PASSPORT – RELEASING A SURRENDERED PASSPORT

L.D.R.  04/22/10
Exhibits will release a surrendered passport to the defendant or designated party pursuant to court order.

Exhibits
· Validate the information in the court order.
· Pull the passport from Area 2.

· Prepare the “Release Receipt”.

· The defendant or designated party signs the “Release Receipt” indicating the receipt and transfer of the passport.
· Update the “Passport Inventory Log” under the heading of “Released To” and “Release Date”.  The log is located under S:\Cust_Svc\Exhibits\Passport Inventory.xls.
· File the “Release Receipt” and forward to docket for inclusion into the case record.
· Stamp the “Passport Sensitive Data Sheet” with the “rescinded date stamp”.  Enter the date the passport was surrendered using the date from the minute entry order.
· Fax a copy of the “rescinded” “Passport Sensitive Data Sheet” and a copy of the minute entry order to the Office of Legal Affairs, Washington, DC.  The fax number is (202) 663-2654.

