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The City Council approved an ordinance that provides for the Office of 
the City Clerk to be designated as a U. S. Department of State Passport 
Acceptance Facility (PAF).  “With the heavy level of travel expected 
this summer, I’m glad the City will help relieve the backlog and help 
San Antonians obtain passports in a convenient and timely manner,” 
Mayor Julian Castro said. 

The Office of the City Clerk is the only municipality in Bexar County 
designated as a PAF.  Residents will have two convenient locations avail-
able to apply for their passports, the Office of the City Clerk located on 
the 2nd floor of City Hall at 100 Military Plaza, and the Municipal Ar-
chives and Records Facility located at 719 S. Santa Rosa.  Hours of op-
eration are Monday through Friday from 8:00 a.m. to 5:00 p.m. at both 
locations, and on Saturdays by appointment only at the Records Facility.  
 
“We are excited about working with the State Department on this new 
endeavor,” said City Clerk Leticia M. Vacek. “This is a great opportu-
nity for us to continue to serve the San Antonio community.” 
 
The Municipal Archives and Records Facility is ADA accessible, pro-
vides free parking and has photographing available. The hours of opera-

tion have been extended to all Saturdays during the months of June-August to accommodate summer 
travelers.  The Vital Statistics Office is located next door to the Records Facility and is open during the 
week should anyone need a certified copy of their birth certificate.   
 
Staff began accepting applications and taking passport photos on May 24, 2010.  In just over two weeks 
almost 300 passports have been processed and 115 photos were taken.  
 
Passport dilemmas solved... 
 
Robert Rodriguez, Katy, Texas, waited two hours before he was able to see a Passport Agent, only to be 
told he needed to have the long form of his birth certificate in order to apply for a passport.  He drove 
to his birthplace of San Antonio to obtain a copy.  As he was leaving the Vital Statistics Office, he no-
ticed across the walkway, the Passport Banner on the Municipal Archives and Records Facility. His ap-
plication was processed thereafter and he was very grateful. 
 
Keri Jo Griffin, NISD Teacher, planned a summer trip to Italy for herself and 32 students, but was un-
successful in obtaining passports for everyone due to the Post Office being booked through the month 
of August.  She was referred to the Municipal Archives and Records Facility and the staff has scheduled 
all 32 students for processing. 



Office of the City Clerk 
100 Military Plaza, 2nd floor 
San Antonio, Texas 78205 

Phone: 210-207-7253 

Municipal Archives & Records Facility 
719 S. Santa Rosa 

San Antonio, Texas 78204 
Phone: 210-207-4214 

Office Hours 
8:00 a.m.—5:00 p.m. 

Saturdays by appointment  
*All Saturdays during the Summer Months 

 
Passport Book 

Fee Types   Execution Fee  Passport Fee 
Minors (under age 16)       $25.00        $60.00 
Adults (over age 16)       $25.00        $75.00 
 

Passport Card 
 Fee Types  Execution Fee  Passport Fee 
Minors (under age 16)      $25.00        $10.00 
Adults (over age 16)      $25.00        $20.00 
 

Passport Book and Passport Card 
Fee Types   Execution Fee  Passport Fee 
Minors (under age 16)      $25.00        $70.00 
Adults (over age 16)      $25.00        $95.00 
 

Optional Fees Paid to the Department of State 
Expedited Fee           $60.00 
Overnight return delivery fee (to customer’s home)      $14.96 
 
Fees are payable by check or money order. 
 
REQUIRED DOCUMENT INCLUDE:  Passport Application; Proof of US 
Citizenship: Identification; Two Passport Photos 

Designated Passport Acceptance Facility 
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