RELEASE NOTIFICATION – CRIMINAL AND NON-CRIMINAL EXHIBITS 
L.R.D.  05/07/10
Pursuant to Arizona Rules of Court, Superior Court - Local Rules of Maricopa County, Rule 2.8(d); Rules of Criminal Procedure, Rule 28.1 and 28.2 and Civil Appellate Procedures, Rule 11(a)(6), if the case is not subject to further modification, exhibits are released back to the submitting party or seizing agency.
Prior to an exhibit release, Exhibits will initiate an Exhibit Tracking System (ETS) Exhibits Release List.  The team lead will electronically submit the release list to the Deputy Director and copy the Court Operations Administrator and supervisor indicating that the release list contains the case information for a pending exhibit release and the contents of the list be reviewed for potential "high - profile" cases.
After the 5th business day following the distribution of the ETS Release List, if objections to the release have not been identified, the Deputy Director electronically notifies the team lead to resume with the release procedures.  The team lead will coordinate the release with staff.
· Non-criminal releases:  After the 5th business day, proceed with the notification to the parties of record notifying the parties that the exhibits are eligible for release.
· Criminal releases:  Distribute the ETS Criminal Release List to the Offices of the State Attorney General and the Maricopa County Attorney.  The list is sent via certified mail with an enclosed letter informing the offices that they have 10 calendar days from receipt of the letter to review the contents of the list and to identify if any exhibits should be retained and not released.

· After the 10th day from the receipt of the certified mail notification to the Attorney General and Maricopa County Attorney, proceed with the notification to the seizing agency, party defendant, and/or the Court notifying the parties that the exhibits are eligible for release.
Retain Exhibits:
As noted in Local Rule 2.8 (d) (2) any attorney, party or owner requesting the clerk to retain any exhibit(s) in the pending action will notify the clerk of such a request in writing within ten (10) days of the receipt of the notice.  Upon receipt of a request to retain exhibits, such exhibits will be retained by the clerk unless ordered to be disposed by the court after hearing on notice to all parties.

A request to retain exhibits must submitted by the parties in writing to Maricopa County Superior Court, Clerk of the Court, Exhibits Department.  Correspondence received is filed and sent to docket for inclusion into the case record.
· Review the case in iCIS to determine its current status; advise the team lead or supervisor
· Active case; remove from release, update ETS and exhibits remain in storage.  Do not place on follow-up release log
· Inactive case; the team lead places on follow-up release log and notifies the Deputy Director, Court Operations Administrator and supervisor and includes the reason for retaining an exhibit
After six months, the team lead reviews each case on the log pursuant to 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 1(a)(6); and verifies the case is not subject to further modification.
· Active case; remove from log, update ETS and exhibits remain in storage
· Inactive case; add to new release round; send a second notification letter
· Party does not retrieve the exhibits; the exhibits are disposed at the end of 60 days
· Second request received from the party to retain; notify the Deputy Director, Court Operations Administrator and supervisor and include the reason for retention
SAMPLE TRACKING LOG:

The team lead tracks the exhibits retained and includes:
· Cause number

· Release/round number

· Party requesting retention

· Date of initial distribution of release letter

· Date of written request to retain exhibits

· Reason for retention

Sample Log:
	CAUSE NO.
	RELEASE NO
	PARTY REQUESTING RETENTION
	DATE OF RELEASE LETTER
	DATE - WRITTEN REQUEST TO RETAIN
	REASON

	CV2004-000000
	127
	Plt - State
	02/08/08
	02/18/08
	Case - active

	CR07-000011-001
	235
	Def - Glenn
	03/15/08
	03/25/08
	Case - reactivated


