Final Disposition of Passport Materiel

= "

rem o o This document resides in the following section of the instruction binder:
TAB 5 P Final Disposition of Passport Materiel

Management Instructions

1200-4-7-39-E

e

Index:
1.1 Final Disposition fOr SPOil PASSPOITS ....ccuviiiiiiiiie ittt ettt e et e e et e e e s ar e e e eraae e e snaaeessssaeesannaeeean 2
1.1.1 Definition & WOIKFIOW ....coouviiiiiiiiei ettt ettt et s e e st e sba e e sabeesabeessbaesnaseesareenn 2
1.1.2 Y =Yg Yo o o[l 2 T oo () [PPSR PR 2
1.1.3 Perforate the PasSPOrt(S) .....iicieii e eiieee ettt e e e e rte e e e e tte e e e s te e e e eataeeesarteeeennsaeessntaeesansenas 2
1.14 INPUL reason COAE INTO SAP ......coii et e e e et e e e et te e e e s bt e e e esabaeeesbteeeesabeeessnseeessnneeas 3
1.1.5 ) oY LR g Tl = Y o Yo Y o £ USRS 4
1.2 Final Disposition fOr Gratis PASSPOITS ....c.uiiiiiciiieiiiiieeeciiee e st ee s sttt e e re e e st e e e sare e e ssaae e e ssraeeessaaeesnnnseeean 5
1.2.1 DefiNition & WOTKFIOW .....coiiiiiie e e et e et e e e s te e e e satae e e snteeeenaseeas 5
1.2.2 STAMP ThE PaSSPOIT(S) cuveeireiiiiiieiiieciee ettt ettt e et e e rtte e s e e st e e e beeesateesbeesbaeenbaeesssaesaseeensaeesaeasssaesseeanes 5
1.2.3 Perforate the PasSPOIt(S) .....cicuiei e e et ettt ettt e e e et e e e e ette e e e ettee e e ebeeeeeeabaeeeetteeeeentaeaeennraeeeanseens 5
1.2.4 SEOTE ThE PaSSPOIT(S) .eeieuriiieiiiiie ettt ettt e et e e et e e et e e e tba e e e e abeeeeeabeeeessbaeeeesbaeesesbaeaeansreeeenntenas 5
1.3 Final Disposition for Faulty / Defective Blank Passports........coueecueeecreeeeereeeeeceee et eeeeere e e 6
1.3.1 DefiNition & WOTKFIOW .....coiiiiiie e ee e e s enbee e s s ate e e e aneeas 6
1.3.2 STAMP TN PASSPOIT(S) cuurriieieiiiie ettt ettt e e ettt e e e et e e e tbe e e e e areeeeebbeeeesstaeeeeabaeeeasreeasansreeaeantenas 6
1.3.3 Perforate the PasSPOIt(S) .....cuciiei i e eiiiee ettt et e et e e et e e e e ette e e e e bte e e e ebaeeeeataeeeensteeeeanseeesantaeesansenas 7
134 INPUL reaSON COAE INTO SAP ...t e e e s e e et re e e e e e s e s aateeeeeeessanstraeeeeeseennnstennees 7
1.3.5 ] o] gl o o[l = T3 oo  f () SRR 9
1.4 Final Disposition for Cancelled PasSPOrts ..........eiiiciieeiiiiiieeeciiee e et eeee e e eetee e e e sare e e e e sseeesensaeeeenssaeeeennreeean 9
14.1 Definition & WOIKIIOW ....coouiiiiiiiiiie ettt st et s e e st e e sbe e e sabeesabeesbaesnaseesabeenn 9
1.4.2 Y =Yg Yo o o[l 2 T oo () [PPSR 9
1.4.3 Perforate the PasSPOrt(S) .....iiciieiiiciie e ciieee e cctiee ettt e et e e et e e e et te e e e e bae e e eataeeeeabteeeeenbaeesenteeesanneeas 9
1.4.4 ] o ol o o[l o T o Yo f (] PSP 9
1.5 Final Disposition for Missing (then found) Passports .........ccccieeeeiiiieiciiee et 10
1.6 Final Disposition for Other Types of Passport Materiel.......cccuviecieiiiiiieii e 10
1.6.1 WV OTKEIOW .ttt ceeiiteee ettt ettt e e e et e e e e e e e e tbraaeeeeeeesabbbaaaeeeeesassbsaaaeseeseassssasaeaeaessaseseeesnnssens 10
1.6.2 Other Travel DOCUMENTS ...uvvviiieieeeeirteeeeeee ettt e e e e eeesetbaeeeeeeeessetbraseeeeeesssabbaseesesesasssrssaeeeessssssraeeeesenans 10
1.6.3 (0] o1y oV YA Lol a W =] o 1] KU SR UPPRRR 11
1.6.4 Print Heads and INK CartridgeS.......cuuiii ettt ettt s ettt e e s ette e e s e e e e sbte e e s sabae e e esataeeesneneeennes 11
1.6.5 1210 0 11 L (T PP ST PRUUPUPPPPPPPPO 11
1.6.6 (07 11T T o] g T 2T o] & PSPPSR 11
1.6.7 D]V | L3RR 11

