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PURPOSE:

· To provide guidelines and instructions for the processing District Court Remands.
OBJECTIVE:
· The processing and notification of District Court Remands.

EVENT DRIVER:

· A case appealed to the District Court has been ruled on and remanded back to the Superior Court.

PROCEDURES: 
I. Documents Received:

1. Letter of Remand, along with any attachments.

2. File in the Letter of Remand and attachments as one document and docket as LRM. 

3. Create an e-mail notifying the following parties: 

A. Judges JA assigned to the case

B. File Counter Supervisor

C. File Counter Manager

D. Civil Court Administration Supervisor

4. The Subject Line will be: District Court Remand. The body of the e-mail should read “A letter of remand was received from the Unites States District Court for the following case(s). If you have any questions please contact Civil File Counter Supervisor__________.” Include the case number and file date. 
5. Prepare documents for scanning. 

POLICIES / RELATED DOCUMENTS:

· Not applicable
OTHER PARTIES INVOLVED:

· Assigned Judge’s Judicial Assistant

· Civil Court Administration Supervisor
· Filing Counter Supervisor

· Filing Counter Manager
TIME / VOLUME:

· Not Applicable

FREQUENCY:

· Not Applicable

PERFORMANCE MEASURE:

· Not available at the time these procedures were established.

SYSTEM ACCESS REQUIRED:

· CV COC Staff access in ICIS

REPORTS / FORMS:

· Not Applicable

DEFINITIONS:
· Not Applicable

APPLICABILITY:
This procedure applies to supervisors and staff that file Civil and LC documents in the Clerk of the Court’s office.

REVISION HISTORY:
	Revision Number
	Revision Author
	Summary of Changes
	Approval Date 

	-
	Michael Mejia
	Document Originated
	2/10/2015

	A
	
	
	

	B
	
	
	

	C
	
	
	


[image: image1.png]


