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PURPOSE:

· To provide instructions for processing a Confidential Wire Tap (CWT).
OBJECTIVE:
· Maintain the chain of custody for Confidential Wire Taps.
EVENT DRIVER:

· Intake and storage of a Confidential Wire Tap.
GENERAL:
1.
Pursuant to Supreme Court Administrative Order No. 2014-117, (affecting Administrative Order No. 2006-29), Arizona Code of Judicial Administration § 3-402, Superior Court Records Retention and Disposition:

· 22. Confidential Wiretap Warrants and Subpoenas that are not Part of a Case File:
· Retention Period with Court:  5 years following the date served or issued, whichever is later.
2.
The contents or the existence of the CWT and associated documents are sealed and not to be revealed or viewed under any circumstance unless ordered by the Court.
PROCEDURES:
1. The Courtroom Clerk will request a Confidential Wire Tap (CWT) number from Exhibits.
2. The Exhibits Clerk will assign a CWT number and enter on the CWT Assignment Log:

A. Date assigned
B. CWT number assigned
C. Judicial Officer assigned
D. Initials of the processing Exhibits Clerk

3. The Courtroom Clerk will:
A. Seal the packaged CWT and attach a copy of the off-line minute entry order to the sealed package when the wiretap is terminated.
B. Hand-carry the CWT to Exhibits.

4. The Exhibits Clerk will:
A. Enter the date the CWT is received on the CWT Assignment Log.
B. Enter the initials of the processing Exhibits Clerk upon receipt.
C. Label the package with the CWT number, applicant [Maricopa County Attorney’s Office (MCAO) or Arizona Attorney General (AG)] and date eligible for release.
NOTE:  Review the offline minute entry order to confirm the date of release.  In most cases, the CWT is retained by Order for ten (10) years from the filing of the minute entry.
D. Use the assigned CWT number and create a tabbed section in the CWT Binder and include:
a. Original offline signed minute entry.

b. All documents received from the Division.
E. Quarterly review the CWT for expiration.  Upon expiration:
a. Send the notification F-EX-1011: Letter - Special Warrants Release to the applicant (MCAO or AG).
b. The Exhibits Lead will schedule and coordinate the release.
c. Upon release, use F-EX-1027: Release Receipt form for Special Warrants – CWT and record the following information:
i. Date of release (dd/mm/yy).

ii. The CWT(s), by assigned number, to be released.
iii. Print the name of the party on the Released To line.

iv. Obtain signature of recipient.
v. Current address of recipient.
vi. Current telephone number of recipient.
vii. Check-mark the appropriate box to identify the form of identification used to verify the recipient (i.e. badge, driver’s license).

viii. Signature and date of the releasing exhibits clerk.
ix. Do not hand-file the release receipt; retain the receipt in Exhibits.

POLICIES / RELATED DOCUMENTS:
· Arizona Code of Judicial Administration § 3-402: Superior Court Records Retention and Disposition, Administrative Order No. 2014-117
OTHER PARTIES INVOLVED:
· Arizona Attorney General

· Courtroom Services – Courtroom Clerk
· Maricopa County Attorney’s Office
TIME / VOLUME:
· N/A
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· iCIS
· OnBase
REPORTS / FORMS:
· F-EX-1011:  Letter  - Special Warrants Release
· F-EX-1027:  Release Receipt form for Specialist Warrants – CWT
DEFINITIONS:
· AG:  Arizona Attorney General

· CRS:  Courtroom Services
· CWT:  Confidential Wire Tap

· MCAO:  Maricopa County Attorney’s Office
APPLICABILITY:
This procedure applies to Adult Exhibits.
REVISION HISTORY:
	Revision Number
	Revision Author
	Summary of Changes
	Approval Date

	-
	Patti Sanderman
	Document Origination
	02/04/2010

	A
	Patti Sanderman
	Updated to Controlled Document Index format
	02/25/2015

	B
	
	
	

	C
	
	
	


[image: image1.png]


