Dear [Recipient's Name],

We hope this message finds you well. This letter serves as a guide for the renewal procedure of
your Embassy ID Card.

Step-by-Step Renewal Procedure:

1. Gather Required Documents: Please prepare the following documents:
o Completed ID Card Renewal Form
o Current ID Card
o Two recent passport-sized photographs
o Proof of residence (utility bill, lease agreement, etc.)
2. Submit Your Application: Visit the embassy or consulate during office hours to submit
your application and required documents.
Payment: Pay the applicable renewal fee at the time of submission.
4. Processing Time: The processing of your renewal application typically takes 10-15
business days.
5. Collect Your New ID Card: You will be notified when your new ID Card is ready for
collection.
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If you have any further questions or require assistance, please do not hesitate to contact us at
[Embassy Phone Number] or [Embassy Email Address].

Thank you for your attention to this matter.

Sincerely,

[Your Name]

[Your Position]
[Embassy/Consulate Name]



