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PURPOSE:

To provide instruction for processing exhibits included with Grand Jury packets.
OBJECTIVE:
· To provide the necessary direction to process and distribute exhibits included with Grand Jury packets correctly and accurately.
EVENT DRIVER:

· Receipt of Grand Jury packets from the County Attorney’s Office or Attorney General’s Office during Return Hearings.
PROCEDURES: 
I. Prepare and Audit Exhibits

1. Evidence List Sheet – The Evidence List Sheet should be attached to the exhibits envelope with the exhibits enclosed. Verify that the following information is filled out on the sheet:

A. Filed in stamp from date of Returns

B. Grand Jury Number

C. Defendant Name

D. Case number 
E. Exhibit number

F. Description of the exhibit 
G. Date exhibit is presented 
H. Signature of the Clerk or Foreperson of the Jury
2. Once that information is verified, open the exhibit envelope and review the exhibits to insure that the items listed on the form are included in the package. Each exhibit should have a red exhibit number sticker on it that corresponds to the number on the list. 

3. After verifying all exhibits listed are included and properly marked, place the exhibits back into the envelope and seal it with tape. Attach the Exhibit List form to the front of the sealed envelope. 

4. Place the exhibit package into an interoffice envelope. Open the document “Transmittal Sheet – SCT Exhibits” located at S:\Doc_Management\Grand Jury Exhibits\Forms\Transmittal Sheet – SCT Exhibits.  Fill out the following information on the sheet.
A. Number of envelopes

B. Case number

C. Grand Jury Number

D. Exhibit numbers included in the package

E. Prepared by name and date
5. Print two copies of the Transmittal Sheet on white paper.

6. Attach the two sheets to the outside of the interoffice envelope.

7. Once the package is prepared, place on the sorting table located in the Grand Jury area for later distribution per WI-CROPS-1001: Instructions for the Grand Jury Daily Run.

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

· County Attorney Office and/or Attorney General Office
· Criminal Exhibits (SCT)
TIME / VOLUME:
· Varied
FREQUENCY:
· As Needed
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· S:\Doc_Management\Grand Jury Exhibits
· S:\Doc_Management\Grand Jury
· iCIS: CR COC Grand Jury
REPORTS / FORMS:
· Transmittal Form: S:\Doc_Management\Grand Jury Exhibits\Forms\Transmittal Sheet – SCT Exhibits
· Evidence List Sheet: S:\Doc_Management\Grand Jury\Forms & Other\Exhibit Evidence List
· Exhibit Stickers

DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court – Grand Jury Department.
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