
T O W N   O F   S K O W H E G A N ,   M E   0 4 9 7 6 

P A S S P O R T   A C C E P T A N C E 

I N F O R M A T I O N 

(207) 474-6907 {Cara}

Passport information is available from the US Department of State web site at www.travel.state.gov

Application forms can be filled out and printed from this site.  If you choose to print them, please do so on single sheets
“DO NOT” print double sided, or your application will be rejected and you will need to complete a new one. 

THE   PASSPORT   APPLICANT   MUST   APPLY   IN   PERSON – A DS-11 Passport Application is to be used for all new
applicants or persons whose passports were issued more than 15 years ago.

 Passport Book is for. all travel, to any destination.

 Passport Card is for land and sea travel only to Canada, Mexico, Bermuda & the Caribbean, it “can’t be used for

flying.

Town of Skowhegan – Passport Application “PROCESSING HOURS”:

Monday through Thursday 9:00 AM to 3:30 PM (must arrive 15 minutes “prior” to closing time)

Passport Application (DS-11):  Fill out Item 1 through 22 of the application using  “BLACK INK ONLY”.  
Please make the effort to print legibly to avoid possible printing errors on your passport. If you make a mistake, line through 
it and correct (if there is room) or complete a new application. Please do not use whiteout or correction tape.  Parental 
information in item-10 should be provided by all applicants (this is not for children only), DO NOT SIGN THE 
APPLICATION UNTIL REQUESTED TO DO SO.  Signature(s) must be witnessed by the acceptance agent.  Please 
submit all pages of the DS-11 form.

Proof of citizenship:  Most recent passport, naturalization certificate, or certified* U.S. birth certificate. The birth certificate 
must include your. full name; the full name of your parent(s) date and place of birth, sex, date the birth record was filed 
(within 1 Year of the birth), and the seal. This document MUST be submitted with the a p p l i c a t i o n ,   The Passport Agency 
will return it to you. 

PLEASE NOTE:   “Photocopies are not acceptable. Bureau of Census/Department of Commerce and Hospital birth 
certificates do not meet the requirements mentioned above and are not acceptable.

I d e n t i f i c a t i o n :     V a l i d   d r i v e r ' s   l i c e n s e ,   m i l i t a r y   I D ,   o r   p i l o t ' s   l i c e n s e   i s   t h e   b e s t   f o r m   o f   i d e n t i f i c a t i o n .   I f   y o u   d o   n o t   h a v e   a
valid driver's license, military ID or pilot's license: With any other form of identification (state ID card, college ID), you 
must have “at least” two forms of secondary identification, and you MUST also be accompanied by a person who has • 
known you for at least 2 years and has acceptable ID.

Photographs:  Two identical photos 2"x2", less than six months old, color with plain white background.  Locally, Rite-Aid,
225 Madison. Avenue, Skowhegan, telephone 474-2525 & Wal-Mart., 60 Fairgrounds Market Plaza, Skowhegan, telephone 
474-2126, takes passport photos. Vending machine photos and school photos are not acceptable:
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Application Fees:  Personal checks (starter checks not accepted.) or Money Orders, one for each application, are 
required.  Checks or Money Orders, to go with each passport application are to be made payable to:  “The U.S. 
Department of State”.  IN THE MEMO SECTION – Please write the applicants first name, middle initial, last name and 
Date of Birth.

Passport Book :

16 years and over: $110.00 - U.S. Department of State (check or money order) 
$25.00- Town of Skowhegan [check, cash, money order, debit
or credit] 

15 years and under: $80.00 – U.S. Department of State (check or money order) 
$25.00 - Town of Skowhegan [check, cash, money order, 
debit or credit] 

Passport Card :

16 years and over:  $30.00 - U.S. Department of State (check or money order)
$25.00 - Town of Skowhegan [check, cash, money order, debit or credit]

15 years and under: $15.00 - U.S. Department of State (check or money order)
$25.00 - Town of Skowhegan [check, cash, money order, debit or credit]

Expedited processing – Per application (some restrictions apply, see passport agent first):  Additional $60.00 
(expedite fee) to U.S. Department of State, plus express mail postage, which is currently $12.85 for book or card).  You 
also need to bring an extra check or cash for the $19.95 (current postal fee) to mail the application off to passport services.
**It would be best if you write the check or get the money order (across the street at the Post Office) once you make 
application, in case expedited or postal fees have changed, since the printing of this notice).

{Please note if you use a debit or credit card, for the Town payment, they charge 

you back the card fee, which is currently 2.5%, on top of the passport fee)

Routine processing time of approximately 4-6 weeks for regular applications and approximately 2-3 weeks (door to door)
for expedited processing, with express mail.

For an applicant who is 16 years or over, the passport book or card will have a 10-year duration.  For an applicant who is 
15 years or under, the passport book or card will have 5-year duration.

FYI: Once you get your passport, if you have a name change and your passport was issued less than 1 year ago, you can 
have the name on your passport changed (no fee for routine processing) on the form DS-5504. The form DS-82 (fee 
required) is the appropriate form for name change if your passport was issued 1 year or more ago.  These are both  
mail-in forms.  Follow directions provided with the form and mail it to the Passport Agency.  Both of these forms are 
available at www.travel.state.gov or from a passport acceptance facility.

*An official certificate of every birth, death, marriage, and divorce should be on file in the locality where the event occurred.
These records are filed permanently either in a State vital statistics office or in a City/town.  To obtain a certified copy of any
of the certificates, contact or go to the vital statistics office in the area where the events occurred or the State.
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