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PURPOSE:

To provide instructions for processing lower court records (exhibit, cd, transcript or administrative review).
OBJECTIVE:
· To provide the necessary direction for the intake of lower court records and maintaining the chain of custody until the lower court record is remanded back to the lower court or released to the submitting party of record.  
EVENT DRIVER:

· A Lower court record is received which begins the process of  Exhibits storing the lower court record and maintaining the chain of custody for a “rolling” 13 months or until the case is no longer “subject to modification”.
PROCEDURES: 
I. Initial Intake of Lower Court Record:
1. Upon receipt of a Lower Court Record, the Exhibits Clerk will:
A. Ensure the record is filed in accordance to “Clerk of Court File Stamp Guidelines and Expectations”.
B. Within one day of receipt, transfer any transcript initiated from Maricopa County Superior Court to the Customer Service Center (CSC) for retention.
a. Prepare Clerk of the Superior Court Transmittal Sheet form, in accordance to departmental practice, to track and record the transfer.
2. Upon receipt of an exhibit, cd or transcript from a lower court or administrative review, the Exhibits Clerk will:
A. Ensure the case includes a filed coversheet from Document Management-Remand Desk which includes:

a. Lower court identification and corresponding case number

b. A check-mark placed next to the items transferred from the lower court which may include:
i. Exhibit(s); from an administrative or lower court hearing
ii. Transcript(s)
iii. Cd(s)
B. Package the case in a manila envelope and:

a. Affix the filed coversheet to the front of the envelope
b. Enter the case number; vertically to the right-hand side of the envelope
c. Enter the case caption; top, left-hand corner of the envelope
C. Enter the case on the departmental log “LC-Receipt and Release” (S-Drive, Cust_Svc, Exhibits, folder “LCs”) completing the fields:

a. File Date

b. Cause Number

c. Number of Items received for an exhibit, transcript or cd
d. Description; identify what was received - i.e. exhibit, transcript, cd
e. Location; storage site (i.e. ES=envelope shelf; BS=box shelf)
f. P/Clerk; initials of processing clerk

3. Place the case in storage; filing by year and numerical sequence.

II. Request for Release of Lower Court Record
1. A request for release of a lower court record is received via email utilizing the Exhibits’ Mailbox Exhibits – COSCX.  The Exhibits Clerk will:
A. Pull the case from the assigned storage location.
B. Contact the requestor for pick-up at the Exhibits’ Reception Desk.
C. For a temporary release, prepare the departmental form “LC Remand Temporary Release Receipt“ and enter:

a. Case number
b. Place a check-mark under exhibit(s), cd(s) or transcript(s) to identify what is released.

c. Enter the date of release

d. Have the recipient sign and date the form as acceptance of the item(s) received; this relinquishes the chain of custody from the Exhibits’ Department.
e. Sign if they are the releasing clerk

f. File and retain the temporary release receipt in Exhibits until the item is returned.  Note:  There is no need to retain the temporary release receipt after all items have been returned to Exhibits.
D. For a permanent release, prepare the departmental form LC Remand Permanent Release Receipt and enter:
a. Case number

b. Place a check-mark under exhibit(s), cd(s) or transcript(s) to identify what is released.

c. Enter the date of release

d. Have the recipient sign and date the form as acceptance of the item(s) received; this relinquishes the chain of custody from the Exhibits’ Department.

e. Sign if they are the releasing clerk

f. File and retain the permanent release receipt in Exhibits.  Note:  Retain the permanent release receipt in Exhibits for two years from the date of release.
E. Update the departmental log LC - Receipt and Release; completing the fields:

a. Date Released
b. Released To; enter the name of party
c. P/Clerk; initials of processing clerk
III. Return of Lower Court Record
1. Upon return of the record, the Exhibits Clerk will: 

A. Review the item(s) verifying what was initially released is returned.  Do not accept any item(s) if it does not match was initially released; immediately return to the party.
B. Update the departmental log LC - Receipt and Release; completing the fields:

a. Date Returned

b. P/Clerk; initials of processing clerk
C. Returns the item(s) to storage

IV. Permanent Release of Exhibits in accordance to Arizona Rules of Court, Rules of Criminal Procedures, Rule 28.  Retention and Destruction of Records and Evidence.
When a case is heard and ruled upon in Maricopa County Superior Court and is no longer subject to modification, release the case back to the lower court or agency.  Follow the procedures as outlined in the Exhibits Procedure Release of Exhibits.
NOTE:  When the LC Remand Desk identifies bio- hazardous or security sensitive items, the items will be returned to Exhibits for release to the seizing agency.
POLICIES / RELATED DOCUMENTS:
· Arizona Code of Judicial Administration; Section 3-402: Superior Court Records Retention and Disposition; 1(d)(1)(2)(4)
· 16A A.R.S. Rules Crim.Proc., Post-Verdict Proceedings, Rule 28, Retention and Destruction of Records and Evidence
· Clerk of Court File, Document Management Services, File Stamp Guidelines and Expectations
OTHER PARTIES INVOLVED:
· Customer Service Center-Records Management
· Judicial Division assigned to the Lower Courts

· Document Management Services – LC Remand Desk
TIME / VOLUME:
· Varied
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· OnBase
· iCIS
· MS Outlook-Mailbox (Exhibits - COSCX)
· S:\Cust_Svc\Exhibits\LCs\LC – Receipt and Release Log
REPORTS / FORMS:
· LC - Receipt and Release Log
· F-EX-1038:  Permanent Release Receipt for Lower Court Records

· F-EX-1039:  Temporary Release Receipt for Lower Court Records
· Clerk of the Superior Court Transmittal Sheet form (hard copy, triplicate)
DEFINITIONS:
· CD:  Compact Disk media
· CSC:  Customer Service Center

· iCIS:  Integrated Court Information System

· LC:  Lower Court
APPLICABILITY:
This procedure applies to Adult Exhibits.
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