RELEASE AND MAILING OF EXHIBITS – PREPAYMENT OF MAIL PROCESSING FEES
L.R.D.  01/26/11
When a request is received to mail exhibits to the party of record, the exhibits are released upon court order or pursuant to Arizona Rules of Court, Criminal Procedure, Rule 28.1; Superior Court – Local Rules of Maricopa County, Rule 2.8(d); Rules of Civil Appellate Procedures, Rule 11(a)(6).

The item(s) must fit in an envelope or standard-sized box; charts, “security/sensitive” exhibits and/or exhibits labeled as “biohaz” are not sent through the mail.
Exhibits Lead
1.
Sends email notification to “supportservicecorrespondence@mail.maricopa.gov” and references the prepayment required prior to the release and mailing of an exhibit(s); includes case number, “Exhibit Release” and “Prepayment Fees” in the subject line.  In the body of the email provides party/customer name, contact number and fees to be assessed.
CSC Support Services Clerk
1.
Contacts the party and processes the assessed fees.
2.
Sends email notification to Exhibits - COSCX and includes a copy of the payment receipt.
Exhibits Lead

1.
Retrieves the exhibits, marks “R” on the exhibit tag, packages the exhibit(s) in an envelope or box and creates the address label.

If copies are requested do not process the exhibits as released.

2.
Mails the exhibit(s) “certified” in accordance to departmental practice “Mail Certification - Exhibits”.

3.
Hand-files the court order or “Disposition Exhibit Worksheet” (DEW) and forwards to docket for inclusion into the case record.

Retains the DEW until all exhibits have been released or disposed.
4.
Updates Exhibit Tracking System (ETS); changing the status from “in storage” to “released”.[image: image1.png]



