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PURPOSE:

· To provide instructions for processing a capital case.
OBJECTIVE:
· Intake of exhibits for the automatic appeal of a capital case to the Arizona Supreme Court.
EVENT DRIVER:

· Sentence of death imposed in a capital case.
I.
GENERAL:
1.
In accordance with Arizona Rules of Court, Rules of Criminal Procedure 31.2(b); when a defendant has been sentenced to death, the clerk, pursuant to Rule 26.15, shall file a notice of appeal on his behalf at the time of entry of judgment and sentence.  Such notice shall be sufficient as a notice of appeal by the defendant with respect to all judgments entered and sentences imposed in the case.

2.
Courtroom Services (CRS) immediately notifies the Appeals work unit when a death sentence is imposed.
3.
Upon receipt of the sentencing minute entry order from CRS, the Appeals work unit will immediately provide a copy of minute entry order to the Exhibits Lead.
NOTE:  “Ring Decision, June 24, 2002”:  The defendant is entitled to a jury determination of aggravating factors at sentencing.  The Courtroom Clerk prepares a sentencing verdict at the direction of the Judicial Officer.  It is the responsibility of the jury to determine sentencing through testimony; a presentence report is not prepared. If the defendant is found guilty on other counts, in addition to the capital offense, a Presentence Report is prepared in conjunction with the other counts.
II.
Death Penalty Log:
1.
Upon receipt of the copy of the Sentence of Death minute entry order, the Exhibits Lead updates the Exhibits Death Penalty Log (S:\Cust_Svc\Exhibits\Death Penalty\DP Expanded Chart) and enters:
A. Case number
B. Defendant’s name(s)

C. Victims name(s); if known

D. Date of sentencing
2. The Exhibits Lead will distribute the log to the Court Operations Administrator, Manager, and Exhibits Supervisor.

III. Exhibits Processing:
1. Upon receipt of the exhibits, the Lead or Specialist will oversee the intake and processing of the exhibits; coordinates corrections, when applicable, with CRS.


NOTE:  Upon conclusion of the trial, CRS should transfer the exhibits within five business days to the Exhibits Department.

2. The Exhibits Clerk will:

A. Package the exhibits.

a. To package in a box container complete the F-EX-1042: Capital Felony Death Penalty Label and enter:
· The cause number

· Defendant’s name

· Type of Hearing; enter “Capital Felony Death Penalty”

· Hearing Date(s)

· Attach the label to the container

· Include a copy of the Exhibit Worksheet and Exhibit/Record Release form(s) when applicable

b.
To package in an envelope label and enter:

· The case caption; upper, left-hand corner of envelope

· The case number, include defendant identifier, when applicable; vertically, right side of envelope

· By exhibit number, the items in storage; left and center of envelope

· The hearing date; lower, left-hand corner
· Include a copy of the Exhibit Worksheet and Exhibit/Record Release form(s) when applicable

c.
To package charts enter:

· The case number, include defendant identifier; vertically, left side of chart

· If there are multiple charts; bundle together
· File by case type and numerical sequence

B. Assign storage location in ETS and place into storage; the status changes from “in courtroom” to “in storage”.
C. The original filed-in Exhibit Worksheet is sent to docket for inclusion into the case record.
IV.
Temporary Release of Exhibits:
1.
Upon receipt of F-EX-1022: Temporary Release Receipt - Appeals in Microsoft Outlook – Exhibits – COSCX mailbox, the Exhibits Clerk will:
A. Pull the exhibit(s); sending only paper documents, CD’s, videos, journals, binders, etc. to the appellate court.  Do not send bulky or security/sensitive exhibits; i.e. weapons, jewelry, cash, clothing, charts, etc.; these items remain in storage unless an order is received by the State of Arizona Supreme Court to transfer the exhibits.
NOTE:  Although a very rare occurrence, if an order is received to transfer a security/sensitive exhibit, the Exhibits Lead will generate a release form in ETS or use F-EX-1017: Temporary Release Receipt form, obtain the appropriate signatures, coordinate with Maricopa County Sheriff’s Office (MCSO) to transport the exhibit(s) and update ETS (the status changes from “in storage” to “checked-out”).  Retain the release receipt in Exhibits.  The Appeals Lead will coordinate receipt with the State of Arizona Supreme Court.
B. Updates F-EX-1022: Temporary Release Receipt –Appeals and enters:
a. Hearing date(s)

b. By hearing date(s), lists each exhibit by tag number to be released
c. The processing Exhibit Clerk’s name after Personnel Releasing
d. The Date of Release

C. Packages the exhibits for transfer to the Appeals work unit; labels the box or envelope with the case number, hearing date(s) and listing of exhibits by tag number; includes a copy of the exhibit worksheet; release form(s), when applicable, and a copy of F-EX-1022: Temporary Release Receipt - Appeals.
D. Retains the original F-EX-1022: Temporary Release Receipt – Appeals in Exhibits.
E. Updates ETS
a. Under “Area Processing” press “Checked-Out”

b. Enter the case number and press “Retrieve Worksheet”

c. Press the “Get” tab for each hearing date

d. In the field “User Name” enter the requestor’s name

e. In the field “Purpose for Removal” enter “case on appeal”

f. Place a check-mark in the box next to each exhibit number to be released
g. Press “Check Out”; the status is changed from in storage to checked-out.
F. Places the exhibit case in the Appeals bin.
POLICIES / RELATED DOCUMENTS:
· Link: Arizona Court Rules
OTHER PARTIES INVOLVED:
· Appeals Work Unit – Clerk of Court

· Courtroom Services – Clerk of Court

· Document Management Services
· Maricopa County Sheriff’s Office

· State of Arizona Supreme Court
TIME / VOLUME:
· N/A
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Exhibit Tracking System (ETS)
REPORTS / FORMS:
· Death Penalty Log (S:\Cust_Svc\Exhibits\Death Penalty\DP Expanded Chart)
· Exhibit Worksheet:  System generated in ETS
· Exhibit/Record Release form:  System generated in ETS
· F-EX-1017: Temporary Release Receipt

· F-EX-1022: Temporary Release Receipt - Appeals
· F-EX-1042: Capital Felony Death Penalty label
· Release Receipt for Official Court Files, Transcripts or Exhibits:  System generated in ETS
DEFINITIONS:
· CD:  Compact disc

· Courtroom Services:  (CRS)

· ETS:  Exhibit Tracking System
· MCSO:  Maricopa County Sheriff’s Office
APPLICABILITY:
This procedure applies to Adult exhibits.
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