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PURPOSE:

· To provide instructions for processing and transporting security/sensitive exhibits between facilities.
OBJECTIVE:
· Transferring security/sensitive exhibits between facilities due to a change in the hearing location, reassignment of a case or for storage at Exhibits - South Court Tower (SCT), Area II.
EVENT DRIVER:

· Transfer of security/sensitive exhibits between facilities.
GENERAL: 

1. Security/sensitive exhibits (i.e. weapons, drugs, money, and jewelry) for adult cases that are offered and/or received in evidence are stored in Exhibits at the South Court Tower (SCT), Area II.
2. Juvenile security/sensitive exhibits are transferred to Exhibits, SCT, Area II when the case is inactive and eligible for release.
3. When transferring security/sensitive exhibit(s) for adult cases between the Customer Service Center (CSC) – Exhibits and SCT – Exhibits, the Exhibits Lead or Specialist will contact MCSO at (602) 876-1082 and request an escort by a Deputy Sheriff.  The Exhibit Lead or Specialist must accompany the Deputy Sheriff during the transfer of the exhibit(s).  Prepare an F-EX-1001: Clerk of the Superior Court Transmittal Sheet form to accompany the transfer; the Authorization to Transport Evidence form is not used.
4. Juvenile Exhibits will request an escort by a Deputy Sheriff.  The staff will prepare a Transmittal Sheet; the Authorization to Transport Evidence form is not used.  The Deputy Sheriff will transport the security/sensitive exhibit(s) from Juvenile Durango or Southeast facilities to SCT-Exhibits.
PROCEDURES:
1. Processing the Transfer Request from an Outlying Facility:
A. The Exhibits Supervisor will:

a. Notify the Court Operations Administrator and Deputy Director of the pending transfer; provide the reason for the transfer, a description of the security/sensitive exhibit(s) to be transferred and the facilities involved in the transfer.
b. Prepare the F-EX-1019: Authorization to Transport Evidence form and enter:
i. Current date
ii. Cause number
iii. Enter the location where the exhibit(s) is currently stored.
iv. Enter by name and title, the management staff authorized to transport the exhibit(s).  The Deputy Director and Administrator will determine the management staff to transport the exhibit(s).  A Maricopa County vehicle is used for transporting the exhibit(s) and will require approval from the Deputy Director.
v. Enter the address of the sending and receiving facilities.
vi. Enter the date the transfer will take place.
vii. Enter the item(s) of evidence to be transported, include:

· Cause number

· Barcoded exhibit tag number

· Corresponding description for the exhibit worksheet

c. Forward the Authorization to Transport Evidence form to the Court Operations Administrator who will obtain the signature of the Deputy Director; the authorization is notarized by a notary public.
d. The transfer must be conducted in an authorized Maricopa County vehicle between the hours of 8:00 a.m. and 5:00 p.m., Monday through Friday. The management staff conducting the transfer must have in their possession the original signed/notarized Authorization to Transport Evidence form.
e. Verify the physical exhibit(s) to item(s) referenced in the Authorization to Transport Evidence form before transporting. 

B. The receiving Exhibits Clerk will:
a. Verify the exhibit(s) upon receipt in the presence of the management staff transporting the evidence.
b. Package the exhibit(s), update the storage in the Exhibit Tracking System (ETS) and place the exhibit(s) into storage.
POLICIES / RELATED DOCUMENTS:
· PRO-EX-1010:  Area II Access
OTHER PARTIES INVOLVED:
· Courtroom Services

· Juvenile

· Maricopa County Sheriff’s Office
TIME / VOLUME:
· N/A
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Exhibit Tracking System (ETS)
· iCIS
· OnBase
REPORTS / FORMS:
· F-EX-1001:  Clerk of the Superior Court Transmittal Sheet form
· F-EX-1019:  Authorization to Transport Evidence form
DEFINITIONS:
· Area II:  (safe/vault storage of security/sensitive exhibits)
· MCSO:  Maricopa County Sheriff’s Office

· SCT:  South Court Tower
APPLICABILITY:
This procedure applies to Adult Exhibits.
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