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PURPOSE:

· To provide instructions for processing an appeal return for items received back from the appellate courts after a decision is rendered.
OBJECTIVE:
· Process and redistribute the return of case records, orders, receipts and mail for all case types within Maricopa County Superior Court as it relates to adult and juvenile appeals.
EVENT DRIVER:

· In receipt of returns from the appellate court.
PROCEDURES:
I. Return mail [frequently addressed to the judicial officer, court reporter or an agency within Maricopa County]:
Bundle and place in the outgoing mail bin for return to Mail Services – Clerk of Court.

II. Return mail [letter from the appellate court with attached motion/document submitted by a party of record or inmate]:

1. Hand-file the letter in accordance to file stamp procedures; do not hand-file the motion/document if it is attached to the Letter.
2. Place in an envelope using the mail code CSC-AP; send to the attention of the Appeals lead.
3. Place in the Appeals’ outgoing mail bin for return to Mail Services – Clerk of Court.

III. Return of Appeals’ “Receipt”, “Transmittal/Receipt” or “Supplemental Transmittal”:
1. Do not hand-file the receipts.

2. Place in an envelope using the mail code CSC-AP; send to the attention of the Appeals’ lead.
3. Place in the Appeals’ outgoing mail bin for return to Mail Services – Clerk of Court.
IV. Return of Appellate Court Letter and Mandate [physical record not included]:
1. Separate the Letter from the Mandate; a Copy of Decision Order remains attached to the Mandate.
2. Hand-file the Letter and hand-file the Mandate in accordance to file stamp procedures (PRO-EDMQC-1040: Fingerprint Compliance).
3. Place in an envelope using the mail code CSC-AP; send to the attention of the Appeals lead.
4. Place in the Appeals’ outgoing mail bin for return to Mail Services – Clerk of Court.
V. Return of Appellate Court Letter and Mandate or Order [physical record included]:
1. Separate the Letter from the Order or Mandate (a Copy of the Decision Order remains attached to the Mandate).

2. Hand-file the Letter and hand-file the Order or Mandate in accordance to file stamp procedures.

3. Pull the Appeals Temporary Receipt from the Exhibits temporary release file.
4. Review the returned items listed on the Letter ensuring that it coincides with what has physically returned back to Maricopa County Superior Court; process and distribute as follows:
A. Exhibits:  Review each hearing date and ensure that each tagged exhibit is returned as numerically listed.

a. If correctly returned, scan or manually check-in using the Exhibit Tracking System (ETS).  Retrieve the exhibit worksheet in ETS and under Edit Storage review and ensure that the status for the returned exhibits now reflects in storage.
b. If an exhibit status remains in the checked-out status, research to determine if it was originally checked-out by the appellate court; research may include but not limited to a review the Appeals Temporary Receipt, check the history in ETS or review the Appeals Index on the Integrated Court Information System (iCIS) to determine what was initially sent.
c. Return the Exhibits to storage; update ETS with the assigned storage location.

B. Copy of Sealed Documents:  The copy of each sealed envelope is listed by file date; verify it is listed on the Letter.
a. Copies of adult sealed documents are placed in the recycle bin for disposal.

b. Copies of the juvenile sealed documents are returned to the attention of the Juvenile Appeals’ Work Unit at Durango (mail code: JUV-DUR/COC) or Southeast (mail code: SEJ/FC/DK).
NOTE:  The sealed documents originally sent should be copies only.  To ensure it is a copy, check in ETS under Discovery & Confidential (D&C). Enter the case number, verify that the description matches and ensure that the status is in storage.  If not, automatically return the sealed document to D&C; they will determine if it is an original or a copy.
C. Transcripts/Depositions:

a. Verify that the hearing date listed on the Letter coincides with the transcript/deposition.

b. Transcripts/depositions electronically sent are not returned and noted as same on the Letter; no action required.
c. Transcripts/depositions returned with a barcode affixed to the back of the item are returned to CSC-D&C.  The items were previously in storage and filed in.  Prepare a transmittal in accordance to departmental practice and retain the transmittal in the Exhibits Department for (1) year.
d. Transcripts/depositions that are not filed in and not barcoded are filed in upon receipt and forwarded to Docket for inclusion into the case record.
D. Copy of the Index of Record:  This is a copy of all documents included in the case record.  The appellate court will include with the return but it is not listed on the Letter.  With the recent implementation of the electronic filing of an appeal case, only the cases on film or cases previously at the appellate court will include the Index of Record.
a.
Adult cases; place in the recycle bin; no further action required.
b.
Juvenile cases are returned to the attention of the Juvenile Appeals’ Work Unit at Durango (mail code: JUV-DUR/COC) or Southeast (mail code: SEJ/FC/DK).

