TEMPORARY RELEASE OF OFFICIAL COURT FILES, TRANSCRIPTS AND EXHIBITS - DIVISION
Judicial staff and courtroom clerks obtain temporary custody of official court files, transcripts and exhibits by presenting their county identification.  The “Temporary Receipt” form is used to process the release.
Processing the Release

Exhibits clerk:

· Removes the item(s) from storage

· Completes the “Temporary Release Receipt” entering:
· Date of request
· Judicial officer’s name
· Division location
· Case caption

· Cause number

· Reason for removal

· Exhibit number of the item(s) temporarily released by hearing date
· Name and telephone number of the individual the item(s) is released to
· Signature of exhibits clerk on the “Releasing Exhibits Clerk” line

· Date of release
· Checks the exhibit number(s) released; changing the status in “Exhibit Tracking System” (ETS) from “in storage” to “checked out”
· Files the form in the Temporary Release file
Processing the Return
Exhibits clerk:

· Pulls the “Temporary Release Receipt” from the file

· Enters date of return

· Verifies item(s) returned matches to item(s) released

· Ensures signed exhibit tag is attached to exhibit

· Enters the exhibit number of the item(s) returned by hearing date

· Verifies if there is damage or alteration to an exhibit.  If nothing noted, check “no”; damage or alteration noted, check “yes”.  Provides a brief description of damage or alteration and notify supervisor.
· Scans in the exhibit barcode tags; changing the status in (ETS); changing the status from “checked out” to “in storage”
· Signs on the “Receiving Exhibits Clerk” line

· Enters date of return
· Packages and returns item(s) to storage
· Files the “Temporary Release Receipt” with the exhibit(s) if the case is not in ETS or if there is damage or alteration to an exhibit.  Refiles the “Temporary Release Receipt” back into the Temporary Release file if a portion of the exhibits are returned.
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