VIEWING EXHIBITS
L.R.D.  03/30/10
Exhibits are public records and are available for public viewing unless sealed by court order or sealed by an agency.  A sealed exhibit, by court order or sealed by a seizing agency, requires a court order to be viewed.
If exhibits are stored at a facility other than where the inquiry is made, encourage the party to view the exhibits at the location where the exhibits are stored.  If the party prefers to view the exhibits at the location where the request for viewing was made, transfer of the exhibits.
NOTE:  When transferring Area I exhibits complete the online transmittal form in the Exhibits Tracking System (ETS) or manually prepare the Transmittal Sheet; form 1600-028 R3-92.  Refer to the procedure “Transmittal Sheet” for completion of the form.

NOTE:  Area II exhibits cannot be transported except by court order.  Exhibits staff must immediately notify the exhibits supervisor and/or Administrator who will prepare the “Clerk of Court Authorization to Transport Evidence” and transfer in accordance to established procedures.
NOTE:  Death penalty cases should not be transported between storage facilities. The party must go to the facility where the exhibits are stored and make arrangements to view the exhibits.
Process for Viewing:

1. Provide the party with the Exhibit Worksheet to determine which exhibits are to be viewed.
2. The exhibits clerk will oversee the viewing, remain with the party throughout the viewing and is responsible for each exhibit throughout the viewing process.  The party can view only one (1) exhibit “at-a-time.”
3. Retrieve the exhibits.
NOTE:  Exhibits retrieved from Area II must be viewed in the exhibits supervisor’s office, away from the general public and under the recording of the camera.  Viewing of an Area II exhibit shall be restricted to viewing one item at a time.  The exhibit supervisor and/or team lead will oversee the viewing of Area II exhibits.

NOTE:  If damage or an alteration occurs to an exhibit, the exhibit supervisor must be notified immediately.  The exhibits clerk must complete the “Damaged Exhibits Report”.
4. Return the exhibits to their assigned storage location after the completion of any viewing and ensure that the inventory matches the Exhibit Worksheet.
Pursuant to the Clerk's Office Policy, “RELEASE OF AUDIO/VISUAL TAPES OR FILM FOR COPYING OR VIEWING PURPOSES”.  Audio/visual tape and reel film exhibits that are in the custody of the Clerk’s Office shall not be duplicated, viewed, or listened to within the exhibit areas by Clerk’s Office employees or by persons requesting same.  When a copy of an audio/visual tape or reel film exhibit is requested, or a request is made to view/listen to the exhibit, the exhibit shall be temporarily released to counsel pursuant to court order as is provided for in Maricopa County Local Rule, 2.8(e.)  In like fashion, when a pro se party, a member of the general public, or the media is requesting the exhibit for copying or viewing/listening purposes, a court order authorizing the release is required.  Every court order must include a return date for the exhibits temporarily released.
NOTE:  If there are any questions with regard to an order, immediately contact the division for verification to ensure the integrity of all audio/visual tapes and reel film exhibits.
Media Requests:  Pursuant to the Clerk’s Office Policy, “Media Relations and Contacts”, all members of the media (i.e. reporters for radio, TV, or newspapers, etc.) requesting publications, interviews, policy information or to film or take still photography inside buildings are to be directed to the Public Affairs and Education (PAE) Division of the Clerk’s Office.

If staff know or suspect an inquiry is from the media, the exhibits clerk is to notify their supervisor who will notify PAE and provide, if possible, the name, business/agency for whom the media representative works, the phone number and any other contact information at which the representative can be contacted.
Special arrangements for media interested in highly sensitive and high profile cases will be referred to and coordinated by PAE.