1200-4-7-39E-06-E 1 Regional Office & Print Centre Materiel Management Instructions



1.1 Final Disposition for Spoil Passports
1.1.1 Definition & Workflow

“Spoil” (SPL): Spoiled passports occur when a book contains data entry errors or is damaged as part of
the production process.

. f B

stamp spoil passport —_> E
store spoil passport — sg::;e

1.1.2 Stamp the Passport(s)

Step 1: authorized employee stamps the passport on page 3 using the instrument approved by PPCM-
Planning.

Step 2: authorized employee inputs the reason code that best identifies the reason for the spoil.
See Tab 8 Appendix H for the list of codes.

[E/svou / ABimE ]

D FAULTY / PASSEPORT IMPRIME DEFECTUEUX

Example:

DEFECTIVE BLANK / PASSEPORT VIERGE

1.1.3 Perforate the Passport(s)

Spoil passports do not need to be perforated.
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1.1.4 Input reason code into SAP

Step 1: Authorized employee inputs the reason code in SAP.

= Loginto SAP. E

= |nput transaction code “1Q02” into the search field, and press “enter” on your keyboard.

[=

Menu Edit Favorites Extras  Systern Help

& 100z

3 4 H & &

= |nthe “Materiel” section, input the serial number of the spoil book, and press “enter” on your

keyboard.

(=

& | =]«

MatSerialto.  Edit  Extras  Environment  Systermm Help

H e @ | 2 [

Change Material Serial Number : Initial

i
[-:erial nurmkber BECT1OEED

= Click on the “Equipment view” button.

ﬁﬂ'[ 1 Egquipment wiew

Change Mpafterial Serial Number : SerNo.Detail

aterial 125 ' Fassport 24 Pages Digital

Serial Mumhber [ A00EEEE1 ' Twpe 2\ Passport Materials

Status [ESTO ESTOD % |
" SerData
General
Equipment
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= On Tab “General” in the “Size-dimension” section, insert the reason code that was written on the

stamp in section 1.1.2, and press “Enter”.

Change Material Serial Number : General Data

| Class overview || Measuring pointsfcounters | J | n Equipmentview|

Material [125 |
[aBC1EO0 |

Serial Mumhber

Fassport 24 Pages Digital

|E| Fassport Materials

Description |F'assp|:|rt 24 Fages Digital

A

Intern.note |

Inventory no.

Status |[Ecus |ECUs (5]
walid From [25.10.2012] valid To |31.12.9998

General data

Class | |

Object type [ ]

AuthorizGroup |—|

Wieight [1 |G Sizefdimension FHOD

it ot e

=

Feference data

Acguistnvalue | "

Acquistion date

Manufacturer data

Manufacturer

|ManquDuntr'g,r

Maodel number

Constryrimth

ManufFartrda.

ManurSerialtla.

= Click on the “Post” button to complete the transaction.

1.1.5 Store the Passport(s)

Store spoil passports in a secure area until cycle count and physical reconciliation/disposal of materiel.
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1.2 Final Disposition for Gratis Passports
1.2.1 Definition & Workflow

“Gratis” (GRA): Gratis passports occur when a replacement book is issued to the client, due to an error in
the one originally issued. The book that must be spoiled as a result of this type of error
is referred to as a “Gratis”.

