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PURPOSE:

To provide instruction for processing Non Standard Items.
OBJECTIVE:
· To provide the necessary direction to ensure that Non Standard items are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §12-282 and Arizona Supreme Court Rule 123, the Clerk of the Court shall maintain and provide access to court records in accordance with applicable law.
EVENT DRIVER:

· A Non Standard item is received. A non-standard item is anything that cannot be scanned into the record, such as a CD or flash drive, that the Court orders to be filed/accepted by the Clerk’s Office.
PROCEDURES: 
1. Upon receipt of a non-standard item(s), verify that it contains a caption and a Superior Court case number along with a court order directing that the item be filed. 
2. Enter all applicable information into the Exhibits Tracking System (ETS) for tracking/maintenance purposes.  Update the "Inventory Non Standard" log located at S:\Cust_Svc\CSC\D&C.  Ensure the entire case number is annotated into ETS (to include defendant identifiers for CR and LC case files). 

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:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Inventory Non-Standard Log
REPORTS / FORMS:
· N/A
DEFINITIONS:
· ETS: Exhibits Tracking System
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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