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PURPOSE:

· The Exhibits Department maintains custody and is responsible for exhibits offered and/or received in evidence until the exhibit is released pursuant to Court Order or in accordance to Arizona Rules of Court, Local Rule 2.8, Exhibits and Rules of Criminal Procedure – Rule 28, Retention and Destruction of Records and Evidence.
OBJECTIVE:
· Guidelines when conducting an Exhibit Inventory, Limited Review, and/or Quality Assurance Audit of sensitive exhibits.
EVENT DRIVER:

· Scheduling of an Area II audit by the Director of Quality Assurance.
TYPES OF AUDITS:
I. Exhibit Inventory
1.
Exhibits conducts a physical inventory of all security/sensitive exhibits every two years to ensure that the exhibits offered and/or received in evidence from a hearing or trial are accounted for, properly packaged and stored in Area II.
2.
The Director of Quality Assurance provides written notification to the Exhibits Supervisor when an inventory is required; identifies the type of inventory to take place, date of commencement, date of completion for the inventory and instructions as to inventory requirements.
3.
The Exhibits Supervisor conducts the physical inventory with the assistance of at least one Exhibits Clerk.  The Supervisor and assisting Exhibits Clerk(s) will complete the inventory without substitution of personnel.

II. Limited Review:
1.
Limited Review of security/sensitive exhibits is performed upon notification (announced or unannounced) from the Director of Quality Assurance.
2.
The scope and selection criteria identified for the inventory of exhibits is determined by the Director of Quality Assurance.
3.
The Exhibits Supervisor conducts the Limited Review with the assistance of at least one Exhibits Clerk and in the presence of the Director of Quality Assurance.

III. Quality Assurance Audit:

1.
A Quality Assurance Audit is performed every two years; opposite the year of an Exhibit Inventory.
2.
The Director of Quality Assurance provides written notification to the Exhibits Supervisor when an audit is required, the date of commencement and instructions as to the inventory requirements.

3.
The Director of Quality Assurance provides a specific listing of the cases to be audited and oversees the audit to determine the accuracy of the inventory as packaged and stored in Area II.

PROCEDURES – EXHIBITS AUDIT:
1. The inventory process is designed to ensure that each item in the vault is physically verified to the listing generated from the Exhibit Tracking System (ETS) and that each item on the listing is physically present in the vault.  The procedure involved in the process consists of beginning at one end of the shelf and proceeding systematically until the contents of each envelope, box, package and tool bin in the vault has been verified to the ETS listing; including validating that the storage location assigned within Area II and noted in ETS is accurate.

2. Print a current inventory record from ETS:
1.
Under the field Reporting; select A2 Report.
2.
Select the Home Location of SCT.

3.
Select Create Report; the Exhibits and Classified Materials A2 Inventory Report (SCT) is displayed listing the inventory in numerical sequence by year, case numbering, hearing date, exhibit tag number and storage location.
4.
Print the report.

3. Compare the physical inventory in storage to the printed inventory record as follows:
1.
Verify the case number, hearing date and exhibit tag on each exhibit stored.
2.
Verify the assigned storage location against the storage location entered in ETS.
3.
Review the description(s) entered on the Exhibit Worksheet ensuring that the exhibit is a security/sensitive exhibit and should be stored in Area II.

4.
Check-off the case number on the report if the physical inventory coincides with the Area II report.  No further action is required.
5.
Ensure that the case is properly packaged and labeled.

4. Document by case number, hearing date, exhibit number and/or storage location any discrepancy identified in which the physical exhibit and/or storage location does not coincide with the Area II report generated from ETS.
5. The Exhibits Supervisor and Exhibit Clerk (s) researches each discrepancy to determine the cause of the error.  The Exhibits Supervisor records any discrepancy identified, how the error occurred and the action taken to correct the discrepancy.
6. Update ETS.
7. Upon completion of the Exhibit Inventory, Limited Review, and/or Quality Assurance Audit, the Exhibits Supervisor will prepare a report outlining the findings and submit to the Director of Quality Assurance and Court Operations Administrator.
8. After the Director of Quality Assurance Review, the findings and/or recommendations are submitted to the Clerk of the Court’s Chief Deputy Director, Deputy Director-DJC/CRS, Administrator-Exhibits and Appeals and the Exhibits Supervisor.
POLICIES / RELATED DOCUMENTS:
· 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:
· Director of Quality Assurance – Division of the Clerk’s Office
TIME / VOLUME:
· Varied
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Exhibit Tracking System (ETS)
REPORTS / FORMS:
· Report:  Exhibits and Classified Materials Area II Inventory Report (SCT)
DEFINITIONS:
· Area II: Safe/vault storage of security/sensitive exhibits
· CRS:  Courtroom Services

· DJC:  Downtown Justice Center

· ETS:  Exhibit Tracking System
· SCT:  South Court Tower
APPLICABILITY:
This procedure applies to Adult Exhibits.
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