» . .
. front cover & first4
perforate gratis passport —>\‘ pages of passport
store gratis passport — gReura
L. J area

1.2.2 Stamp the Passport(s)

Gratis passports do not need to be stamped.

1.2.3 Perforate the Passport(s)

Perforate the passport using the instrument approved by PPCM-Planning. The perforation must occur

along the MRZ (Machine Readable Zone) as illustrated in the example below, and perforate the front
cover and up to (and including) page 4. If possible, try to avoid perforating over the defect itself.

Example:

i }

e el —

8 When positioning
TF Pt { the hole punch,
line up the
passport so that
performation
occurs along the
MRZ. Pages 3/4

: u:-uw:ﬁqn_cﬂu@:uua must be included.
JELTHE TR R Lecpi

Cabiniun

1.2.4 Store the Passport(s)

Store gratis passports in a secure area until cycle count and physical reconciliation/disposal of materiel.
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1.3 Final Disposition for Faulty / Defective Blank Passports

1.3.1 Definition & Workflow

“Faulty” (FAL): Faulty passports are the result of a manufacturer defect in the making of the passport
itself, but the defect is not uncovered until after the passport has been printed on.
These passports are inspected by CBN, and if indeed confirmed to be defective, Passport
Canada receives a credit for the unusable passports.

“Defective” (DEF): Defective blank passports are the result of a manufacturer’'s defect in the
manufacturing of the passport itself, and the defect is uncovered before the passport
has been printed on. These passports are inspected by CBN, and if indeed found
defective, Passport Canada receives a credit for the unusable passports. Note that the
discovery of any duplicate passports would be treated as defective blanks as well.

stamp faulty/defective passport — E

i ) entire
perforate faulty/defective passport |=2 ‘ passport

[ J h secure
store faulty/defective passport —> S

1.3.2 Stamp the Passport(s)

Step 1: authorized employee stamps the passport on page 3 using the instrument approved by PPCM-
Planning.

Step 2: authorized employee inputs the reason code that best identifies the reason for the
faulty/defective blank. See Tab 8 Appendix H for the list of codes.

Example - Faulty: Example - Defective:

[[Jseon / asime [Jspor /asime

[E\me / PASSEPORT IMPRIME DEFECTUEUX ]

DEFECTIVE BLANK / PASSEPORT VIERGE

CODE: %(e\% {

[[] ¥aurry / passeporr mprime oérectueux

] DEFECTIVE BLANK / PASSEPORT VIERGE
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1.3.3 Perforate the Passport(s)
Perforate the passport using the instrument approved by PPCM-Planning. The perforation must occur
along the MRZ (Machine Readable Zone) as illustrated in the example below, and perforate the front

cover and up to (and includin age 4.

For an example of perforation along the MRZ area, see section 1.2.3.

1.3.4 Input reason code into SAP

Step 1: authorized employee inputs the reason code in SAP.

= Loginto SAP. E

® |nput transaction code “1Q02” into the search field, and press “enter” on your keyboard.

=
Menu  Edit Favorites  Extras  Systern Help

& |0z al 4 & &

= |nthe “Materiel” section, input the serial number of the faulty/defective blank, and press “enter”
on your keyboard.

=r
MatSerialMo.  Edit  Extras  Environment  Systerm Help
@ B AH I e BE

Change Material Serial Number : Initial

[ P ey | ] I
L)
Serial number BECTEEAD |
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= Click on the “Equipment vie'w" button.

Change Magerial Serial Number : SerNo.Detail

G [ I Equiprment vieww

Material [125 ' FPassport 24 Pages Digital

Serial Mumber [enoeoaaq ' Type H| Fassport Materials

Status [EsTO lEsTO 5]
< BerData |

| General
Equipment [ '

= On Tab “General” in the “Size-dimension” section, insert the reason code that was written on the
stamp in section 1.3.2, and press “Enter”.
Change Material Serial Number : General Data

-l Class oweriewy || Measuring pointsicounters | ] | 1 Equipmentviewl

Inwventory no.

