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PURPOSE:

· To provide instructions for processing a surrendered passport.
OBJECTIVE:
· Intake and storage of a surrendered passport.
EVENT DRIVER:

· Upon Court Order, the passport is surrendered in the hearing/trial and turned into in Exhibits for storage.
PROCEDURES:
1. Courtroom Services (CRS) – Courtroom Clerk will:
A. Accept the surrendered passport from the defendant or designated party, pursuant to Court order.
B. Provide and instruct the defendant or designated party on how to complete the Passport Sensitive Data Sheet.
C. Place the passport in an unsealed, manila envelope.
a. Attach/tape the minute entry ordering the surrender of the passport and the completed Passport Sensitive Data Sheet to the back of the unsealed manila envelope.
D. Hand-carry the surrendered passport to Exhibits.
NOTE:  The Northeast (NE) and Northwest (NW) CRS facilities will prepare the Clerk of the Superior Court Transmittal Sheet and the Clerk of Court – Mail Services will deliver to Exhibits.  Surrendered passports are not delivered to the Filing Counters or to the Customer Service Center (CSC) - Discovery and Confidential (D&C).

2. Exhibits:
A. Unsealed surrendered passports, for all case types, are stored at the South Court Tower (SCT), Exhibits, Area II.  Sealed, surrendered passports are transferred to CSC-D&C for storage.
B. The Exhibits Clerk will:
a. Prepare the Fax cover form – F-EX-1025: Notice of Surrendered Passport and fax a copy of the minute entry order and the Passport Sensitive Data Sheet to the Office of Legal Affairs, Washington, D.C. within two (2) business days of receipt.  The fax number is (202 485-6496).
b. Record the intake and storage of the passport on the Passport Inventory Log and enter the:
i. Received date
ii. Location: (SCT)
iii. Cause Number
iv. Expiration date of the passport

c. Label the front of the envelope and include:
i. Case caption; upper, left-hand corner
ii. Cause number; enter vertically to the right side of the envelope
iii. Expiration date; lower, left-hand corner
iv. Include the word Passport; center of the envelope, aligning text to the left side

d. Place the passport and Passport Sensitive data Sheet inside the envelope; the minute entry order remains taped to the back of the envelope.
e. Place into storage, SCT, Area II, envelope shelf.
NOTE:  The Passport Sensitive Data Sheet is not public record and cannot be viewed without a Court Order.
POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· Clerk of Court – Mail Services

· Courtroom Services – Courtroom Clerk

· Customer Service Center – Discovery & Confidential
· Judicial Division
TIME / VOLUME:
· Fax the minute entry order and Passport Sensitive Data Sheet within two (2) business days of receipt.
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Exhibit Tracking System (ETS)
· iCIS
· OnBase
· S:\Cust_Svc\Exhibits\Passport\Passport Inventory Log
REPORTS / FORMS:
· Clerk of the Superior Court Transmittal Sheet

· F-EX-1025: Fax cover form – Notice of Surrendered Passport
· Passport Inventory Log 

· Passport Sensitive Data Sheet

DEFINITIONS:
· Area II:  (safe/vault storage of security/sensitive exhibits)
· CSC:  Customer Service Center

· CRS:  Courtroom Services
· D&C:  Discovery and Confidential
· SCT:  South Court Tower

· NE:  Northeast

· NW:  Northwest
APPLICABILITY:
This procedure applies to Adult Exhibits.
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