REFILED EXHIBITS
L.R.D.  04/19/10
In January 1994, Maricopa County Superior Court judges and commissioners approved procedural changes to the exhibit release policy.  The courtroom clerk shall permanently release all exhibits not offered in evidence to the counsel/party causing them to be marked, or to their written designee.  Counsel/party shall have the right to refile relevant exhibits, as needed, in support of any appeal.
Notice of Refiling Exhibits
· Refiled exhibits must be filed with Exhibits; the filing counters do not process refiled exhibits.

· Refiled exhibits must be accompanied by a “Notice of Refiling Exhibits:” and   presented to Exhibits.

The party refiling the exhibit is responsible for preparing and providing a Notice of Refiling Exhibits form stating the reason for the refile.  Should the party request a Notice of Refiling form, a copy may be provided.  The upper left-hand corner of the document must include the party’s name, address and telephone number.  The form must include the caption, cause number, reason for refiling and is signed and dated by the refiling party.
Refiled exhibits must have the original exhibit tag attached.  Do not accept or refile exhibits that do not have the original exhibit tag attached.  There are no exceptions.
Refiling Exhibits
· Retrieve the case in the Integrated Court Information System (iCIS) and/or Exhibit Tracking System (ETS).  Compare the exhibit with the description on the worksheet; compare the barcode on the exhibit tag with the assigned barcode in ETS.

If there is a discrepancy in the description, with the physical exhibit and/or with the exhibit tag, notify the exhibits supervisor to determine if the exhibit may be refiled.
· Receive the refiled exhibit and prepare a detailed inventory using the “Refiled Exhibits Inventory” form.  The party must remain present during the receiving of the refiled of exhibit.
If an Area 2 exhibit is submitted for refiling, remove the security exhibit from the receiving counter and stage for processing in the exhibits supervisor’s office.
· Complete the “Refiled Exhibits Inventory” form; enter the caption, cause number, hearing date and the date of the refiling in the heading of the document.  In the body of the form, enter the exhibit number (from the exhibit tag), place an “x” under the “Plaintiff” or “Defendant” column to identify the party refiling and enter the description of the exhibit.  The description must match the description originally submitted on the initial exhibit worksheet.
· Complete the last line of entry (last page, bottom of the form) with the date of the refiling, the cause number and hearing date.
· The refiling party prints their name on the “Received From” line and signs and dates the form.
· Sign and date on the “Received By” line
· File the document
· Stamp the exhibit tag with the "REFILED" stamp in red ink and enter the refiled date in the stamped area
· Provide a copy of the “Refiled Exhibits Inventory” form to the refiling party
Any discrepancies identified during processing, must be corrected on the form; initialed and dated next to the revision.
· File the “Notice of Refiling” and the “Refiled Exhibit Inventory” forms and submit to docket for inclusion into the case record
· Update ETS with an assigned storage location.  For each exhibit filed, enter in the “Location Notes” “refiled exhibit on (enter the date of refiling)”.
