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PURPOSE:

· To provide instructions for mailing exhibits.
OBJECTIVE:
· To process and send the exhibits via mail.
EVENT DRIVER:

· When the submitting party of record is not able to pick up the exhibits in person, the party may request that the exhibit(s) be sent by mail.
PROCEDURE:

I.
General:
1.
In accordance with Court Order or Arizona Rules of Court, Rules of Criminal Procedure 28; Superior Court – Local Rules – Maricopa County 2.8(d) and Rules of Civil Appellate Procedures, Rule 11(a)(6), exhibits may be released when the case is no longer subject to modification or upon Court Order.  Additionally, the party of record, at any time, may request copies of exhibit(s) associated to their case record.  If the party of record is unable to pick up exhibits in person, the item(s) can be sent by mail.
2.
The exhibits can be mailed only if they fit in an envelope or standard-sized box.

NOTE:  Exhibits classified as security/sensitive, charts, bio hazardous or volatile cannot be mailed.

II.
Processing:

1.
The Exhibits Lead or Specialist will:
A. Send email notification to supportservicecorrespondence@mail.maricopa.gov
B. Enter Exhibit Release in the subject line
C. In the narrative, include the:
a. Party’s name
b. Current telephone where the party can be reached
c. Total prepayment assessed for processing
2.
The Customer Service Center (CSC)-Support Services Clerk will:
A. Contact the party
B. Process the fees associated to the mailing of the exhibit(s)

NOTE:  A listing of current fees is filed under Clerk of the Superior Court’s Office Filing Fees, Fees/Miscellaneous-Service.
C. Send email notification to exhibits@COSC.maricopa.gov confirming that the fee for mailing is paid and include a copy of the paid receipt.
2.
The Exhibits Lead or Specialist will:
A. Retrieve the exhibit(s) from storage.
B. Make a copy of the exhibit(s), if copies are requested; upon release of the exhibit(s) mark a large “R” across the exhibit tag(s) in black marker; the tag remains attached to the exhibit(s).
C. Package the exhibit(s) in an envelope or box.
D. Prepare an address label and attach it to front of envelope or box.
E. Prepare U.S. Postal™ - Certified Mail™ Receipt; PS Form 3800 in accordance with PRO-EX-1014: Preparing Mailing Certification.
F. Place the envelope or box in the outgoing mail bin for mailing through the U.S. Postal Services™.
G. Prepare an F-EX-1043: Receipt – Certified Mail form (docket code REC) in accordance with PRO-EX-1014: Preparing Mailing Certification.  Retain in Exhibits until the U.S. Postal™ - Domestic Return Receipt is returned.  Upon return, complete the Receipt – Certified Mail form, hand-file and submit it to Docket for inclusion into the case record.
H. If it is a release in conjunction with Arizona Rules of Court, Rule 28 or a Court Order:

1. Generate a Disposition Exhibit Worksheet (DEW) in ETS.

2. Sign and date the DEW.
3. Hand-file the DEW.
4. Forward the DEW to Docket for inclusion into the case record.
NOTE:  If there are additional exhibits to be released to another party or agency, retains the DEW until all exhibits are released or disposed; then hand-files and forwards to Docket.

5. Update ETS, changing the status from In Storage to Released.

NOTE:  If the party requested copies, the status in ETS remains as in storage.
POLICIES / RELATED DOCUMENTS:
· Fees/Miscellaneous-Service: http://clerkofcourt.maricopa.gov/fees.asp 
· 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
· PRO-EX-1014: Preparing Mailing Certification
OTHER PARTIES INVOLVED:
· CSC-Support Services/Correspondence – Clerk of Court
TIME / VOLUME:
· N/A
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Exhibit Tracking System (ETS)
· Microsoft Outlook: exhibits@COSC.maricopa.gov
· Microsoft Outlook: supportservicecorrespondence@mail.maricopa.gov
REPORTS / FORMS:
· Clerk of the Superior Court Transmittal Sheet form (hard copy, triplicate)
· U.S. Postal™ - Certified Mail™ Receipt; PS Form 3800
· F-EX-1043: Receipt – Certified Mail form (docket code REC)
DEFINITIONS:
· CORR:  Correspondence

· CSC:  Customer Service Center

· DEW:  Disposition Exhibit Worksheet (system generated)

· ETS:  Exhibit Tracking System
APPLICABILITY:
This procedure applies to Adult and Juvenile exhibits.
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