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PURPOSE:

· To provide instructions for processing a change of venue.
OBJECTIVE:
· Change of venue is the transfer of a legal action or proceeding from one county to another for the convenience of the parties, witness or in the interest of justice.
EVENT DRIVER:

· Upon Court Order; the venue is transferred to the county receiving jurisdiction for all further proceedings.

PROCEDURES:
1. TRANSFER TO MARICOPA COUNTY – INCOMING:
A. The change of venue (COV) is received by the Filing Counter-Document Management Services and assigned a Maricopa County Superior Court case number.  If exhibit(s) are received, the item(s) are transferred to the Exhibits Department.
B. The Exhibits Clerk will:
a. Initiate/create an exhibit worksheet in the Exhibit Tracking System (ETS).  Enter the Maricopa County Superior Court Case number and the information contained on the worksheet from the incoming county.
b. In Case Notes enter the notation Change of Venue from [enter county] per minute entry order filed [enter the file date].
c. Print the barcoded exhibits tag(s); staple to the corresponding exhibit - upper, right-hand corner of the item.
NOTE:  Do not alter the original exhibit worksheet and original exhibit tag(s).
d. Package the exhibit(s) in an envelope or box; placing the exhibit(s) in numerical sequence.  Include a copy of the ETS worksheet and the original exhibit worksheet from the incoming county.
e. Label the package in accordance to departmental practice; in red font include the notation COV.
f. Update ETS with a storage location.
g. Place the exhibit(s) into storage.
2. TRANSFER FROM MARICOPA COUNTY – OUTGOING:
A. Customer Service Center (CSC)-COV sends an email notification to exhibits@COSC.maricopa.gov for release of the original exhibit(s) to transfer to the county receiving jurisdiction.
B. The Exhibits Clerk will:
a. Pull the exhibit(s) from storage; include all hearing dates.
b. Consolidate and package the exhibits in an envelope or box.
c. Prepare the Clerk of the Superior Court Transmittal Sheet form (hard copy, triplicate) sending the exhibits from Exhibits to CSC-COV.  Retain for one (1) year in Exhibits.  Use the mail code CSC-COV; send to the attention of the COV Clerk.
d. Place in the outgoing mail for return to Mail Services – Clerk of Court.
e. Update ETS; the status is changed from In Storage to Released.
f. Update Case Notes in ETS with the notation: Change of Venue to [enter county] per minute entry order filed [enter the file date].
NOTE:  If the exhibit(s) include a security/sensitive item(s), notify the Exhibits Supervisor so arrangements can be made to transfer the exhibits to the county receiving jurisdiction.  Security/sensitive exhibit(s) transferred to another county of jurisdiction requires a signed Order by the Court.
3.
JUVENILE TRANSFER – OUTGOING:

A. The Juvenile Transfer Clerk at Southeast (SEJ) and/or Durango (DUR) will send an email notification to exhibits@COSC.maricopa.gov for release of original exhibit(s) to transfer to the county receiving jurisdiction.
B. The Exhibits Clerk will:

a. Pull the exhibit(s) from storage; include all hearing dates.
b. Consolidate and package the exhibit(s) in an envelope or box.
c. Prepare the Clerk of the Superior Court Transmittal Sheet form (hard copy, triplicate) sending the exhibit(s) from Exhibits to SEJ Transfer Clerk (IVR extension 46550) or DUR Transfer Clerk (IVR extension 46547).  Retain the transmittal for (1) year in Exhibits.
d. Place in the outgoing mail for return to Mail Services – Clerk of Court.

POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· Customer Service Center-Change of Venue
· Document Management Services
· Judicial Division
· Juvenile

· 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
· Microsoft Outlook: exhibits@COSC.maricopa.gov
REPORTS / FORMS:
· Clerk of the Superior Court Transmittal Sheet form (hard copy, triplicate)
DEFINITIONS:
· COV:  Change of Venue

· CSC:  Customer Service Center
· DUR:  Durango
· ETS:  Exhibit Tracking System

· SEJ:  Southeast Juvenile

APPLICABILITY:
This procedure applies to Adult and Juvenile Exhibits.
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