conditions

2. Click “Proceed With Visa Application”

Select Individual Visa Application

Begin Application

Please view the next slides to walk you through the process exactly. You cannot edit certain steps once 

you have advanced to the next step. 

Please follow the instructions. The information in the screen shots will apply to you and what you should 

use as an example. 



Step 1 Part 1: 

Application Details

1. Purpose of Travel, select Student Visa

2. Passport Type, select Ordinary

3. Select your Country of Residence

4. (and 5.) Nationality/at Birth - If you are a   U.S. 

Citizen applying for the visa

6. Visa Type, select Mutiple Entry Visa (if you 

plan on traveling outside Ghana while 

enrolled in the program); Single Entry Visa (if 

you will stay in Ghana for the duration of the 

program)  

7. Other Nationality, select only if applies

8. Processing Office, please select Washington 

DC (or you’re an office in your home country)

9. Service Type: Expedited Service 

10. Mode of Submission: Postal Services



Step 1 Part 2: 

Personal Information

11. Enter your First and Middle Names 

as listed on your passport.

12. Enter your Last Name as listed on 

your passport.

13. Mode of Communication, select 

Email and Text.

14. Enter your mobile phone number, 

code for US is 01.

15. Enter your mobile number again. 

16. Enter your personal email

17. Enter your your personal email 

again.



Step 1 Part 3:

Additional Information

18. - 24. Continue to fill out your 
personal information making sure your 
name is the same as listed on your 
passport.

25. Profession/Occupation 

26. PLEASE NOTE Date of Birth is 
entered:  DAY (DD), MONTH (MM), 
YEAR (YYYY)

27. Enter Place of Birth

It is important that the information 
in STEP 1 is entered correctly so 
you can retrieve your application. If 
you need to pause, you can return 
later to complete the application.



Step 1 Part 4: Travel Details

28. Travel Purpose Details, select Student Visa

29. Duration of stay, select the number of days you 

will be in country.

30. Date of Departure from Country of Residence: 

PLEASE NOTE enter as DAY (DD), MONTH (MM), 

YEAR (YYYY)

31. Mode of journey, select By Air

32. Do you have a return ticket? If you have 

purchased your return ticket select: Yes and enter 

ticket number. If you have not purchased your return 

ticket select: No.

33. Date of last visit to Ghana, you do not enter 

anything unless you have previously visited Ghana. 



Step 1 Part 4 (cont.)

34. Financial Mode, select Cash and Card

35. Financial means at applicant’s disposal, 

enter 1000

VERIFY ALL INFORMATION FILLED 

OUT IN STEP 1 IS CORRECT BEFORE 

SELECTING “NEXT”.

When you proceed to ‘Step 2’ on the 

next page there is a Reference Number 

in the top right-hand corner (highlighted 

with a red text box). Please note this 

reference number somewhere so you 

can refer to your application or complete 

at a later time.



Step 2 Part 1: Passport Details

Please make sure this 

information is exact. 

When entering date of issue and 

expiration date must be put in: 

DAY (DD), MONTH (MM), YEAR 

(YYYY)



Step 2 Part 2: Travel 

History/Criminal 

Convictions

Please complete each question 

according to your history.

Then click Next



Step 3 Part 1: 

Contact Information

Enter your personal home 

address, telephone number 

(with country code), email 

address, and preferred mode 

of contact.



Step 3 Part 2: Mailing Address

Enter your Mailing Address 

as: 

Address: 

Town: 

Country: 

State: 

Post Code: 

Email ID: 



Step 3 Part 3: Business/Work/School Address in Country of 

Residence 

For a tourist visa you do 

not have our complete this 

section. You can mark not 

applicable



Step 3 Part 4: Name and Physical Address of Reference 1

Please put this EXACT 

information in as your reference. 

Name:

Building No./Name & Street 

Name:

Locality/Town & City:

GPS Address: 

Phone:

Email: 



Step 3 Part 5: Name and Physical Address of Reference 2

Please put this EXACT 

information in as your reference.

Your hotel booking address and 

contact information. 

Name of Reference:

Address:

Locality/Town & City:

Phone:

Email:



Step 3 Part 6: Name & Address of Employer in Ghana

Select: Not Applicable 



Step 4 Part 1: Host in Ghana

Please put this EXACT information in as 
your reference.

