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PURPOSE:

To provide instructions for processing passport applications at all COC facilities to be submitted to the Department Of State.
OBJECTIVE:
· To provide the necessary direction for processing 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 (PARG), Clerks of any State court of record may administer oaths for passport purposes. Additional information for assisting customers and staff training materials are available at the Consular Affairs Web Page www.travel.state.gov.  This procedure is adopted to inform and direct staff members who are authorized by their supervisor to process applications for U.S. Passports.
EVENT DRIVER:

· A customer arrives at the Passport Counter wishing to obtain a passport.
PROCEDURES: 
1. Effective August 1, 2008, the Clerk of Court's Office will accept passport applications for processing between the hours of 8:00 a.m. and 4:00 p.m., Monday through Friday, at all locations. Appointments for passports applications are accepted only at Customer Service Center (CSC).
A. For customers entering the facility after 4:00 p.m., inform the customer of the passport application processing times and ask them to return at a different day and time.

B. Special circumstances for accepting passport applications after 4:00 p.m. will be considered and approved by the supervisor, manager, administrator or Deputy Director on a case-by-case basis.
2. Review proof of U.S. citizenship materials:
A. Previous U.S. passport. 
B. Certified birth certificate. Certificate must have seal or other certification of the official custodian. 
C. Certificate of Naturalization, Certificate of Citizenship, Report of Birth Abroad..  
3. Ensure customer has valid and current proof of identity: 
A. Identification that has expired within one year is acceptable as proof of identity.
B. Customer is to provide a copy of current proof of identity.
a. If the customer does not provide copies of current proof of identity, staff may provide copies of the customer's identification to accompany their passport application for the appropriate copy fee; refer to the current Fee Schedule.
b. The other option would be for the customer to return at a later date with the appropriate copies and submit their passport application at that time.

4. Ensure customer has one recent color passport photo, 2X2 inches in size.
5. Use of Spouse’s Surname:

A. Ensure the customer lists the current spouse’s name on the passport application and presents acceptable identification showing exclusive use of the spouse’s surname. 
B. A certified marriage certificate must be submitted with the application if the customer’s identification has not been updated with the new married surname. 


6. Processing applications for Minors:
A. To execute the application for a child under the age of 16, both parents, legal guardians, or person(s) in loco parentis must:
a. Submit evidence of the child’s U.S. citizenship. 
b. Submit evidence that they are in loco parentis. 
c. Show valid personal identification and submit photocopies of identification.

B. When only one parent is available to sign for a child under the age of 16, DS-3053 must accompany the application.  
a. This form must be completed by the non-applying parent and notarized by a Notary Public.  

b. A copy of the identification that was used by the notary to ID the parent must accompany the DS-3053.
C. The minor children must be present when applying for a passport.
7. Applications for Naturalized Citizens:

A. Customer must present original Certificate of Naturalization, current proof of identity, and photocopies of identity.  If the naturalization certificate has been issued within 1 year, or if the photo is a good likeness of the applicant, no other ID is needed.
B. Certain foreign-born children born on or after February 28, 1983 and under the age of 18 can automatically acquire U.S. citizenship if the following conditions are met:
a. At least one parent has been naturalized as a U.S. citizen.
b. The child is residing in the U.S. in the legal and physical custody of the U.S. citizen parent(s) pursuant to lawful admission for permanent residence.
C. The following documentation must be presented when executing applications for foreign born children:
a. The child’s foreign birth certificate, translated into English if necessary.
b. Parent’s evidence of U.S. Citizenship.
c. Child’s evidence of lawful admission (foreign passport with INS Stamp I-551, Permanent Alien Resident Card, or I-94 with I-551 stamp and picture attached).
8. Review the passport application (DS-11) for accuracy and completion.  All information requested in items 1 – 21 on the form must be completed by the customer.
9. Do not have the customer sign the Oath and Signature portion (bottom of page one) until after the application has been verified for completion and accuracy.
A. If the minor applicant is over the age of 16, the applicant and one parent or guardian must sign the application. 
B. The acceptance agent (deputy clerk) must witness the applicant(s) signature.
10. After verifying the application, annotate the applicant’s identification information in the box at the bottom of page one (right-hand side):
A. When processing a minor’s application, include both parents identification information in the spaces indicated. 
B. Place an “X” in the "Acceptance Agent" box located at the bottom of page one. Annotate "Clerk of Court, Phoenix AZ" and input the facility location number (050025) in the "Facility Name/Location" section located at the bottom of page one.
C. Acceptance Agents ID number must also be included. 
D. The acceptance agent (deputy clerk) must sign and date the form and affix the seal on the application. Failure to do so will result in the application being rejected.

