PASSPORT - SURRENDERED
L.D.R.  04/21/10
Courtroom Services
· The courtroom clerk accepts the surrendered passport from the defendant or designated party pursuant to court order.

· The clerk will have the defendant or designated party complete the “Passport Sensitive Data Sheet”.
· The passport is placed in an unsealed blank manila envelope; passports are sealed only pursuant to court order.  Affix the minute entry order and the “Passport Sensitive Data Sheet” to the back of the envelope.
· Hand-delivery the passport to Exhibits.  NE and NW will prepare a transmittal sheet and the courier will deliver to Exhibits.  Surrendered passports are not delivered to the Filing Counter or to Discovery and Confidential.
Exhibits
· Surrendered passports are stored in Exhibits in Area 2.  Passports ordered sealed by the court are sent to CSC-Discovery & Confidential.

· Record and track the passport in the “Passport Inventory Log” located under S:\Cust_Svc\Exhibits\Passport Inventory.xls.  Include the “Received Date”, “Location”, “Case Number” and “Expiration Date”.
· Fax a copy of the minute entry order and “Passport Sensitive Data Sheet” within 2 business days of receipt to the Office of Legal Affairs, Washington, DC.  The fax number is (202) 663-2654.
· Store the “Sensitive Data Sheet” with the passport inside the envelope and affix the minute entry order to the back of the envelope.  The “Passport Sensitive Data Sheet” is not public record.  Label the front of the envelope with “Passport” and enter the cause number, caption and expiration date of the passport.

