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How to Get a PO Box: The Complete Step �by �Step Guide

Whether you’re a small business owner, a freelancer, a frequent traveler, or simply looking for a secure mailing

address, a Post Office Box (PO Box) can be an invaluable resource. It offers privacy, reliable delivery, and a

professional image without the need to rent a full office space. But how exactly do you get a PO Box? This guide

walks you through every detail—from deciding whether a PO Box is right for you to choosing the best location,

filling out the application, and managing your mailbox after you’ve secured it. By the end, you’ll have all the

knowledge you need to successfully obtain a PO Box and enjoy its benefits.

Why You Might Want a PO Box

Before diving into the mechanics of obtaining a PO Box, it’s useful to understand why people choose this option.

Here are the most common reasons:

•  Privacy – A PO Box keeps your residential address private, which is especially important for online sellers, 

authors, or anyone who wants to separate personal and business mail.

•  Security – Mail is stored in a locked box that only you can access, reducing the risk of theft or loss.

•  Reliability – The U.S. Postal Service (USPS) delivers to PO Boxes on a regular schedule, ensuring you never 

miss a package or letter.

•  Convenience – If you travel frequently or live in an area with unreliable delivery, a PO Box guarantees a 

consistent address.

•  Professional Image – Using a PO Box for business correspondence can add credibility and signal that your 

business is established.

Is a PO Box Right for You?

Not every situation calls for a PO Box. Consider the following before making a decision:

1.  Do you need a physical address? Some online services (e.g., banks, government agencies) require a 

physical street address. A PO Box may not satisfy these requirements.

2.  Will you receive large packages? Standard PO Boxes can hold a limited number of items. If you frequently 

receive oversized packages, you might need a larger box or a package receiving service.

3.  Do you need to receive mail outside normal business hours? The USPS typically opens its post office 

locations during business hours. If you need 24/7 access, consider a private mailbox provider.

4.  Is your budget tight? PO Boxes are generally affordable, but prices vary by location and box size. Compare 

costs with other options.

Choosing the Right PO Box Size

The USPS offers several box sizes, each suited to different needs:

•  1 �Box – 9" x 5" x 5" (ideal for letters and envelopes)

•  2 �Box – 18" x 8" x 6" (good for small packages and a few envelopes)

•  3 �Box – 18" x 13" x 9" (accommodates larger items and more mail)



•  4 �Box – 18" x 13" x 12" (best for heavy packages and bulk mail)

When deciding on a size, think about:

1.  Volume of mail you expect to receive.

2.  Types of items (letters vs. packages).

3.  Space you have available at your chosen location.

Where to Get a PO Box

While the USPS is the most common provider, you can also consider private mailbox services if you need

additional features. Here’s a quick comparison:



Provider Key Features Typical Price Range

USPS Reliable, nationwide coverage; free 
forwarding to a physical address.

$10–$35/month depending on 
location and size.

Private Mailbox (e.g., UPS Store, Mail 
Boxes Etc.)

24/7 access, package receiving, 
scanning services.

$20–$70/month.

For most users, USPS is the simplest and most cost-effective solution. However, if you need advanced services like

package forwarding, scanning, or extended hours, a private provider might be worth the extra cost.

Step �by �Step: How to Apply for a PO Box with the USPS

1. Find the Nearest Post Office

Use the USPS Find Locations tool to locate the post office nearest to you. Consider factors such as:

•  Proximity to your home or office.

•  Operating hours.

•  Availability of the desired box size.

2. Check Availability

Many post offices allow you to check box availability online. If not, call the location directly. Availability can change

quickly, especially in high �traffic areas.

3. Gather Required Documentation

When you visit the post office, bring these items:

•  Valid government �issued photo ID (driver’s license, passport).

•  Proof of address (utility bill, lease agreement).

•  If you’re a business, a copy of your Employer Identification Number (EIN) or Business License.

USPS accepts the same ID for both personal and business applications.

4. Complete the Application

At the post office, you’ll fill out PS Form 1093 (Application for Post Office Box). The process is straightforward:

1.  Enter your name and address.

2.  Specify the desired box size.

3.  Choose the rental period (usually 1–12 months).

4.  Sign the form.

Some post offices offer online application, but in �person service remains the most common.

5. Pay the Rental Fee

Payment options vary by location:

•  Cash or check.

•  Credit/debit card (some locations accept card payments).

•  Online payment (if you applied online).

Keep the receipt for your records. The fee is non �refundable but can be renewed at the end of the rental period.



6. Receive Your Key and Receive Mail

Once your application is processed, the clerk will hand you the key to your new PO Box. You can start receiving

mail immediately, though it may take a day or two for the first delivery to arrive.

Tips for Managing Your PO Box

1. Keep Your Key Safe

Store the key in a secure place. If you lose it, you’ll need to go back to the post office to replace it, which may

involve a small fee.

2. Monitor Your Mail

Set a reminder to check your PO Box regularly. The USPS delivers mail to PO Boxes on a daily basis, but the exact

schedule can vary by location.

3. Renew in Advance

To avoid any service interruption, renew your PO Box at least two weeks before the rental period ends. Many post

offices allow you to renew online or in person.

4. Use a Forwarding Address

If you’ll be away for an extended period, set up mail forwarding to a trusted address. This can be done online or at

the post office for a small fee.

5. Keep Your Mailing Address Updated

Let your contacts know your new PO Box address. Update your business cards, website, and any online accounts

where your address appears.

Common Mistakes to Avoid

1.  Choosing the wrong box size – A box that’s too small can lead to overflow and missed mail.

2.  Ignoring the rental period – Some people forget to renew, resulting in a loss of access.

3.  Not checking availability before visiting – You might arrive to find your desired box already taken.

4.  Overlooking additional fees – Some post offices charge extra for large packages or additional keys.

5.  Failing to keep the key secure – A lost key can cause delays and extra costs.

Alternatives to USPS PO Boxes

While USPS is the most popular choice, consider these alternatives if they better suit your needs:

•  Private Mailbox Providers – Offer extended hours, package forwarding, and scanning services.

•  Virtual Mailbox Services – Provide a physical address that can be scanned and emailed to you.

•  Home or Office Address – If you have a separate business address, you can use it for mail instead of a PO 

Box.

Frequently Asked Questions (FAQs)

What is the difference between a PO Box and a private mailbox?

A PO Box is a secure, locked box at a USPS location, while a private mailbox can offer additional services like

package forwarding, scanning, and 24/7 access.



Can I use a PO Box for my business?

Yes, many businesses use PO Boxes for their mailing address. However, some services require a physical street

address.

How long does it take to get a PO Box?

Once you apply and pay, you can usually start using your PO Box the same day.

What if I need to receive large packages?

Choose a larger box size or consider a private mailbox provider that accepts larger items.

Can I change the address on my PO Box?

Once you have a PO Box, the address is fixed. To change it, you would need to apply for a new box at a different

location.

Conclusion

Getting a PO Box is a straightforward process that offers privacy, security, and convenience for both personal and

business use. By understanding the benefits, selecting the right size, choosing the right location, and following the

step �by �step application procedure, you can secure a reliable mailing address in no time. Remember to keep your

key safe, monitor your mail regularly, and renew your rental before it expires. Whether you’re a small business

owner, a frequent traveler, or someone who simply wants a professional address, a PO Box can meet your needs

and give you peace of mind. Start your application today and enjoy the simplicity and reliability that only the USPS

can provide.
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