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PURPOSE:

· To provide instructions for the release of exhibits and payment of fees.
GENERAL INFORMATION:
Pursuant to Arizona Rules of Court, Criminal Procedure, Rule 28.1; Superior Court – Local Rules of Maricopa County, Rule 2.8(d); Rules of Civil Appellate Procedures, Rule 11(a)(6) and/or receipt of a court order, exhibits will be released upon request.

EVENT DRIVER:

· An e-mail is received from the Exhibits department requesting the release of exhibits.
PROCEDURE:

1. Exhibits staff will notify CSC Support Services staff of a request for release of exhibits via e- mail notification to supportservicecorrespondence@mail.maricopa.gov with a subject line of “Exhibits Release”.
a. The e-mail notification will provide:
i. The fees due for the release and mailing of and exhibit(s).
ii. The parties name(s),
iii. The contact number.
2. CSC Support Service staff will access the supportservicecorrespondence@mail.maricopa.gov folder throughout the day (with checking a minimum of three times).
3. Once an e-mail regarding release of exhibits is received, Support Services staff will contact the customer and process the credit card payment for release of the exhibits. Staff will make three attempts (every other day) at contacting the customer. If the customer does not call back, staff will send e-mail notification to the Exhibits mailbox at Exhibits-COSCX advising that the customer has not replied to repeated attempts to secure payment.
4. After completion of the cash management transaction, CSC Support Services staff will send e-mail notification to the Exhibits mailbox at Exhibits – COSCX advising the fee for mailing exhibits has been paid and attach a copy of the receipt for payment.
5. If the customer disagrees with the amount of the fees or has questions regarding the exhibits or the process of releasing exhibits (besides payment for release), CSC Support Services staff will transfer those calls back to Exhibits at 4-4713 (internal use only).
6. On occasion, CSC Correspondence staff will receive mail from the mailroom from the public requesting their exhibits because they’ve received a 2.8d letter advising them that the exhibits will be destroyed if not picked up. CSC Support Services staff will not be contacting these customers; however, if a check or money order for release of exhibits is included, they will process the payment and continue with step 4 above.
7. Exhibits staff will send the released exhibits via certified mail to obtain the signature of the party.

POLICIES / RELATED DOCUMENTS:
· N/A
TIME / VOLUME:
· N/A
FREQUENCY:
· Varied
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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