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PURPOSE:

To provide instruction for Grand Jury Temporary Release of Official Transcripts.
OBJECTIVE:
· To provide the necessary direction to ensure that requests for Temporary Release of the Official Transcripts in Grand Jury proceedings are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to Arizona Rules of Court, Superior Court – Local Rules, Maricopa County, 2.8(e), attorneys admitted to the State Bar of Arizona may obtain temporary custody of official court files, transcripts and exhibits for no longer than seven (7) days upon: (1) stipulation of all parties and order of the court; or (2) motion, notice to all parties, a hearing and order of the court. If the attorney does not have a signed order, CSC Grand Jury can provide the attorney with the  “4-part order” form (Motion, Order, Release Receipt and Return Receipt) used for the release of Grand Jury Transcripts. 

The motion or stipulation shall be presented to the Presiding Criminal judge or their designee.  Upon execution of a receipt, the attorney shall be responsible for the safety, security and integrity of the file, transcript or exhibits in that attorney’s custody.  Neither the Clerk of the Superior Court nor any of the clerk’s deputies shall be responsible for any file, transcript or exhibit released to the temporary custody of any attorney pursuant to this rule and shall not be required to accompany any files, transcripts or exhibits in the possession of attorneys. 
Grand Jury Transcripts are confidential.  They are available to the Court, the State and the defendant only, and only upon court order.
EVENT DRIVER:

· An official request for Temporary Release of Grand Jury Transcripts is received.  The request can be made by dropping off the form, by email or by phone.  The Motion, Order, Release and Return Receipt must all be presented at the time of pick up.
PROCEDURES: 
I. Processing the Temporary Release Receipt:

1. Verify that the Motion, Order, Release, and Return contain the following information in the upper left-hand corner: Name, Address, Telephone Number, Arizona Bar Number, and the Party the attorney represents.

2. Verify the Motion is signed by the attorney and the Order is signed by a judicial officer. A copy of the order cannot be accepted.  
3. Verify that all of the “parts” are completely and properly filled out.

4. Each request must be individually submitted.

5. Pull the transcript, verifying the case number matches the number listed on the temporary receipt.

6. Fill out the F-D&C-GJ-1001: Out Card including to whom the item was released, the case number and the date the item was released.

7. Check the appropriate box on the release receipt to identify how the order was received: electronically or manually. Enter date the order is signed and check off the item being released.

8. Place the transcript on the shelving unit for pick up.
A. Transcripts are separated by Agency and Private Law Firms (alphabetically).
B. Requests received prior to 12:00 P.M. will be ready for pick up the following day unless otherwise agreed upon by D&C.
C. Requests received after 12:00 P.M. will be available for pick up in 2 business days.

9. Access Files Confidential-CSC mailbox hourly for any requests received for transcripts. Follow steps 4-8A.  Requests received are for same day pick up only, and all 4 documents that are required for the release process must be submitted together at the time of pick up.  (Note: For transcripts that are unavailable, email the requestor).

10. Customer Service staff will call 506-1431 to notify the GJ clerk that a customer is waiting.

11. Escort the customer to the Grand Jury viewing area.

12. Ensure the Released To section of the form is filled out.

13. Obtain a signature from the Attorney or designee on the Signature of Recipient line.

14. Verify identification. Check the appropriate box to identify the form of identification used (ex: badge, driver's license, etc.).
15. Inform the requestor that the item is due back within 7 days.

16. Enter the court ordered date of return on the form.  Use the date entered on the Order; in most instances it is pursuant to Rule 2.8(e) "no longer than 7 days".

17. Retain the F-D&C-GJ-1002: Return Receipt in numerical order in the Grand Jury Return Receipt folder until the item(s) is returned.

18. File stamp and send the Motion, Order, and Release to the appropriate docketing area using a routing slip.
II. Processing the Return Receipt:

1. Verify item(s) returned matches what was released by opening each envelope.

2. Review the envelope for damage (refer to supervisor or manager if noted).

3. Pull the F-D&C-GJ-1002: Return Receipt from the folder in the filing cabinet.

4. Sign on the Receiving Clerk's Signature line, and indicate the date signed.

5. File in the F-D&C-GJ-1002: Return Receipt, and send to the appropriate docketing area for inclusion into the case record.

6. Return the item to the shelving unit, and remove the F-D&C-GJ-1001: Out Card.

III. Monitoring the Return:

1. Review the Return Receipts monthly.

2. Follow up on any outstanding returns up to 45 days after due date and document the following information: date of the call, case number, and due date of the return. Also include the contact person, telephone number, and any comments regarding the return.

3. Inform the manager and Court Operations Administrator of item(s) not returned after 90 days, and then prepare a F-D&C-GJ-1006: Grand Jury Return Letter.

4. File in the letter and send to the appropriate docketing area.

5. If there is no response within 10 days from the date of the letter, F-D&C-GJ-1007: Notice to the Presiding Judge is issued and filed.   (forms are located on the S:Drive in the Customer Services/CSC/Grand Jury folder)
 POLICIES / RELATED DOCUMENTS:
· 17C A.R.S. Super.Ct.Local Prac.Rules, Maricopa County, Rule 2.8: Exhibits
· Arizona Rules of Criminal Procedure 12.7: Record of Grand Jury Proceedings
OTHER PARTIES INVOLVED:
· Attorneys

· GJ Clerk
· Docketing

· Court

TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Files Confidential-CSC mailbox 
REPORTS / FORMS:
· F-D&C-GJ-1001: Out Card form
· F-D&C-GJ-1002: Return Receipt template
· F-D&C-GJ-1003: Motion template
· F-D&C-GJ-1004: Temporary Release Receipt template
· F-D&C-GJ-1005: Order template

· F-D&C-GJ-1006: Grand Jury Return Letter

· F-D&C-GJ-1007: Notice to the Presiding Judge
DEFINITIONS:
· D&C: Discovery and Confidential
· GJ: Grand Jury
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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