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CLERK’S OFFICE PASSPORT PROCESSING
Kennewick: Monday-Friday 8:00am-4:00pm | Prosser: Monday-Friday 8:00am-12:00pm & 1:00pm-3:30pm

PASSPORT APPLICATION REQUIREMENTS
DO NOT SIGN APPLICATION UNTIL ADVISED BY THE CLERK
1. All applicants, including children, must be present. Please note: a child applicant is defined as someone 16 years of age or younger.
2. Completed passport application (DS-11).
3. Certified copy of one of the following documents:
a. Birth certificate from Bureau of Vital Records in the state in which you were born.
b. Naturalization certificate.
c. Previous US passport.
4. One 2” x 2” passport photograph. Please refer to US Department of State’s passport photo guidelines.
5. Valid driver’s license or alternative photo identification.
6. One single-sided photocopy of the following applicable documents:
a. Front and back of driver’s license/photo identification.
b. Front and back of EACH PARENT’S driver’s license/photo identification per child applicant.
7. For processing a child’s application, one of the following:
a. Both parents present.
b. DS-3053 Statement of Consent.
c. Certified copy of proof of sole custody.
d. For passport renewals: child’s current passport and certified copy of birth certificate.
8. $35 for the Clerk execution fee—payable by cash or debit/credit fee—per application submitted.
9. Personal check, cashier’s check, or money order payable to US DEPARTMENT OF STATE for the following applicable fees:
a. Passport Book:
i. $130 per adult applicant.
ii. $100 per child applicant.
b. Passport Card:
i. $30 per adult applicant.
ii. $15 per child applicant.
c. Additional postage options:
i. $60 per application for expedited returns.
ii. $22.05 per application for overnight returns.
PLEASE REFER TO US DEPARTMENT OF STATE WEBSITE FOR ANY ADDITIONAL QUESTIONS
www.travel.state.gov 
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