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PURPOSE:

· To provide instructions for sealing exhibits in storage while in the custody of the Exhibits Department.
OBJECTIVE:
· The terminology of Sealed File encompasses all materials related to the file; this includes Discovery and Confidential (D&C) materials and exhibits offered and/or received in evidence.
EVENT DRIVER:

· The Court orders a filed sealed.
PROCEDURES:
1.
The Courtroom Clerk upon Court Order will initiate a minute entry ordering the sealing of the file and endorses Exhibits.  The endorsement automatically generates an electronic notification to the Exhibits Mailbox (Exhibits – CCC).
2.
The Exhibits Clerk will:
A.
Pull the exhibit(s) from storage.
B.
Seal the package (envelope or box) with packing tape.
C.
Attach the minute entry order to the back side of the envelope or to the top of the box.
D.
In bold, red font add “Sealed Case” to the label.

E.
Update the Exhibit Tracking System (ETS) in Case Notes and Location Notes by entering the notation Sealed File per Minute Entry Order and include the date of the minute entry order.
F.
Return the package to storage.
G.
Delete the email notification.
NOTE:  If the file is sealed while the exhibit(s) are in the custody of the Division.  After conclusion of the hearing/trial, the Courtroom Clerk will hand-carry the exhibit(s) providing a copy of the minute entry order to the Exhibits Department.  Exhibits will seal the case before placing the item(s) into storage.  Once a file is sealed, it can only be viewed upon Court Order.
POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· Courtroom Services – Courtroom Clerk
TIME / VOLUME:
· N/A
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Exhibit Tracking System (ETS)
· iCIS
· OnBase
REPORTS / FORMS:
· N/A
DEFINITIONS:
· CRS:  Courtroom Services
· D&C:  Discovery and Confidential

· ETS:  Exhibit Tracking System

· Sealed File: all materials related to the file
APPLICABILITY:
This procedure applies to Adult Exhibits.
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