Material |'|25 | FPassport 24 Pages Digital
Serial Mumber |P.EII3'I eyatefe) | Type El Fassport Materials
Description |F'assp0rt 24 Pages Digital |@ @ Intern_note I
Status [EcuUs [Ecus =]
swalic Eroem . |25 10, za12] valid To [31.12.9999|
m ILDCEItiEIr'I i Qrganization i Structure i SerData
J

General data

Class | |

Object type [ ]

AuthorizGroup |—|

Wieight [1 [5 | Sizefdimensian FHO

I

LT O e | |

Reference data

Acquistnvalue |

| Acdquistion date

Manufacturer data

Manufacturer

|ManquDuntr':.f

Model number

Constroyrfmth

ManufFPartto.

Manutf=Serialto.

= Click on the “Post” button to complete the transaction.
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1.3.5 Store the Passport(s)

Store faulty/defective passports in a secure area until cycle count and physical reconciliation/disposal of
materiel.

1.4 Final Disposition for Cancelled Passports
1.4.1 Definition & Workflow

Cancelled: Cancelled passports occur when a client returns a passport for which the validity has or is
about to expire.

front cover & first4
[ perforate cancelled passport ]—)" pgeid paaspiort

client wants cancelleo return cancelled passport

passport returned? to client
secure
[ store cancelled passport ]—) R

1.4.2 Stamp the Passport(s)

Cancelled passports do not need to be stamped.

1.4.3 Perforate the Passport(s)

Perforate the passport using the instrument approved by PPCM-Planning. The perforation must occur
along the MRZ (Machine Readable Zone) as illustrated in the example below, and include the front cover
and first 4 pages.

For an example of perforation along the MRZ area, see section 1.2.3.

1.4.4 Store the Passport(s)

Store cancelled passports in a secure area until cycle count and physical reconciliation/disposal of
materiel.
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1.5 Final Disposition for Missing (then found) Passports

Definition — “Missing” (MIS): A missing passport is a passport for which the physical passport can no
longer be located, or the physical passport is found after the EPPS-IRIS-SAP
interface has already dispositoned it as “Missing” (in which case it cannot
be returned to inventory).

Follow spoil passport instructions for perforation (section 1.1.3) and storage (section 1.1.4).

1.6 Final Disposition for Other Types of Passport Materiel

1.6.1 Workflow

' ™\

(4 other travel > follow same instructions for spoil
documents / F or faulty/defective passports )
e p

empty sheets in clear plastic bags
perforate faulty/defective labels

A 4

<0bservation IabeIS/

print heads & ink not “Secret”, store until disposal

return empty roll & labels to

laminate vault/Dasco

calibration books not “Secret”, store until disposal

store in secure area, contact

dry seals PPCM-Stockroom

L1

1.6.2 Other Travel Documents

In the event other travel document types, such as Emergency Travel Documents, should be spoiled or
faulty/defective, follow the stamping/perforation instructions found in the section relevant to that
disposition (spoil/gratis/faulty/defective/missing). While these documents typically do not have an MRZ
area, they should still be perforated.
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1.6.3 Observation Labels

Empty observation label sheets are to be kept onsite until the day’s production is over, and may then be
disposed of in clear plastic garbage bags. All labels on each sheet must be used before the empty sheet
can be disposed of.

1.6.4 Print Heads and Ink Cartridges

Consumables that have a manufacturer’s defect must be reported immediately to PPCM-Planning at the
following address: PPCM-PassportsandConsumables@pptc.gc.ca. The PPCM-Planning team can then
follow up with you regarding the next steps to be taken.

Note: this material is not classified as Secret materiel. Empty cartridges do not need to be stored in a
secure location, and can be disposed of with other office cartridges.

1.6.5 Laminates

Unlike ink, laminates are classified as a Secret materiel. Empty laminate rolls and their accompanying
lables are to be stored in secure area until cycle count & physical reconciliation.

1.6.6 Calibration Books

Calibration books are no longer classified as Secret materiel and do not need to be stored in a secure
area. However, they must be shredded onsite along with cancelled and gratis/spoil/missing passports.

1.6.7 Dry Seals

Dry seals are managed through the PPCM-Stockroom, please contact them for instructions. Dry seals are
classified as secret and must be stored in a secure area until disposed of.
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