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PURPOSE:

To provide instruction for processing Juvenile Transfers (2007 and beyond cases)-Change of Venue Desk.
OBJECTIVE:
· To provide the necessary direction to ensure that Juvenile Transfers (2007 and beyond cases)-Change of Venue Desk are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §12-282 and Rules of the Supreme Court of Arizona, Rule 123 (a)-(h), the Clerk of the Court shall maintain and provide access to court records in accordance with applicable law.  Rule 123 is adopted to govern public access to the records of all courts and administrative offices of the judicial department of the State of Arizona.
EVENT DRIVER:

· A minute entry (endorsed to Fileroom-CSC) is received to notify staff of a case transfer to Juvenile.
PROCEDURES: 
1. Print a copy of the docket. 
2. Print copies from the ECR of the documents that only pertain to the defendant being transferred. 
3. Complete a “one cover” certification for the documents. 
4. Complete a three part transmittal receipt (addressed to Clerk’s Office, Juvenile Division, Attention: Filing Counter). 
5. Place the receipt, a copy of the docket, and the documents into an inter-office envelope and forward to the juvenile facility.
POLICIES / RELATED DOCUMENTS:
· ARS 12-282: Custody of records filed; purging; destruction; microphotography; electronic imaging; evidence; withdrawal of voucher; exemption; child support information

· 17A A.R.S. Sup.Ct.Rules, Rule 123: Public Access to the Judicial Records of the State of Arizona
OTHER PARTIES INVOLVED:
· Juvenile Division
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· ECR
REPORTS / FORMS:
· Three part transmittal receipt
DEFINITIONS:
· ECR: Electronic Court Record
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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