To Make A Clothing Request

1. [bookmark: _GoBack]Borrower completes the CSU Clothing Request form.

1. Borrower e-mails the form to CSU at  _CSURequest@mail.maricopa.gov

1. CSU replies to borrower’s e-mail to confirm the request has been received.

1. CSU pulls the requested items and places them in suite in CSU, #3077.

1. CSU notifies the borrower that the clothes have been pulled and that they will be delivered to MCSO on the next clothing run at 3p.m. (At least one day prior to the trial date).

1. All requests must be turned in at least two business days prior to trial.

1. All sizes must be confirmed with client by the attorney.

1. Any requests made for additional clothes must also be made at least two business days prior to needing the clothes.

1. CSU will notify the requestor by email the day the clothes have been delivered to MCSO



