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UA Passport Acceptance Facility 
Address

325 Kirkbride Lane
Tuscaloosa, AL 35401

In the UA Printing and Mailing Facility

We recommend using Google Maps, not Apple for accurate location

Parking
Limited parking is available in front of the building. Note that the red-lined 
spaces are paid parking opportunities accessed through the Park Mobile App. 
The majority of passport office visits take 30 minutes or less. 





Services 
Offered 

• New Passport Applications 
• All ages

• Passport Renewals
• When a renewal cannot be completed by mail

• Passport Photos



Passport Renewals by Mail
Renew by mail if you respond "Yes" to all statements below about your most recent 
passport:

• I can submit it with my application.
• It is not damaged (other than normal wear and tear).
• I have never reported it lost or stolen.
• It was issued within the last 15 years.
• It was issued when I was age 16 or older.
• It was issued in my current name, or I can provide another document such as a marriage certificate or 

divorce decree that is evidence of my name change.
• It was not limited to less than the normal 10-year period of validity because I've lost multiple passports or 

I've had multiple damaged passports.

If you do not meet these requirements to renew, you will need to renew in person 
with a DS-11 form.

Video

https://travel.state.gov/content/travel/en/passports/have-passport/renew.html?cq_ck=1708792483886
https://youtu.be/0akd7xj6wec


Filling out Passport 
Application (DS-11)

• Complete your passport application (DS-11) 
at https://pptform.state.gov/

• Complete all sections of your form 
including entering your correct Social 
Security number. Do not leave anything 
blank.

• Print your application 
• DO NOT SIGN the application

• We will have computers at the Passport 
Facility

https://pptform.state.gov/








XXXX





LAST NAME AT BIRTH, 
NOT CURRENT!

LAST NAME AT BIRTH, 
NOT CURRENT!







XXXX



OPTIONS
 

Passport Book, Passport Card 
or Both

Routine or Expedited Service

Standard Delivery or  1-2 day 
delivery



THE TOTAL PAYABLE TO THE “DEPARTMENT OF STATE” SHOWN IN THE 
BLUE BOX WILL DEPEND ON YOUR CHOICES (ROUTINE OR EXPEDITED 
SERVICE, PASSPORT BOOK AND PASSPORT CARD, DELIVERY METHOD 
CHOSEN, ETC.)

THIS AMOUNT MUST BE PAID WITH A CHECK OR MONEY ORDER, PAYABLE 
TO THE “DEPARTMENT OF STATE”. 
--------------------------------------------------------------------------------------------------
DO NOT INCLUDE THE $35 EXECUTION FEE IN YOUR CHECK OR MONEY 
ORDER. THE EXECUTIN FEE WILL BE PAID TO THE UNIVERSITY OF 
ALABAMA, ALONG WITH APPLICABLE PHTO FEES.  

OPTIONAL: “1-2 day 
delivery” means you will 
receive your passport 1-2 
days after it is complete 
and ready to ship. 





PRINT BUT 
DO NOT SIGN



Prepare for 
your 
Passport 
Office Visit

You will need:

• Printed DS-11 application
• DO NOT SIGN THIS YET

• Identification
• To show agent
• Proof of citizenship
• Original

• Fees (Application, execution and photo fee) 



Identification

One of the following is required:
• In-state driver's license or 

enhanced driver's license with 
photo (non-expired)

• If an out-of-state license: bring a 
2nd form of ID (Such as, physical 
student ID, social security card)

• US Military or dependent ID
• US Permanent Resident Card 

(Green Card)



Proof of 
Citizenship

One of the following is required:

• Original Birth Certificate with a 
Seal

• Certificate of Naturalization
• Certificate of Citizenship
• Certification of Birth (Birth 

Abroad)



Mailing Tip 

If you are having someone send you your 
required proof of citizenship:
Send the items through a service that 
provides package tracking (not just through 
the mail with a stamp).

If a UA student mailing to Campus:
• Use the correct address

Student’s Enrolled Name
MSC # __ __ __ __ __ __
1831 University Station
Tuscaloosa, AL 35487-0002



What to 
expect at 
your 
Passport 
Office Visit

• A Passport Agent will review your 
application and required documents. You 
may be asked questions or told that 
information is missing or otherwise not 
acceptable so they may be corrected on a 
new application.

• The Agent will copy your identification 
and take the original proof of citizenship 
to include with your application. 

• An Agent will take your passport photo if 
you opt for that service.

• The Passport Agent read you the required 
oath and have you sign your application. 



Passport Photo

THE PHOTO WILL BE TAKEN 
WITH A WHITE BACKGROUND. 

WE RECOMMEND NOT 
WEARING A WHITE SHIRT. 

YOU MAY NOT WEAR A 
BUSINESS OR GOVERNMENT 
UNIFORM FOR YOUR PHOTO.

HEAD COVERINGS ARE NOT 
ALLOWED EXCEPT FOR 

RELIGIOUS OR MEDICAL 
PURPOSES (AFFIDAVIT 

REQUIRED).

EYEGLASSES MAY NOT BE 
WORN IN YOUR PASSPORT 

PHOTO.

YOU MAY SMILE MODESTLY.



What to 
Expect After 

your 
Appointment

Track your passport status: https://travel.state.gov

Currently, it’s taking 4-6 weeks for passports 
to be processed with routine service and 2-3 
weeks for expedited service (not including 
mailing time). This can change at any time, 
but the estimated processing time is listed on 
travel.state.gov/passports.

Your original proof of citizenship document will be 
returned to you through the mail and will arrive 
separately from your passport, normally 2 weeks after 
your passport is received.

https://travel.state.gov/
https://travel.state.gov/content/travel/en/passports.html


Tips

• Have your required documents sent to you if 
you don't already have them! This may 
involve contacting the health department 
where you were born to purchase an 
"original" birth certificate or ordering 
through a company that provides vital 
records.

• Passports expire in 10 years (for adults)
• Some countries require that your passport 

be valid for a period of time before (or after) 
you travel there. Always look up the specific 
requirements before you book your travel.

• When traveling (particularly on a cruise) do 
not let them stamp your book as a souvenir. 
This invalidates your passport for travel.



Contact

PASSPORTS@UA.EDU (205) 348-2054 CAMPUSMAIL.UA.EDU/PASSPORTS

mailto:passports@ua.edu
https://campusmail.ua.edu/passports/
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