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Passport Renewal Process: 
 
Enclosed please find the U.S. Passport Renewal Application(s) requested.  You may use the 
renewal process if you can do the following; 
 

1. Applicant can submit most recent passport. 
 
2. Applicant was at least 16 years old when most recent passport was issued. 
 
3. Applicant’s most recent passport was issued less than 15 years ago. 
 
4. Applicant’s name is identical to the expired passport or name has changed due to 

marriage (must submit certified marriage certificate) or name has changed due to a 
court order (must submit court document). 

 
 
You are required to fill out pages 1 & 2 on the Application (do not write in the space identified 
for Passport Services Use Only).  Make sure you sign and date the Application in the 
designated area.   
 
When you are ready to make application for your U.S. Passport Renewal through the mail, you 
need the following to accompany your application: 
 

1. Applicant’s most recent U.S. Passport. 
 
2. Passport Photos – 2 identical  2”x2” color photos for each applicant. 

 
3. Marriage certificate or court order if applicant’s name has changed. 

 
4. Passport Renewal fee of $75.00 – payable to U.S. Department of State (personal check or 

money order).  Print full name and date of birth of Applicant on the front of the check or 
money order. 

 
5. Processing Time – allow 8 weeks   

 
 
Mail Applicant’s renewal request to: 
 National Passport Processing Center 
 P.O. Box 90155 
 Philadelphia, PA 19190-0155                                 
 
**Note Expedited Service is $60.                           
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