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PURPOSE:

To provide instruction for using the Interoffice Transmittal Sheet.
OBJECTIVE:
· To provide the necessary direction to ensure that the Interoffice Transmittal Sheet is used properly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §12-282, Discovery and Confidential (D&C) items are sent to satellite locations per the Transmittal Sheet which documents and tracks the items.  
EVENT DRIVER:

· Discovery and Confidential (D&C) items are to be sent to satellite locations; the Transmittal Sheet documents and tracks the items.
PROCEDURES: 
1. List the facility and the section that the item(s) are being sent to on the "TO" line (i.e., CCB, NER, NWR, SCT EXHIBITS).
2. List the name of the person the item(s) are directed to on the "ATTN" line.
3. Annotate the facility and the section the item(s) are sent from on the "FROM" line.
4. Place the D&C telephone number (61431) on the "PHONE" line.
5. Annotate "CASE NUMBER" on the first bold line in the first column.
6. Write "DESCRIPTION" on the first bold line in the second column.
7. Indicate the specific item(s) that are being sent (i.e., Depo of John Smith) under the "DESCRIPTION" column.
8. Sign the Transmittal Sheet on the "PREPARED BY" line and print the date next to your signature.
9. Place the item(s) into an Interoffice Envelope or storage container. Address the envelope/container to the person and his/her location to whom the item(s) are being sent.  Attach three copies of the Transmittal Sheet to the envelope/container. Place the envelope/container and Transmittal Sheet on the designated table for the runner to pick up.
10. The clerk that prepared the Transmittal Sheet shall retain a copy until the original is returned.
A. Upon receipt of the original sheet, verify that the transmittal has been signed by the receiving location (received and reviewed signatures).
B. The signature on the "RECEIVED BY" line indicates that the runner delivered the item(s) to the location.
C. The signature on the "REVIEWED BY" line indicates that the item(s) sent have been verified by the location. 
D. Dispose of the copy and maintain the original for completing the daily stats.
POLICIES / RELATED DOCUMENTS:
· ARS 12-282: Custody of records filed; purging; destruction; microphotography; electronic imaging; evidence; withdrawal of voucher; exemption; child support information

OTHER PARTIES INVOLVED:
· Runner
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· F-D&C-1004: Transmittal Sheet
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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