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PURPOSE:

To provide instruction for processing Out of County Transfers of Probation Jurisdiction.
OBJECTIVE:
· To provide the necessary direction to ensure that Out of County Transfers of Probation Jurisdiction are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to Rule 27.2, Arizona Rules of Criminal Procedure, the Superior Court may authorize the transfer of jurisdiction over a case from the county of original jurisdiction to another county with the agreement of the parties.  The original file is sent to the new county.
EVENT DRIVER:

· An Out of County Transfer of Probation Jurisdiction is required.
PROCEDURES: 
1. Notification will be sent via the “INTERCOUNTY TRANSFERS” distribution list (located in D&C and with the Public Records Supervisor).  This will notify the Change of Venue clerk that an out of county transfer of probation is ready to process.  If needed, pull the case file and via File Tracking, check the file out to the Change of Venue Desk. 

2. The Financial Services Desk clerk will e-mail within 10 days the required financial information packet to the Change of Venue Desk clerk, at: supportservicecorrespondence@cosc.maricopa.gov supervisor to be included in the out of county transfer. 

3. Print and file date stamp a copy of the docket. 
4. Review the docket and case file to ensure all documents are available. 
5. For any file created prior to 2002: 

A. Make a copy of all documents in the file. 
B. Place copied documents in original file folder.  Check file back in via File Tracking and return to shelf. 
C. Print all documents that exist only in the Electronic Court Record (ECR) (e-Filed documents, Minute Entries filed after August 2006, any document filed after January 1, 2007). 
D. Send all original documents and any copies printed from the ECR to the receiving county. 
6. For any file created from 2002 through 2006: 
A. Print any document that exists only in the Electronic Court Record. 
B. Send all original documents and any copies printed from the ECR to the receiving county.
7. For any file created after January 1, 2007, print all documents from the ECR and send to the receiving county. 
8. Make two copies of the Notification and Order Accepting Transfer of Jurisdiction. 
A. Send one copy of the Notification and the filed in docket printout to the appropriate docket area (CR).  On a blue routing slip, annotate “Please Docket, Scan and Discard – Out of County Transfer” along with the current date. 
B. Staple a copy of the docket on top of the second copy of the Notification.  These will be sent along with the file to the receiving county.

9. Complete the “Notice” sheet ensuring the Out of County Transfer box is checked.
A. Annotate the receiving counties names and address in the space below the checked box. 
B. Complete the certified mail receipt and green card receipt. 
C. Address a manila envelope and enter in the Return Receipt mail log. 
D. Mail the packet to the transferred county within 20 days of the order of transfer.

10. Supplemental Documents for Out of County Transfer:

A.  The CR Docket/Filing staff will notify the Change of Venue Desk via e-mail of any recently filed documents. 
B. The Change of Venue Desk will print all subsequent documents from OnBase.

C. Complete a cover letter, attach it to the copies, and mail the package to the transferred county.

11. All exhibits pertaining to the defendant are to be sent upon request of the new county. 

12. Upon remand of a case for a new trial, the court in the receiving county shall transfer jurisdiction of the case back to the county of original jurisdiction within 20 days of the order of transfer. 

POLICIES / RELATED DOCUMENTS:
· Rule 27.2, Arizona Rules of Criminal Procedure: Intercounty Transfers
OTHER PARTIES INVOLVED:
· Change of Venue Clerk

· Financial Services Desk Clerk
· CR Docket
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· File Tracking
· e-mail
· OnBase
REPORTS / FORMS:
· INTERCOUNTY TRANSFERS distribution list

· Notice sheet

· Return Receipt Mail Log

DEFINITIONS:
· COV: Change of Venue
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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