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PURPOSE:

To provide instruction for Transferring Sealed Items to SEA, CCB, NER, NWR, and SCT.
OBJECTIVE:
· To provide the necessary direction to ensure that Transferring Sealed Items to SEA, CCB, NER, NWR, and SCT are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §12-282, the Discovery and Confidential section of the Clerk of Superior Court transfers sealed documents and files to the Southeast Adult Facility (SEA), Central Court Building (CCB), Northeast Regional Facility (NER), Northwest Regional Facility (NWR), or South Court Tower (SCT).  Once received at the facility, items are released to requestors pursuant to Court Order, Rule of Court or Administrative Order.
EVENT DRIVER:

· Transferring Sealed Items to SEA, CCB, NER, NWR, and SCT is required.
PROCEDURES: 
1. Verify that the file or document has been entered into Exhibits Tracking System (ETS).

2. Access ETS and transfer the case file or document to the requesting facility. 
A. Ensure all required information within the transmittal information screen is completed. 
B. Place explicit delivery instructions in the Comments section of the transmittal, including the name and phone number of the requestor. 

3. Access File Tracking (FT2) and transfer the case files to the requesting facility.  Input the requesting facility in the En Route box.  Include the Requestor’s name, enter the Case Number and Volumes Checked Out and Save.
4. Attach a transmittal sheet to the file or document, sign and date the sheet, and place in the appropriate area for pick up by the next courier. 
5. Upon the return of a sealed case file or document, sign and date the attached transmittal, maintain a copy for the stats, and return the fully executed top sheet to the sender through interoffice mail. 
6. Check the item in on ETS and FT2, if applicable, and re-shelve in its proper place.

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:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· ETS
· File Tracking
REPORTS / FORMS:
· N/A
DEFINITIONS:
· CCB: Central Court Building
· ETS: Exhibits Tracking System
· NER: Northeast Regional Facility
· NWR: Northwest Regional Facility
· SCT: South Court Tower
· SEA: Southeast Adult Facility
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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