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PURPOSE:

· To provide instructions for processing grand jury exhibits.
OBJECTIVE:
· Grand jury exhibits are stored in Exhibits and are available for review by court order or until they are eligible for release.
EVENT DRIVER:

· At the conclusion of an empanelment hearing and when grand jury exhibits are presented; Grand Jury Services (GJS) will transfer the exhibits to the Exhibits Department.
PROCEDURE:
I.
General:
Pursuant to Arizona Rules of Court, Rule 12.25 – Preservation of State Grand Jury Evidence - (a) Transmittal.  All physical evidence, including records, presented to or considered by a State Grand Jury shall be transmitted by the foreman to the Clerk of the Superior Court of the County in which the Assignment Judge is serving to be preserved and made available only in the manner as is a transcript of grand jury proceedings.  (b) Restitution.  Nothing in this Rule is intended to abrogate any rights of persons entitled to possess such physical evidence to regain custody thereof pursuant to law, provided that the assignment judge may make such limitations thereon as may be necessary to guarantee preservation of such evidence.
II.
Intake Procedure:
1.
GJS will hand-carry and transfer all evidence presented in an empanelment hearing within 24 hours upon conclusion of the hearing.
A. Files and signs the original grand jury exhibit worksheet.
B. Prepares a Transmittal Sheet identifying the case number, empanelment number and listing each exhibit transferring by exhibit tag number.

2. The Exhibits Clerk will:
A. Sign and date the Received By line on the Transmittal Sheet; accepting the grand jury exhibits.  Retain a copy of the Transmittal Sheet in Exhibits.
B. Review and ensure the grand jury exhibit worksheet is filed in and signed by the Clerk of the Grand Jury.

C. Package the grand jury exhibits:
a. Label the package and include:

i. Cause number
ii. Empanelment number
iii. Defendant’s name
iv. List the exhibit’s by exhibit tag number
v. File date of the worksheet

b. Include the grand jury exhibit worksheet in the package.
D. Add the entry to the Grand Jury Exhibits Inventory Log (S:\Cust_Svc\Exhibits\Grand Jury Exhibits Inventory Log) and enter:
a. Type; i.e. SGJ-state grand jury for Arizona State Attorney General (AG) or GJ-county grand jury for Maricopa County Attorney’s Office (MCAO).

b. Cause number

c. Panel number
d. List each exhibit by exhibit tag number

e. Enter the storage location

E. Place into storage.
III. Exhibit Release:
1. The Exhibits Clerk will 
A. Review each case to determine its eligibility for release in accordance to Arizona Rules of Court, Rule 28. – Retention and Destruction of Records and Evidence; refer to PRO-EX-1003: Release of Exhibits.
NOTE:  Review each grand jury case to identify the criminal cause number assigned.  When the criminal case is no longer subject to modification, it is eligible for release.  Ensure that all people in the case who are listed in the Integrated Court Information System (iCIS) and entered as grand jury/defendant grand jury have opened.  Ensure that each defendant in the criminal case have been sentenced and served their time before releasing the exhibit.
B. The Exhibits Clerk will track and record research findings on the Grand Jury Exhibits Inventory Log (S:\Cust_Svc\Exhibits\Grand Jury Exhibits Inventory Log).
C. Quarterly, review cases that may be eligible for release.  When you have a number of cases eligible for release, issue the initial notification letter F-1010:  Letter Grand Jury Exhibit Release; mail to AG and/or MCAO.  The agency will contact the Exhibits Department and schedule the release.
NOTE:  If the exhibit for release is security/sensitive, the Exhibits Lead will notify AG or MCAO in advance of the release in order that the agency may make arrangements for an agency escort.

D. Upon release, prepare and issue F-EX-1044: Release Receipt for Grand Jury Exhibits and include:
a.
Date of release; dd/mm/year
b.
List each case number to be released

c.
Print the name of the party on the Released To line

d.
Signature of Recipient

e.
Address of the recipient

f.
Telephone number of the recipient

g.
List the form of identification used; i.e. badge #

h.
Signature of the release clerk

i.
Retain F-EX-1044:  Release Receipt for Grand Jury Exhibits in Exhibits.
E. Remove the entry from the Grand Jury Exhibits Inventory Log.
POLICIES / RELATED DOCUMENTS:
· 16A A.R.S. Rules Crim.Proc., Post-Verdict Proceedings, Rule 28, Retention and Destruction of Records and Evidence
· PRO-EX-1003:  Release of Exhibits
OTHER PARTIES INVOLVED:
· Arizona State Attorney General (AG)

· Grand Jury Services
· Maricopa County Attorney General (MCAO)
TIME / VOLUME:
· N/A
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· iCIS
REPORTS / FORMS:
· Grand Jury Exhibit Worksheet:  generated by GJS
· Grand Jury Exhibits Inventory Log (S:\Cust_Svc\Exhibits\Grand Jury Exhibits Inventory Log)
· F-EX-1010:  Letter Grand Jury Exhibit Release
· F-EX-1044:  Release Receipt for Grand Jury Exhibits
DEFINITIONS:
· AG:  Attorney General
· GJ:  Grand Jury case assigned to MCAO
· GJS:  Grand Jury Services

· MCAO:  Maricopa County Attorney’s Office
· SGJ:  Grand Jury case assigned to AG
APPLICABILITY:
This procedure applies to Adult exhibits.
REVISION HISTORY:
	Revision Number
	Revision Author
	Summary of Changes
	Approval Date

	-
	Patti Sanderman
	Document Origination
	05/04/2012

	A
	Patti Sanderman
	Process Change
	01/22/2016

	B
	
	
	

	C
	
	
	


[image: image1.png]


