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PURPOSE:

To provide instructions for processing Grand Jury Jail Mail / Return Jail Mail.
OBJECTIVE:
· The objective of this procedure is to provide the necessary direction to ensure Grand Jury Jail Mail is processed accurately and timely.
EVENT DRIVER:

· A Defendant was not served their NSI service document in jail.
· A Defendant does not have an address listed on the NSI service document.

· A Defendant’s NSI service document was returned via USPS.

PROCEDURES: 
I. Prepare Jail Mail / Return Jail Mail
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1.  Pick up the Jail Mail in the Jail Mail bin located the Grand Jury Office.  
2. Separate the jail mail into two stacks

A. Stack A – NSI’s with the Defendants address listed.  To be processed as Jail Mail.
B. Stack B – NSI’s without an address listed for the defendant and NSI’s returned via USPS.  To be processed as Return Jail Mail.

3. Set aside the NSI’s in Stack B.
4. Proceed to process NSI’s in Stack A, Jail Mail.
II. Process Jail Mail
1.  Go to: S:\Doc_Managment\ Grand Jury\Forms & Other\Labels\Blank Labels.

2. Fill out an address label with the name and address of the defendant for each Jail Mail.

3. When all the address have been completed, print out the label sheet

4. Place a label on an envelope

5. Insert the NSI document in the corresponding envelope

6. Seal the envelope

7. Use the “GRAND JURY” stamp and stamp each envelope under the return address

8. Rubber band all the envelopes together
9. Place on mail barcode slip (located in the Outgoing Mail bin) with the sealed envelopes

10. Place the completed Jail Mail in the Outgoing Mail bin
III. Process Return Jail Mail
1. Open all the Return Jail Mail (Stack B) and keep the document with the envelope.  Remove the staples from the documents.
2. Go to: S:\Doc_Management\Grand Jury\Forms & Other\Return Mail\Return Mail Form.  Fill out the following information:
A. CR Number

B. Defendant’s Last Name
3. Print one copy of the Return Mail Form on white paper for each piece of Return Jail Mail. 
4. File Stamp the document
5. Tape the return envelope to the side of the Return Mail Form for each defendant.   NOTE: When taping the envelope, the return mail address should be located on lower left side of the Return Mail Form.
6. Place the Return Jail Mail behind the Return Mail Form.

IV. Docket Return Jail Mail
1. Go into iCIS; Input the CR number from the Return Jail Mail.  

A. Click: Entry
B. Click: Docket
C. Click: Add
2. Enter in the following information:

A. Filing Date: Filed in stamp from the Return Mail Form

B. Attorney Filing: Court

C. Document Title: RTM Return Mail

D. Click: Barcode (use yellow paper)

E. Count the amount of barcodes
3. Place the documents in order for each CR number:
A. Barcode (yellow) – on top
B. Return Mail Form
C. Jail Mail (with staples removed)
4. Fill out the Batch Slip with the following information:

A. Circle CR (on the top of the slip)

B. File Date: Date of filed in documents

C. Document Type: RTM

D. Document Count: Amount of barcodes (no more then 50)
E. Sorted By: Your initials

F. Docket/Barcoded By: Your initials

G. Prepped By: Your initials

H. Date Received: The date you received the Jail Mail

I. Date Docket/Barcoded: The date you docketed

5. Place the batch slip on top of the documents and rubber band together.

6. Place the documents in the Box 1 GJ Scanning Bin, located on the scanning desk.

POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· Jail
TIME / VOLUME:
· Varied
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Grand Jury Share Drive
· iCIS CR COC Grand Jury
REPORTS / FORMS:
· Blank Labels: S:\Doc_Management\Grand Jury\Forms & Other\Labels\Blank Labels
· Batch Slip
· Return Mail Form: S:\Doc_Management\Grand Jury\Forms & Other\Return Mail\Return Mail Form
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all Grand Jury employees of the Clerk of the Court.
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