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PURPOSE:

· To provide instructions for release and transfer of capital felony, historically significant and/or landmark exhibits.
OBJECTIVE:
· Release and transfer of exhibits to Arizona State Library, Archives and Public Records (ASLAPR); History and Archives Division and/or seizing agency for permanent retention.
EVENT DRIVER:

· The Clerk of Court is within its authority to transfer exhibits to ASLAPR when the case is no longer subject to modification and it is a capital felony case in which the defendant is deceased or court ordered historically significant or landmark case .
PROCEDURE:

I.
General:
1.
In accordance with Arizona Code of Judicial Administration §3-402: Superior Court Records Retention and Disposition Schedule, Administrative Order No. 2014-117; Arizona Rules of Court, Rules of Criminal Procedure, Rule 28. Retention and Destruction of Records and Evidence; Arizona Rules of Court, Superior Court – Local Rules, Maricopa County – Rule 2.8. Exhibits; exhibits are eligible for release when the case is no longer subject to modification.
II.
Preparing the Release and Transfer to ASLAPR:
1. The Exhibits Lead will:

A. Remove the exhibits from storage.
B. Sort the exhibits and place in numerical sequence.
a. Paper exhibits, cd’s, cassette tapes, videos, photos, charts, etc. are released and transferred to ASLAR.

b. Bio-Hazard exhibits, clothing, bulky items and security/sensitive exhibits are released and transferred to the submitting seizing agency.

C. Package in a box using the label F-EX-1042: Capital Felony Death Penalty Label and enters:
a. Cause Number

b. Defendant’s name

c. Type of Case; capital felony, historically significant or landmark
d. Hearing Date(s)

D. Authority to Transfer; i.e. deceased, court order, dismissed, etc.
E. Includes within each package a copy of the Exhibit Worksheet and, when applicable, Exhibit/Record Release Form, Disposition Exhibit Worksheet (DEW), Notice to the File (NTF) and pertinent minute entries.
F. Prepare the Agreement to Transfer Superior and Appellate Court Records to ASLAPR and complete each section as follows:
a. Section 1b: Name, title and mailing address of the Court Operations Administrator
b. Section 3a: General Records Description; include type of case-capital felony, historically significant and/or landmark case; defendant’s name; case number; hearing date(s); list each exhibit by exhibit tag number and include a description of each exhibit transferring.
c. Section 4: Number of Records Transferred to Archives; include the number of boxes or charts and the size of the boxes and/or charts in linear or cubic feet.

d. Section 5a: Maricopa County Superior Court
e. Section 5b: Clerk of Superior Court

f. Section 5c: Exhibits

g. Section 5d: Name and contact number of the lead preparing the form
h. Section 6: Current address of the Exhibits Department; include city, state and zip code.

i. Section 7: Check-mark the categories physically describing what is transferring; i.e. paper documents, photographs, maps, charts, film, etc.
j. Section 9: Check-mark No Restrictions if there are no sealed exhibits; check mark Restrictions if there are sealed exhibits.  Enter Arizona Supreme Court – Rule 123
k. Section 10: Check mark the box which describes the condition of the record; describe any damage or unusual wear.

III.
Processing the Release and Transfer to ASLAPR:
1.
The Exhibits Lead will:
A.
Send the Agreement to Transfer Superior and Appellate Court Records form to the Court Operations Administrator for signature and date; Section 1a.  The form is returned back to Exhibits Lead.
B. Schedule a release with ASLAPR.

C. At the time of the release, obtain signature and date, name and title on Agreement to Transfer to Superior and Appellate Court Records form, Sections 2a and 2b, for the exhibits released and transferring.
a. Provide the original form to ASLAPR; retain a copy for the Exhibits’ record.
b. The Director of ASLAPR will sign and date the original form and return to The Exhibits Department; Section 13.
c. Upon receipt, the Exhibits Lead will file the original and send to Docket for inclusion into the case record; retain a copy of the form in Exhibits.
D. Complete F-EX-1033: Permanent Release Receipt of Capital Felony, Historically Significant or Landmark Exhibits form and enter:

a. Name:  ASLAPR, History and Archives Division
b. Address:  1901 W. Madison St., Phoenix, AZ 85009

c. Phone:  (602) 926-3720

d. Case Caption

e. Cause Number

f. Enter the date of permanent release; dd/mm/year

g. Check-mark if the case is capital felony, historically significant and/or a landmark case

h. Enter the hearing date(s)

i. Enter by exhibit tag number the exhibits released and transferring.

