CHANGE OF VENUE – OUTGOING
L.R.D.  03/30/10
When a Change of Venue is granted, a minute entry is prepared.  The case file and exhibits are sent to the county receiving jurisdiction in accordance with the minute entry order.  The Change of Venue Clerk, CSC-COV, is responsible for the transfer of the case file, exhibits, and related documents.
Change of Venue Process:
1.  The Change of Venue Clerk notifies Exhibits via email when a case file is transferred to another county.
2.  Retrieve the exhibits and update the Exhibit Tracking System (ETS) to reflect the transfer; change the storage status to “transfer” and enter into the case notes “Change of Venue to (enter the county) per minute entry order filed (enter the file date).”
NOTE:  If A2 exhibits exist, notify the supervisor so that arrangements can be made to transfer the exhibits to the county receiving jurisdiction.  When feasible, all exhibits should be transferred together.  Exhibits released and transferred from A2 will require a signed order by the court and must include the specific exhibit number and description by hearing date.
3. Print the transmittal.  Reflect the “To” location as “CSC-COV”.
4. Sign the transmittal and attach the minute entry order and transmittal to the exhibits’ envelope or box.
