TRANSPORT OF SENSITIVE EXHIBITS
L.D.R.  05/06/10
Sensitive exhibits such as weapons, drugs, money, and jewelry may be transferred between court facilities due to a change in the hearing location or reassignment of a case.  To ensure the chain of custody and to protect employees transporting sensitive exhibits, the “Clerk of Court’s Authorization to Transport Evidence” must accompany the transfer.

Exhibits Supervisor – Processing the Transfer Request

· Notifies the Administrator and Deputy Director of the transfer of sensitive exhibits

· Prepares he “Clerk of the Court’s Authorization to Transport Evidence”; the letter includes:
· Location where the sensitive exhibit(s) is presently located and location where the sensitive exhibit will be stored

· Management staff authorized to transport the sensitive exhibit(s); include name and title

· The Administrator and Deputy Director determine the management staff to facilitate the transport of exhibits and authorize a Maricopa County vehicle for transporting the exhibit(s).

· Purpose of the transfer

· Listing of evidence to be transported; include cause number, exhibit number and exhibit description

· Forward the “Clerk of the Court’s Authorization to Transport Evidence” to the Court Operations Administrator who obtains the signature of the Deputy Director.  The authorization is notarized by a notary public.

Exhibits Clerk Processing:
· Verify the sensitive exhibit(s) against the “Clerk of the Court’s Authorization to Transport Evidence” in the presence of the management team designated in the authorization to transport the evidence.

· Include a copy of the Exhibits Worksheet.

· The exhibits clerk at the receiving location verifies, in the presence of the management staff transporting the evidence, the exhibits received and compare to the items of evidence listed on the “Clerk of Court’s Authorization to Transport”.

· Notify the Administrator if a discrepancy cannot be reconciled.
Transporting the Exhibit:

· During the transport, the management staff conducting the transfer must have in their possession the original signed “Clerk of the Court’s Authorization to Transport Evidence”.  The transfer must be conducted in an authorized Maricopa County vehicle between the hours of 8:00 a.m. and 5:00 p.m. Monday through Friday

Any deviation from these procedures must be pre-approved by the Deputy Director.
