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PURPOSE:

To provide instruction for processing case number and/or location changes.
OBJECTIVE:
· To provide the necessary direction to ensure that case number and/or location changes are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to Rules of the Supreme Court of Arizona, Rule 123 (c) (2) (b), the custodian shall utilize reasonable records management practices and procedures to assure that all closed records are properly identified as “confidential” and maintained segregated or apart from records open to the public.  Case number and location changes are completed when a minute entry (ME) is received by the Discovery and Confidential (D&C) staff ordering the change. If the original case number is not entered into the Exhibits Tracking System ( ETS ), enter the case number before implementing this procedure.
EVENT DRIVER:

· A case number and/or location change is completed when a minute entry (ME) is received by the Discovery and Confidential (D&C) staff ordering the change.
PROCEDURES: 
1. Access ETS from the COCWeb.
2. Open Admin Worksheet Maintenance D&C.
3. Enter the original case number.
4. Click on the Case Information bar.
5. Click on Edit Case.
6. Change the case number to the new case number.
7. Type the following into the Notes box:  "Per M.E. dated [enter date of ME], filed [enter file date of ME], case number/location [enter case number/location] has been changed to [enter new case number or location]".
8. Click on Update Case.

9. Click on Close.
10. Click on D&C.
11. Click on Initial Entry.
12. Type in the new case number and print the new label.  (Note: This applies to items received prior to June 1, 2014).
13. Affix the label to the item and return the item to the shelf.
POLICIES / RELATED DOCUMENTS:
· 17A A.R.S. Sup.Ct.Rules, Rule 123: Public Access to the Judicial Records of the State of Arizona
OTHER PARTIES INVOLVED:
· Presiding Judge
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· ETS
· COCWEB

REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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