NOTE:  Case numbers in the 500 series are sent to Juvenile-Southeast; the remaining cases go to Juvenile-Durango.

5. On the lower, right-hand corner of the Letter, stamp the document with the appeals return stamp and do the following:
A. Enter the date received and processed.

B. Enter the initials of the processing exhibits clerk.

C. If no discrepancy is identified; leave the Not Returned line blank.

D. If a discrepancy is noted, immediately email the Appeals lead for follow-up with the appellate court.  If the item(s) is located at the appellate court, it is returned with an amended Letter; continue processing.
E. If the discrepancy remains unresolved, notify the Exhibits Supervisor providing the researched details regarding the missing item(s).  The Exhibits Supervisor prepares an F-EX-1041: Notice to the File – Exhibit Inventory (NTF) form.
a.
Update the status in ETS as unused.

b.
Hand-file the NTF and Letter
c.
In ETS, under Location Notes, enter NTF and include the file date for future reference.

d.
On the appeals return stamp and on the Not Returned line enter the discrepancy(s) identified (i.e. missing Exhibit #5 for hearing date 01/02/15), etc.).
e.
Submit the NTF to docket for inclusion into the case record.

f.
Forward the original Letter or amended Letter to the Appeals Work Unit.

g.
If a discrepancy involves a transcript or deposition, forward a copy the Letter and NTF to Discovery and Confidential.
h.
Dispose of the Appeals Temporary Receipt.

i.
If the discrepancy involves exhibits, place a copy of the NTF with the exhibits and return to storage.  Update ETS.

NOTE:  Retain the case for the appeals return until the discrepancy is resolved, an amended Letter resent or the Notice to the File is filed and submitted to Docket for inclusion into the case record.  Additionally, you may find a typographical error in the Letter; make a notation of the error on the appeals return stamp on the Not Returned line; (i.e. hearing date listed as 01/02/15; should be 01/03/15).
VI. Exception Processing:
1.
A return from the Court of Appeals, Division Two will include a Receipt form; verify that the item(s) is received.
A. On the received line, enter the date and time.

B. On the By line, the exhibits processing clerk signs the document; first initial and last name.

C. Mail the Receipt back to Court of Appeals, State of Arizona, Division Two, 400 W. Congress, Room 200, Tucson, AZ 85701.
2.
Processing a Mandate issued by the Court of Appeals, Division Two:

A. File the document upon receipt.

B. Processing the last page of Mandate:

a. On the received line, enter the date and time.

b. On the By line, the exhibits processing clerk signs the document; first initial and last name.

c. Send the original Mandate to the Appeals Work Unit.
3. For the return of a death penalty case from the State of Arizona Supreme Court, the court will send (2) original Letters.  File in each letter and forward to the Appeals Work Unit.
POLICIES / RELATED DOCUMENTS:
· PRO-EDMQC-1040:  Fingerprint Compliance
OTHER PARTIES INVOLVED:
· Appeals’ Work Unit - Clerk of Court

· Appellate Courts

· Customer Service Center-Records Management
· Juvenile Exhibits – DUR & SEJ

· Mail Services – Clerk of Court
TIME / VOLUME:
· Processed same day received; received after 3:00 PM, process next morning
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Exhibit Tracking System (ETS)
· iCIS
· OnBase
REPORTS / FORMS:
· Appeals Temporary Receipt

· F-EX-1041: Notice to the File – Exhibit Inventory form
DEFINITIONS:
· Appellate Courts:  Arizona State Supreme Court, Arizona Court of Appeals-Division One (Maricopa County), Arizona Court of Appeals – Division Two (Pima County)

· Case Record:  May include general documents, exhibits, transcripts, depositions and/or sealed documents

· CSC:  Customer Service Center

· D&C:  Discovery & Confidential

· ETS:  Exhibit Tracking System

· iCIS:  Integrated Court Information System

· Index of Record:  Copy of the case record

· NTF:  Notice to the File

APPLICABILITY:
This procedure applies to Adult and Juvenile.
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