j. Released To:  Print the name of the party the exhibits are released to

k. Signature of recipient

l. Address of recipient

m. Telephone number of recipient
n. Check-mark the form of identification reviewed; i.e. badge, driver’s license, etc.

o. Signature of Exhibits Lead.

E. File the original and send to Docket for inclusion into the case record; retain a copy of the form in Exhibits.

F. Update ETS; changing the status from in storage to released.
IV.
Processing Seizing Agency Release:

1. The Exhibits Lead will:
A. Prepare and send F-EX-1006: Letter – Agency Criminal Release form.
B. Schedule a release with the seizing agency.

C. At the time of the exhibit release, complete F-EX-1033: Permanent Release Receipt of Capital Felony, Historically Significant or Landmark Exhibits form.
D. File the original and send to Docket for inclusion into the case record; retain a copy of the form in Exhibits.
E. Update ETS; changing the status from in storage to released.
IV.
Packaging the Exhibit Transfer:
1. The Exhibits Lead will prepare F-EX-1009: Coversheet – Capital Felony, Historically Significant or Landmark Exhibits form and enter:

A. Cause Number
B. Defendant’s name

C. Type of Case; i.e. capital felony, historically significant or landmark case

D. Authority to Transfer; i.e. deceased, court order, dismissed.

E. Receiving Agency

2. The packet may contain copies of the following forms but is not limited to:

A. F-EX-1009: Coversheet – Capital Felony, Historically Significant or Landmark Exhibits form
B. Agreement to Transfer Superior and Appellate Court Records form
C. F-EX-1006: Letter – Agency Criminal Release form
D. F-EX-1033: Permanent Release Receipt of Capital Felony, Historically Significant or Landmark Exhibits form
E. Exhibit Worksheet

F. Exhibit/Record Release form, when applicable

G. DEW, when applicable

H. NTF; when applicable

I. Pertinent minute entries

3. Retain the packet in the Exhibits Department.
POLICIES / RELATED DOCUMENTS:
· Arizona Code of Judicial Administration § 3-402: Superior Court Records Retention and Disposition, Administrative Order No. 2014-117
· 17C A.R.S. Super.Ct.Local Prac.Rules, Maricopa County, Local Rule 2.8, Exhibits
· 16A A.R.S. Rules Crim.Proc., Post-Verdict Proceedings, Rule 28, Retention and Destruction of Records and Evidence
OTHER PARTIES INVOLVED:
· Arizona State Library, Archives and Public Records, History and Archives Division
· Seizing Agency; i.e. Police Department, Sheriff’s Office, etc.
TIME / VOLUME:
· N/A
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Exhibit Tracking System (ETS)
· Integrated Court Information System (iCIS)
REPORTS / FORMS:
· Agreement to Transfer to Superior and Appellate Court Records Form
· Exhibit Worksheet (system generated from ETS)
· Exhibit/Record Release form (system generated from ETS)
· Disposition Exhibit Worksheet (system generated from ETS)

· F-EX-1006:  Letter – Agency Criminal Release form
· F-EX-1009:  Coversheet Capital Felony, Historically Significant or Landmark Exhibits form
· F-EX-1033:  Permanent Release Receipt of Capital Felony, Historically Significant or Landmark Exhibits
· F-EX-1042: Capital Felony Death Penalty Label
DEFINITIONS:
· ASLAPR: Arizona State Library, Archives and Public Records, History and Archives Division
· DEW: Disposition Exhibit Worksheet

· ETS: Exhibit Tracking System
· iCIS: Integrated Court Information System

· NTF: Notice to File
· Seizing Agency: Police Departments, Sheriff’s Office
APPLICABILITY:
This procedure applies to Adult exhibits.
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