Organization: Ensign Global College

First Name: Stephen

Last Name: Alder

Phone Number: 233 257510800

Mobile Number: 233 257510800

City: Kpong

Host Address: Tema-Akosombo 
Highway Kpong, Eastern Region

Host GPS Address: EL - 0364 - 5509

Host Country: Ghana

Email: steve.alder@ensign.edu.gh



Step 4 Part 2: Sponsor of Trip

Please complete the following information for the 

‘Sponsor of Trip’’

Tick box if sponsor is the same as applicant.

If the sponsor of the trip is different please fill in 

the information accordingly.



Step 4 Part 4: Application Completed by Another Person

Please select Not Applicable. We prefer to have 

persons complete their own visa applications.



Step 5: Uploading Documents

Uploading information:

We have found it easiest to take 

a photo on your phone of these 

images and then email them to 

yourself (select smallest size) 

and then save them to your 

computer before uploading. 

Upload images in correct spot 

and remember to select upload 

again on the right-hand side or 

they will not save.



Uploading Documents 

Remember to click upload after choosing the file in 

order to save the document. 

Line 1: 

Line 2:  Travel Itinerary 

Line 3: Invitation Letter 

Line 4: Passport - size photograph 

Line 5: Photo of Passport data page (the page with your 

photo and information)

Line 6: Applicant  Signature - upload photo of your 

signature (you can just sign a blank sheet of paper and 

upload a copy of that)

Line 7: Covid -19 vaccination card (optional, not 

required)

Line 8: resident permit: NOT APPLICABLE- do NOT 

check box

Line 9: Appropriate fees (just check this box) instructions 

on paying to follow

Line 10: Check box (confirming you have a valid 

passport)



Step 6: Declaration 

by Applicant

Read statement and check the box

Payment option: select Online 

Payment via website 

Click Submit to submit your 

application.



Payment

To pay, go to the main screen of the 
Ghana Visa Website.  
https://ghanaembassydc.org/

● Select Visa and Passports
● Select Pay Visa Fee Online 

The shown document will appear 

Please fill in the appropriate information.

Your application reference number 
should be emailed to the email you 
entered in the application.

Please select: Single Expedited 
$105.00

Enter your credit card information

https://ghanaembassydc.org/


Step 6

This is the page that will appear when you have submitted your payment.

You will print the below documents.

You will also need to pay for return shipping.



Printing Documents 

The documents that you will need to print will include:

- Receipt for payment 

- Valid Ghana Identification of Host 

- Visa Application (2 pages) **you must sign the second page of this document**

- Letter of Invitation

- Passport Data Page 

- Ghana Visa Checklist 

- Itinerary 

- Applicant signature

- Address Label 



Pay Visa Fee 

Select red tab “Pay Visa Fee 

Online” on the print forms page 

or go to: 

https://ghanaembassydc.org/vi

sapay

Enter your personal and card 

information

Type of entry and service: 

Single Expedited - $105.00 

US (check conversion rates) 

Print receipt 

https://ghanaembassydc.org/visapay
https://ghanaembassydc.org/visapay


Pay for Return 

Shipping 

To pay for return shipping, go to the 

main screen of the Ghana Visa 

Website.  

https://ghanaembassydc.org/

● Select Visa and Passports

● Select Pay Return Postage

https://ghanaembassydc.org/


Return Shipping 

information/payment

Select which service you prefer



Return Shipping

Information & Payment 

Fill in the shipping information 

and payment information. 

Print the receipt and send in 

with all other shipping 

materials. 

***The shipping address entered here 

is where your passport & visa will be 

sent back to you; please ensure 

accuracy so you receive them 

successfully



Prep for Shipping 

● Receipt for payment 

● Return Shipping receipt 

● Visa Application (2 pages) **you must sign the second page of this document**

● Letter of Invitation

● Itinerary

● Ghana Visa Checklist 

● Printed Copy of Passport Bio Page

● Passport 

● Applicant Signature

● Passport Photo

● COVID-19 Vaccination Card: optional

● Valid Ghana Identification of Host 



Shipping Materials 

Collect all application materials required to send 

in for your visa application.

● Receipt for payment 

● Visa Application (2 pages) **you 

must sign the second page of this 

document**

● Letter of Invitation

● Itinerary

● Ghana Visa Checklist 

● Printed Copy of Passport Bio 

Page

● Passport 

● Passport Photo

● COVID-19 Vaccination Card: 

optional 

● Applicant Signature

● Valid Ghana Identification of Host 

● Return shipping receipt 



Follow Up

Your visa will take 5 business days once the Ghana Embassy receives your 

information in the mail.

An update will be sent to the payee of the return shipping from the Ghana Travel 

Consultants once your passport is in route back to the return address.


