CHANGE OF VENUE – INCOMING
L.R.D. 03/30/10
When a case is transferred from another county to Maricopa County, it is referred to as a Change of Venue.  A new case number is assigned by filing counter staff and exhibits received are placed in the exhibits bin for processing by the Exhibits Department.
Change of Venue Process:
1. Verify exhibit(s) are received from the Superior Court for that county that is the court of record.  This is important as attorneys will identify case transfers from the lower court as a Change of Venue; lower court exhibits follow different processing guidelines.
2. Verify incoming exhibits against the exhibit worksheet.
· To verify the exhibits by hearing date, order the file and verify against the minute entry or the exhibit worksheet in the case record.

NOTE:  Each county may not include an exhibit worksheet (i.e. Pinal County does not file stamp the worksheet, they attach the worksheet to the back of the minute entry).
3. Create the exhibit worksheet in the Exhibit Tracking System (ETS).

· In the “Case Notes” in ETS, enter a notation in the comment section “COV ________ County” and include the transfer date.
· Some counties will use alpha instead of numeric characters to identify exhibits.  ETS does not accept alpha; ETS assigns a numeric identifier.  Attach this worksheet to the original worksheet to cross-reference the exhibits.
NOTE:  Do not alter the original worksheet or make changes to the original exhibit tag(s).
· Place the ETS worksheet in the case file.
4. Package the exhibits.
NOTE:  Write “Change of Venue from ____________ County” and enter the original county’s case number on the lower left, front portion of the container or envelope.
5. Place the exhibit(s) into storage.