11. Collect and process the proper fee(s) and enter passport payments and the Clerk's Execution fee in the Cash Management System. Print the receipt and give to the customer.
A. Enter only the Clerk of Court processing fee into the Cash Management System. 
B. The passport processing fee is not entered into the system.
12. To place multiple family members/additional party on a single receipt:
A. At the "Case No." field, input the last name, first initial and date of birth of the first member of the party (NOTE: Only 17 characters total can be used to enter information in this field).
B. Enter the fee code, quantity, and amount information for the first entry as usual. Once entered, the cursor will automatically move to the beginning of the second line.
C. Press "Ctrl-U" simultaneously which will cause the cursor to return to the "Case No." field. All additional family members are added through this field.
a. Enter the second family member/additional party's last name, first initial and date of birth.
b. When the cursor returns to the second line of the Fee Code Information section, enter the fee code, quantity, and amount information as usual and press the "Enter" key.
c. If there are more family/additional party to add, press "Ctrl-U" and continue as indicated above.
D. Once all members have been processed, press the "Tab" key to move to the payment portion of the receipting screen. Continue processing the receipt as normal.
a. The receipt inquiry screen will list each individual separately. 
b. The customer's receipt will also list individuals separately as well.
E. Use the "Comments" field to add additional information to include the contact information of the parties related to the receipt, day of departure (if expedited), and the number of adult and/or child passports related to the receipt.
13. Processing Expedited Passport Applications for Outside Passport Service Agencies:

A. Process as indicated in steps 7 through 10 above.  The customer must present their itinerary and Letter of Authorization (Release) from the outside passport service agency before the application(s) can be processed.
B. The clerk must sign the back of the passport photo.
C. Place the completed DS-11, photos, evidence of citizenship, photocopy of proof of identity, Letter of Authorization, and itinerary inside a large envelope and seal the envelope.
D. Give the package to the customer and instruct them NOT to unseal it.

14. No-Fee Passport Applications - Issued to individual traveling abroad on official business for the U.S. Government (including Armed Forces), to their dependents and to certain others who are exempt by law from payment of the passport fee.
A. Do not collect the passport fee when an application for a No-Fee passport is executed.
B. Collect the execution fee for a No-Fee application when a customer uses Form DS-11.
C. No-fee passport applications are not mailed to the standard routine and expedite locations that most other applications are sent to. Follow the mailing procedures outlined, but mail the applications to the following address:

U.S. Department of State
Special Issuance Agency
44132 Mercure Cir.
P.O. Box 1185
Sterling, VA 20166-1185
15. See PRO-ML&PP-1003: Compiling Passport Applications procedure for more instructions.
16. See PRO-ML&PP-1015: Mailing Passport Applications procedure to complete process.
17. See PRO-ML&PP-1022: Two-Way Expedited Passport Mailing procedure for those instructions, if needed.

POLICIES / RELATED DOCUMENTS:
· https://travel.state.gov/content/travel/en.html: Consular Affairs Web Page
· PRO-ML&PP-1003:  Compiling Passport Applications
· PRO-ML&PP-1015:  Mailing 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

· Superior Court Filing Fees - For Maricopa County
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· COSC Cash Receipting System 
REPORTS / FORMS:
· N/A
DEFINITIONS:
· in loco parentis: in the place of a parent (Merriam-Webster Dictionary)
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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