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PURPOSE:

· To provide instructions for processing a passport release.
OBJECTIVE:
· Release a passport upon expiration or Court Order.
EVENT DRIVER:

· Expiration of a passport or upon Court Order.
PROCEDURES:
I. Releasing a Passport upon Court Order
1. The Exhibits Lead or Specialist will:

A. Release only to the designated party pursuant to Court Order.
B. Pull the passport from storage; Area II.
C. Prepare an F-EX-1016: Permanent Release Receipt :
a. Movant completes fields in the upper left-hand corner of the form.  The Exhibits Lead or Specialist verifies:
i. Name
ii. Current address
iii. Current phone number
iv. Arizona Bar No.; if applicable
v. Party the attorney represents, if applicable
D. Complete the Permanent Release Receipt and include:

i.
Case caption

ii.
Cause number

iii.
Date of release (dd/mm/yr)

iv.
Date Order signed (dd/mm/yr)

v.
Print the name of the party on the Released To line

vi.
Signature of recipient

vii.
Current address

viii.
Current telephone number

ix.
Check-mark the appropriate box; identifying the form of identification used to verify the recipient (i.e. badge, driver’s license).
NOTE:  Authenticate the identity of the party identified in the Court Order before releasing the passport.

x.
Signature of the releasing Exhibits Lead or Specialist.
E. Release the passport to the party.
F. Hand-file the Permanent Release Receipt and submit to Docket for inclusion into the case record.
G. Stamp across the Passport Sensitive Data Sheet with the rescinded date stamp; enter the release date.
H. Prepare F-EX-1024: Fax Cover form – Notice of Rescinded Passport.
I. Fax a copy of the rescinded Passport Sensitive Data Sheet and the minute entry order to the Office of Legal Affairs, Washington, D.C.  The fax number is (202) 485-6496.  Retain a copy in Exhibits for (1) one year and dispose.
J. Update the Passport Inventory Log and enter:

a. The name of the recipient
b. Date of release; include the initials of the releasing Exhibits Lead or Specialist

II. Releasing an Expired Passport
1. Expired passports are returned to the Office of Legal Affairs in Washington, D.C.
2. The Exhibit Lead will:

A. Monthly review the Passport Inventory Log for expired passports.
B. If identified, notify the criminal presiding division when a passport is expired; provide a sample minute entry to aid in the preparation of the Court Order (F-EX-1026: Minute Entry form – Expired Passport).
C. Upon the granting of the Order by the Court, pull the passport(s) from Area II.
D. Process the return of the passport(s) to the Office of Legal Affairs as follows:

a. Stamp across the Passport Sensitive Data Sheet with the expired stamp.
b. Attach the Passport Sensitive Data Sheet to the passport(s) and package in an envelope.
c. Prepare the U.S. Postal™ - Certified Mail™ Receipt; PS Form 3800 in accordance with PRO-EX-1014: preparing Mailing Certification.
d. Prepare F-EX-1043: Receipt – Certified Mail form (docket code REC) in accordance with PRO-EX-1014: Preparing Mailing Certification.  Retain in Exhibits until the U.S. Postal™-domestic Return Receipt is returned.  Upon return, complete the Receipt – Certified Mail form, hand-file and submit to Docket for inclusion into the case record.

e.
Prepare an address label and attach to the front of the envelope; address to:




Office of Passport Policy & Advisory Services


Office of Legal Affairs


2100 Pennsylvania Ave., Third Floor


Washington, D.C.  20037

f.
Place the envelope in the outgoing mail bin for mailing through the U.S. Postal Services™.
g.
Update the Passport Inventory Log and enter:

i.
Office of Legal Affairs under the Released To column
ii.
Date of release; include the initials of the releasing Exhibits Lead or Specialist

NOTE:  The U.S. Department of State does not handle foreign passports, permanent resident cards or travel documents.  Upon expiration, the documents are sent to COO, Immigration Customs Enforcement Agency.  Send certified mail.  The address is:

COO, Immigration Customs Enforcement Agency

2035 N. Central Avenue

Phoenix, AZ  85004

POLICIES / RELATED DOCUMENTS:
· PRO-EX-1014:  Preparing Mailing Certification
OTHER PARTIES INVOLVED:
· Clerk of Court – Mail Services
· Judicial Division – Criminal Presiding
· Office of Legal Affairs

TIME / VOLUME:
· N/A
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:
· F-EX-1016: Permanent Release Receipt form
· F-EX-1024: Fax cover form – Notice of Rescinded Passport
· F-EX-1026: Minute Entry form – Expired Passport (sample)
· F-EX-1043: Receipt – Certified Mail form (docket code REC)
· Passport Inventory Log 

· Passport Sensitive Data Sheet

DEFINITIONS:
· Area II:  (safe/vault storage of security/sensitive exhibits)
· U.S.:  United States
APPLICABILITY:
This procedure applies to Adult Exhibits.
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