PASSPORT – RELEASING AN EXPIRED PASSPORT

The Exhibit work unit returns the expired passports to the Office of Legal Affairs in Washington, D. C.
Processing:
Exhibits Clerk:

· Reviews “Passport” log for expired passport(s)
· Notifies presiding judge (by case type); provides “sample” minute entry order
· Upon court order, pulls the passport(s) from Area 2
· Packages the passport(s) as follows:
· Stamps “expired” on “Sensitive Data Sheet”, attaches to passport and places inside of envelope

· Prepares and attaches to the outside of the envelope:

· U. S. Postal form “PS Form 3811, Domestic Return Receipt”; under “3. Service Type” check “Return Receipt for Merchandise” and U. S. Postal form “PS Form 3800, Receipt for Certified Mail”
· Prepares “Return Receipt for Official Court Files/Transcripts/Exhibits” form “RTR”; attaches top-half of “PS Form 3800” and retains until the signed U. S. Postal form “PS Form 3811 is returned
· Sends to:

Office of Passport Policy & Advisory Services

Office of Legal Affairs

2100 Pennsylvania Ave., Third Floor

Washington, D.C.  20037

· Updates the “Passport Inventory Log”; under the column of “Released To” enters “Office of Legal Affairs – expired passport”; under the column “Release Date” enters date of release and initials of processing exhibits clerk.  The log is located under S:\Cust_Svc\Exhibits\Passport Inventory.xls.
· Upon return of U. S. Postal form “PS Form 3811, Domestic Return Receipt’ pull “RTR” form and attach the receipt.
· Hand-files the “RTR” form and sends to docket for inclusion into the case record

