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PURPOSE:

To provide instructions for mailing passport applications to the Department Of State.
OBJECTIVE:
· To provide the necessary direction for mailing passport applications correctly.
GENERAL INFORMATION:
Pursuant to 22 CFR 51.21 Code of Federal Regulations, the United States Department of State Passport Agent’s Reference Guide and Code of Federal Regulations, Clerks of any State court of record may administer oaths for passport purposes.  Pursuant to 22 CFR 51through 66, the Clerk of Superior Court is responsible in mailing passports expeditiously to the Department Of State for customers who are traveling immediately. This procedure is adopted to direct staff on proper procedures for performing this mandated function and to meet the needs of the customer for accuracy and timeliness. 

NOTE:  Effective October 1, 2009, COC passport acceptance agencies will package and send application from each location.  These applications will be packaged and sent via USPS Flat Rate Priority Mail (for regular and expedited passports).   Each package will be tracked to verify acceptance at the Regional Passport Agency.
EVENT DRIVER:

· Compiled Passport applications are ready to be mailed for processing.
PROCEDURES: 
1. Routine Applications:

A. Each COC facility will, on a daily basis, place non-expedited passport applications and a copy of the cash system transmittal report (using fee code 445) for those applications in a sealed USPS Priority mail envelope. 
B. Attach a copy of the cash system transmittal report to the outside of the sealed USPS Priority Mail envelope.  
C. Attach a completed COC transmittal sheet addressed to CSC-ML&PP Services.
D. Send package via court runner.

E. Once passports are received at CSC, they will be combined with sealed envelopes from other locations and packaged into a USPS Flat Rate Priority mailing box. This includes passports from CSC, NE, NW and SE.
F. Routine applications are sent to: 

National Passport Processing- WPC 

P.O. Box 640111 

Irving, TX 75064-0111
G. USPS delivery confirmation will be completed by COC mail room staff and affixed to the box.
H. A copy of the cash system transmittal will be placed into the "non-expedited passport" binder for tracking purposes. Each box will be tracked separately.
I. Tracking on the USPS website will be performed starting 24 hours after shipment.
J. Once tracking has confirmed that the package was received at the Regional Passport Agency, a notation will be made on the cash transmittal report of the date that it was accepted.  A tracking spreadsheet is to be maintained with the number of packages sent, whether they are routine or expedited applications, date sent, and date received.  The tracking spreadsheet is located at S:\Cust_Svc\CSC\License Services\Passport Tracking.  The information shown in the Figure 1 example should be entered each time a package is mailed:
Figure 1
	Date Mailed From CSC 
	Confirmation Number 
	Date Arrived At Passport Agency 
	Regular Priority Boxes Used
	Express Priority Boxes  Used   
	Total Costs 
	City 

	6/19/2012
	9410 8036 9930 0032 5442 82
	6/21/2012
	
	1
	$16.75
	Phila

	6/19/2012
	9410 8036 9930 0032 5444 75
	6/21/2012
	1
	
	$7.00
	LA

	6/20/2012
	9410 8036 9930 0032 0518 52
	
	
	1
	$16.75
	Phila

	6/20/2012
	9410 8036 9930 0032 5818 69
	6/21/2012
	1
	
	$16.75
	LA


2. Expedited Applications: 
A. Each COC facility will, on a daily basis, place expedited passport applications and a copy of the cash system transmittal report (using fee code 444) for those applications in a sealed USPS Priority Mail envelope.
B. Attach a copy of the cash system transmittal report to the outside of the sealed USPS Priority Mail envelope. 
C. Attach a completed COC transmittal sheet addressed to CSC-ML&PP Services and send the package via court runner.
D. Once passports are received at CSC, they will be combined with sealed envelopes from other locations and packaged into a USPS Flat Rate Priority mailing box. This includes passports from CSC, NE, NW and SE.
E. Expedited applications are sent to: 

National Passport Processing-WPC

PO Box 90999

Philadelphia, PA 19190-0999
F. USPS delivery confirmation will be completed by COC mail room staff and affixed to the box. 
G. A copy of the cash system transmittal will be placed into the "expedited passport" binder for tracking purposes.  Each package will be tracked separately.
H. Tracking on the USPS website will be performed starting 24 hours after shipment.
I. Once tracking has confirmed that the package was received at the Regional Passport Agency, a notation will be made on the cash transmittal report of the date that it was accepted.  A tracking spreadsheet is maintained with the number of packages sent, whether they are routine or expedited applications, date sent, and date received.  The tracking spreadsheet is located at S:\Cust_Svc\License Services\Passport Tracking.  The information shown in the Figure 2 example should be entered each time a package is mailed:

Figure 2
	Date Mailed From CSC 
	Confirmation Number 
	Date Arrived At Passport Agency 
	Regular Priority Boxes Used
	Express Priority Boxes  Used   
	Total Costs 
	City 

	6/19/2012
	9410 8036 9930 0032 5442 82
	6/21/2012
	
	1
	$16.75
	Phila

	6/19/2012
	9410 8036 9930 0032 5444 75
	6/21/2012
	1
	
	$7.00
	LA

	6/20/2012
	9410 8036 9930 0032 0518 52
	
	
	1
	$16.75
	Phila

	6/20/2012
	9410 8036 9930 0032 5818 69
	6/21/2012
	1
	
	$16.75
	LA


3. If a package is not received by the Regional Passport Agency within 7 business days, the CSC Administrator should be notified.

4. Retain reference copies of transmittals sheets for 24 months.
5. For two-way expedited passport mailing, see PRO-ML&PP-1022: Two-Way Expedited Passport Mailing for those instructions.
POLICIES / RELATED DOCUMENTS:
· PRO-ML&PP-1003:  Compiling Passport Applications
· PRO-ML&PP-1018:  Processing Passport Applications
· PRO-ML&PP-1022:  Two-Way Expedited Passport Mailing 
· 22 CFR 51.21 Code of Federal Regulations, the United States Department of State Passport Agent’s Reference Guide (PARG) and Code of Federal Regulations
· 22 CFR 51.21 through .66 Various passport rules and regulations
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· S:\Cust_Svc\CSC\License Services\Passport Tracking
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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