CORRESPONDENCE MAIL - EXHIBITS
L.R.D.  04/06/10
When a request is received to mail exhibits to the party of record, exhibits will be released only upon court order or 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).

Contact CSC-Correspondence and provide the requesting party’s name and current telephone number.

Request the Correspondence Desk to send the mail certified to obtain the signature of the party.

CSC-Correspondence will contact the party and make arrangements for processing the fees in advance of mailing the exhibit(s).
When the fees have been paid, CSC-Correspondence will contact Exhibits requesting the item(s) be sent directly to the Correspondence Desk.
The exhibit tag(s) must be marked with an “R” to indicate that the exhibit is released and update the Exhibit Tracking System (ETS) changing the status from “in storage” to “released”.  Exhibits will be mailed only if they fit in an envelope or standard-sized box.
CSC-Correspondence will prepare the “Domestic Return Receipt, “PS Form 3811” and mail the exhibit(s).

The “Domestic Return Receipt” is returned to Exhibits.  The card is affixed to the “Receipt – Certified Mail” form, filed-in and forwarded to docket for inclusion into the case record.
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