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PURPOSE:

To provide instruction for Processing Grand Jury Transcripts.
OBJECTIVE:
· To provide the necessary direction to ensure that Grand Jury Transcripts are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to Arizona Rules of Court, Rules of Criminal Procedure, State Grand Juries, Rule 12.8(a), the presiding or impaneling judge shall assign a regularly appointed certified court reporter to record the proceedings before the grand jury, except its deliberations; (c) the certified court reporter’s verbatim record of the proceedings from which an indictment is returned shall be transcribed and filed with the Clerk of the Superior Court no later than 20 days following the return of the indictment and the certified transcript shall be made available to the Court, the State and defendant only. 

Transcripts are sent daily from the Grand Jury section.  Each box has a transmittal attached to the outside listing the contents, the panel number and the number of boxes.  No case numbers are listed on the transmittal.  Each transmittal shall be signed and dated and each box will contain a Court Reporter Coversheet.
EVENT DRIVER:

· A Grand Jury Transcript is received.
PROCEDURES: 
1. Verify that the Superior Court case number for each transcript is listed on the Court Reporter Coversheet attached to each bundle. If a transcript is not listed, notify the GJ section supervisor immediately.

2. Verify that there is a copy of the front of each transcript in the bundle and that the name of the defendant has been redacted.

3. File in the redacted copy of the front cover and the first page of each transcript using the date they were received.

4. Prepare a manila envelope for each transcript.
A. Each envelope shall be stamped with "Grand Jury" and "This Transcript must be Returned to Clerk of The Court-Customer Service Center in this Envelope".
B. Write the case number in black marker along the edge of the envelope. If there are multiple defendants, list the defendant identifiers ex. 001, 002, etc, below the main case number.
C. Write the GJ hearing date along the lower edge of the envelope. Flag the envelope if there are multiple hearing dates for the same panel number, case number and defendant to ensure all transcripts are provided to the attorney upon order of the court.
D. Place envelope on the shelf in case number order.
POLICIES / RELATED DOCUMENTS:
· 16A A.R.S. Rules Crim.Proc., Rule 12.8: Record of proceedings before grand jury
OTHER PARTIES INVOLVED:
· Attorneys

· Grand Jury
· Docketing

· Court Reporters

TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A 
REPORTS / FORMS:
· N/A
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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