RETURNED MAIL - EXHIBITS
L.D.R.  04/06/10
Exhibit mail that is undeliverable by the U. S. Postal Service will be returned to Exhibits.  The U. S. Postal Service affixes a yellow “sticker” is affixed to the envelope or package indicating the reason for the non-delivery.
The undeliverable mail must be processed within (1) one business day of receipt from the U. S. Postal Service:

Forwarding address:
· Resend the mail to forwarding address provided
· Use the “Remailed Mail” form, docket code RRM, and
· Affix the envelope to the left-hand side of the form; secure by taping all four sides

· Enter the case number on the right-hand side of the form and vertically across the top of the envelope

· Enter the caption on the right-hand side of the form

· File the “Remailed Mail” form and submit to docket for inclusion into the case record
Forwarding address is undeliverable; unable to forward:
· Check iCIS or the case record for a more current address recorded by the party or attorney of record; if identified, resend the mail
· In the case of an attorney or law firm, check the State Bar of Arizona
· If a more recent address is not located:
· Use the “Returned Mail” form (by case type), docket code RTM
· Affix the envelope to the left-hand side of the form; secure by taping all four sides

· Enter the case number on the right-hand side of the form and vertically across the top of the envelope

· Enter the caption on the right-hand side of the form

· In the upper-left hand corner, staple the returned mail (i.e. letter) to the back of the “Returned Mail” form

· File the “Returned Mail” form and submit to docket for inclusion into the case record

Restricted address (UP)
· Attach a “blank” envelope to the mail (do not enter anything on the envelope, i.e. the party of record’s name)

· Affix a note to the mail and enter “Protected Address”

· On the top left-hand corner of the envelope enter the department’s mail code and hand-carry to Distribution placing it in the “UP” mail bin.
· If the “UP” mail is undeliverable, prepare the “Returned Mail” form, docket RTM, and forward to CSC-Discovery and Confidential.
NOTE:  If a letter is returned from a release notification and the letter is remailed to a more current address, amend the release and disposal date.[image: image1.png]



