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PURPOSE:

To provide instructions for Disimpanelment of a Grand Jury.
OBJECTIVE:
· The objective of this procedure is to provide the necessary direction to ensure Grand Jury Disimpanelment documents are processed accurately, consistently filed and sent to XGJ for storage.  
EVENT DRIVER:

· A Grand Jury Panel ends their service term.
PROCEDURES: 
I. Create Disimpanelment Folder
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Open the Jury Folder for the Grand Jury Disimpanelment being processed
A. S:Drive\Doc_Management/Grand Jury\Jury Folder\XXXth. See Figure 1A
Figure 1A
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2. Add a New Folder and rename it XXXth Disimpanelment Docs. See Figure 1B
Figure 1B
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II. Create Minute Entry
1. Open the Disimpanelment typeover from S:Drive\Doc_Management\Grand Jury\MinuteEntry Typeovers-Sample\Disinpanelment-County-023
2. Complete the Minute Entry (ME) updating the following information: See Figure 2.
A. File Date/Time: Last Day of Grand Jury Panel – found on last Worksheet.
B. ME Date: Last Day of Grand Jury Panel – found on last Worksheet.
C. Honorable/Commissioner: Judge/Commissioner during last Return – found on last Worksheet.
D. Deputy Clerk: Your Name
E. Grand Jury Panel Number: XXXth
F. Attorney: Attorney during last Return – found on last Worksheet.
3. Save As to XXXth Disimpanelment Docs folder

A. [XXXth] Disimpanelment-023-[MMDDYYY]
4. Print 2 copies

A. Original Disimpanelment Minute Entry

B. Copy Stamped Disimpanelment Minute Entry.
Figure 2
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III. Shred/Scan Grand Jury Documents
1. Shred the following documents:
A. Juror Name Tags: Remove the paper name tag, but keep the manila tent.
B. Day Off Request Forms
C. Blank Payroll Sheets
D. Jury Roster
2. Scan the following documents to your email individually:
A. Jury Address and Phone Number Form
B. Pink Attendance 
C. Worksheets – in chronological order starting with First Day

a. Verify all Worksheets are accounted for with Pink Attendance date.
b. If Worksheet is missing – obtain a copy from the Grand Jury Lead.
3. Right Click on the email document image and Save As to the XXXth Disimpanelment Docs folder:
A. XXXth Address Form
B. XXXth Pink Attendance
C. XXXth Worksheets [MMDDYYY-MMDDYYY]
IV. Prepare Documents for Delivery to Grand Jury Exhibits
1. Sort Disimpanelment documents to be sent to Grand Jury Exhibits (XGJ) in the following order:
A. Original Disimpanelment Minute Entry
B. Jury Address and Phone Number Form
C. Panel Detail Report
D. Pink Attendance
E. Worksheets – in chronological order: Paperclip together.
F. Court Reporter Oath
G. Notification of Subpoenas
H. Juror Random List: Filed stamped.
I. Juror Affidavit Questions: Paperclip together.
J. Pink Minute Entries – in chronological order: Paperclip together.
K. Final Roster

2. Send the Copy of the Disimpanelment Minute Entry to filing agency:
A. County Grand Jury – Hanging County Attorney File
B. State Grand Jury – Attorney General Bin
POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· Grand Jury Exhibits (XGJ)

· County Attorney’s Office

· Attorney General’s Office

TIME / VOLUME:
· Varied

FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Jury Folders: S:\Doc_Management\Grand Jury\Jury Folders
· Minute Entry Typeover: S:Drive\Doc_Management\Grand Jury/Minute Entry Typeovers-Sample
· Microsoft Office Outlook
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
· This procedure applies to all employees in the Grand Jury department of the Clerk of the Court.
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