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PURPOSE:

To provide instruction for processing Federal Subpoenas for Sealed Records.
OBJECTIVE:
· To provide the necessary direction to ensure that Federal Subpoenas for Sealed Records are processed properly and consistently over time.
GENERAL INFORMATION:
Based upon direction from Superior Court Presiding Judge Davis on October, 25, 2010, a subpoena signed by a federal court judge is sufficient authority for the Clerk’s Office to provide copies of sealed Superior Court records in response to that subpoena.  Upon further direction from Judge Davis on January 13, 2011, a subpoena issued in Federal Court that is not signed by a federal court judge requires an order from the Presiding Judge of the Superior Court or his designee to release or copy sealed records.
EVENT DRIVER:

· The Clerk's Office receives a Federal Subpoena for Sealed Records.  The subpoena may (or may not) be signed by a Federal Court judge.
PROCEDURES: 
I. Subpoenas Signed by Federal Court Judge:

1. Verify that the subpoena contains the following information:
A. The caption.
B. The case number.
C. The date.
D. An original signature.
E. The order must be specific as to what should be copied, including whether the copies should be certified and the name of the person to whom the items are to be released to or mailed.
2. Make copies as ordered in the subpoena, and certify if requested.
3. Send all copies by certified mail.
II. Unsigned Federal Subpoenas for Sealed Records:
1. The Clerk's Office receives a federal subpoena for sealed records that is not signed by a Federal Court judge.
2. Send the subpoena to Clerk’s Office counsel who will work with Superior Court counsel to determine direction to be taken.
3. Judge, or designee, will request the sealed file for review and/or issue an order in response to the subpoena.
4. Upon receipt of Court Order, follow steps I.1 thru 3 as noted above.
POLICIES / RELATED DOCUMENTS:
· Directions from Superior Court Presiding Judge Davis (Retired).
OTHER PARTIES INVOLVED:
· Federal Court Judge
· Clerk’s Office Counsel

· Superior Court - Court Counsel
· Superior Court Presiding Judge

TIME / VOLUME:
· Varied
FREQUENCY:
· Rarely
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· COCWeb (Secured Applications)
· e-mail
· iCIS/OnBase
REPORTS / FORMS:
· N/A
DEFINITIONS:
· ETS: Exhibits Tracking System
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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