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PURPOSE:

To provide instructions for processing Grand Jury document distribution.
OBJECTIVE:
· To provide the necessary direction to sort and distribute documents from completed Grand Jury packets correctly and accurately,

· To ensure consistent sorting and distribution of documents from completed Grand Jury packets over time.
EVENT DRIVER:

· Receipt of Grand Jury packets from the County Attorney’s Office or State’s Attorney’s Office.
PROCEDURES: 
1. Upon receipt of Grand Jury NSI (Notice of Supervening Indictment) Document packets, sort and distribute them according to the following Figure 1:
Figure 1
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2. Upon receipt of Grand Jury Warrant Document packets, sort and distribute them according to the following Figure 2:
Figure 2
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3. Upon receipt of Grand Jury Summons Document packets, sort and distribute them according to the following Figure 3:
Figure 3
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4. After all documents have been separated from the packet, place each set in its respective labeled bin located in the Grand Jury area for later distribution per PRO-CROPS-1001: the Grand Jury Daily Run.

POLICIES / RELATED DOCUMENTS:
· PRO-CROPS-1001: the Grand Jury Daily Run
OTHER PARTIES INVOLVED:

· County Attorney and/or State’s Attorney

· Exhibits

· Sheriff’s Office

· Jail

· Docket/Scanning

· Court Administration

· Defense Attorney

TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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To Court Admin.:


Copy of Indictment


Copy of NSI





To Jail:


2 Copies of  NSI ( 1 for defendant and 1 for SIMS)








To County Attorney:


Copy of Minute Entry





To Defense Attorney:


1 Copy of NSI





To Exhibits:


White Minutes





To Docket and scanning:


Original Indictment and CIS


Original NSI


Pink (original) Minute Entry








NSI Presented at Return:


Indictment (w/CIS) - 1 Orig. & 1 Copy


NSI- 1 Orig. & 4 Copies





To County Attorney:


Copy of Minute Entry








To Agency Basket:


Copy of Warrant





To Exhibits:


Orig. Indictment (w/CIS and/or VIS) plus 1 copy


Orig. Pink Minute Entry





To MCSO:


Original Warrant and VIS and/or CIS








Warrant


Presented at Return:


Indictment (w/CIS) - 1 Orig. & 1 Copy


Warrant - 1 Orig. &1 Copy





To County Attorney:


Copy of Minute Entry








To Exhibits:


Orig. Indictment (w/CIS) plus 1 copy


Orig. Pink Minute Entry








To MCSO:


Original Summons and 1 copy 








Summons


Presented at Return:


Indictment (w/CIS) - 1 Orig. &1 Copy


Summons- 


1 Orig. 3 Copies
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