
	Clerk of the Court 
Internal Operating DOCUMENT
	Approved BY:

Melanie Faye
	

	
	Area: EXHIBITS

Document Number: PRO-EX-1025 
Subject: Processing Refiled Exhibits
Page: 1 of 4
	Effective Date: 05/06/2010

	
	
	Revision Level: A

L.R.D.:  08/20/2015



PURPOSE:

· To provide instructions for processing refiled exhibit(s).
GENERAL INFORMATION:

Pursuant to Local Rule 2.8, upon conclusion of a hearing or trial, Courtroom Services (CRS) will transfer the refiled exhibits to the Exhibits Department who will maintain the chain of custody until the case is no longer subject to modification.
OBJECTIVE:
· To process refiled exhibits; returning to the custody of the Clerk’s Office.
EVENT DRIVER:

· The party of record shall have the right to refile relevant exhibits in support of an appeal.
PROCEDURE:

I.
General:
1.
In January 1994, Maricopa County Superior Court judges and commissioners approved procedural changes to the exhibit release policy.

2.
The minute entry order will reference:


“IT IS ORDERED that the Clerk permanently release all exhibits not offered in evidence to the counsel/party causing them to be marked or a written designee.  Counsel/party or written designee shall have the right to refile relevant exhibits as needed in support of any appeal or post-conviction relief.  Refiled exhibits must be accompanied by a Notice of Refiling Exhibits and presented to the Exhibits Room of the Clerk’s Office.  The Court’s exhibit tag must remain intact on all refiled exhibits.”
2.
Refiled exhibits must be filed with the Exhibits Department; the filing counters do not process refiled exhibits.
3.
Refiled exhibits must be accompanied by a Notice of Refiling Exhibits.
4.
The party refiling the exhibit(s) is responsible for preparing the notice and stating the reason for the refile.  Should the party request a Notice of Refiling form, a copy of F-EX-1030: Notice of Refiling Exhibits may be provided.  The form must be signed and dated by the Movant.
5.
Refiled exhibits must have the original exhibit bar-coded tag attached with an “R” marked across the exhibit tag.  Do not accept or refile exhibits that do not have the original exhibit bar-coded tag attached; there are no exceptions to this practice.
6.
The party must remain present during the receiving of the refiled exhibit(s).

II.
Processing:

1.
The Exhibits Lead or Specialist will:
A. Retrieve the filed exhibit worksheet from the Integrated Court Information System (iCIS).
B. Compare the physical exhibit with the description on the exhibit worksheet and compare the barcode on the exhibit tag with the assigned barcode in the Exhibit Tracking System (ETS).  If there is a discrepancy with the physical exhibit or with the barcoded tag, do not refile the exhibit.
NOTE:  If a security/sensitive exhibit is refiled, immediately remove the exhibit from the intake counter and process within the Exhibits work unit, out of reach from the general public.

C. Prepare an F-EX-1031: Refiled Exhibits Inventory form and enter:
a. Case caption

b. Case number

c. Hearing date (initial date of the hearing from which the exhibits are refiled)

d. Date refiled

e. The exhibit number of the exhibit returned

f. Place an “x” under “Plaintiff” or “Defendant” column to identify the party refiling the exhibit.

g. Under the “Description” column, utilize and enter the description from the original exhibit worksheet
h. Print the Movant’s name on the “Received From” line; obtain the signature of the Movant on the signature line and enter “today’s date”
i. Enter the name of the intake Exhibit’s Clerk on the “Received By” line; date the form

j. Enter the name of the processing Exhibit’s Clerk on the “Processed By” line; date the form

k. Under the disclaimer statement (bottom of form; last page) enter the date refiled, the case number and the original hearing date
l. Stamp each exhibit tag with the “REFILED” stamp in red ink and enter the refiled date in the stamped area

m. File the F-EX-1030: Notice of Refiling Exhibits and the F-EX-1031: Refiled Exhibits Inventory forms

n. Provide a copy of F-EX-1031: Refiled Exhibits Inventory form to the refiling party

o. Submit the original forms to Docket for inclusion into the case record

p. Update the Exhibit Tracking System (ETS) with an assigned storage location.  For each exhibit filed, enter in the “Location Notes” refiled exhibit on [enter date of refiling]
q. Package and place the exhibit(s) into storage; include a copy of the F-EX-1030: Notice of Refiling Exhibits and the F-EX-1031: Refiled Exhibits Inventory forms.
POLICIES / RELATED DOCUMENTS:
· N/A

OTHER PARTIES INVOLVED:
· N/A

TIME / VOLUME:
· N/A
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Exhibit Tracking System (ETS)
· Integrated Court Information System (iCIS)
REPORTS / FORMS:
· F-EX-1030: Notice of Refiling Exhibits
· F-EX-1031: Refiled Exhibits Inventory
DEFINITIONS:
· ETS:  Exhibit Tracking System
· iCIS:  Integrated Court Information System
APPLICABILITY:
This procedure applies to Adult exhibits.
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