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PURPOSE:

To provide instruction for filing and processing Lower Court Remands.
OBJECTIVE:
· Maintain minute entries created by Lower Court Judges, identify minute entries regarding remands and process in a timely manner.
EVENT DRIVER:

PROCEDURES: 
I.   Minute Entries, Pull Remands:
1. Find remand minute entries in Public Folders/All Public Folders/Departmental Discussions/clerk of the court/Customer Services Remand Desk-LCA-CCC.

2. Read through minute entries to determine if the case is being remanded. Print off the minute entries that have ordered the case be remanded back to the lower court. 

3. Using the case number on the minute entry, pull the actual case file from the large file cabinet. 

4. Remands will be held for 14 days from date on minute entry before the remand is processed. Place pending remands in the lower section of the large filing cabinet. 

5. If within the 14 days a motion to reconsider is filed place the case in the Motion for Reconsideration section of the large filing cabinet.

II.   Request Exhibits:
1. After 14 days has passed review the case in ICIS for any motions for reconsideration/rehearing or Notice of Appeal being filed. If so, return to pending section.

2. If case is ready for remand create an email requesting exhibits/transcripts/CDs from Exhibits if necessary. List case numbers in numerical order. 

III.   Notice of Remand, Remand Docket Sheet, Remand Return Form, Send out Files:
1. When exhibits have been obtained prepare the Notice of Remand form. Print 2 copies of form, sign and file in both. One copy will be docketed into the case on ICIS. The second copy will be mailed to the lower court along with the rest case. Docket the Notice before continuing.
2. To create the Remand Docket Sheet you must start by creating a docket entry for it in ICIS. Next go under Inquiry/Reports/COC Case Summary/Generate/Print to have it generate. File in both copies.

3. Certify both copies of the Remand Docket Sheet. One copy will be scanned into docket, the other copy will be sent to lower court along with the rest of the file. 

4. Prepare the Remand Receipt Form. 

5. Review case files and print out any documents that are not on file but are in docket. 

6. When file is complete, prepare the documents to be sent back to lower court. Order of documents sent back: 

A. Remand Receipt Form

B. Notice of Remand

C. Remand Docket Sheet

D. Remand Minute Entry

E. Rest of case file, including printed off documents

IV.   Remand Receipt Form is Returned:
· When the lower court receives the remanded case, they will sign and return the Remand Receipt form. When the receipt is returned file and docket it in. 

POLICIES / RELATED DOCUMENTS:

· Not available at the time these procedures were established.

OTHER PARTIES INVOLVED:

· Not Applicable

TIME / VOLUME:

· Not Applicable

FREQUENCY:

· Not Applicable

PERFORMANCE MEASURE:

· Not available at the time these procedures were established

SYSTEM ACCESS REQUIRED:

· LCA COC Staff on ICIS

· Read/Write privileges on LC-CV Specialty Folder

REPORTS / FORMS:

· Notice of Remand Letter
· Remand Receipt Sheet
DEFINITIONS:
· Minute Entry- A written record of court settings and judges’ rulings on cases

· Remand- To send back a case to another court or agency for further action

APPLICABILITY:
· This procedure applies to supervisors and staff that file lower court appeals documents in the Clerk of the Court’s office.
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