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PURPOSE:

To provide instructions for Storage and Destruction of Court Reporter Notes.
OBJECTIVE:
· To direct staff on the proper Storage and Destruction of Court Reporter Notes.
GENERAL INFORMATION:
Pursuant to Local Rule 1.10 (a. through d.), Court Reporter Notes may be stored with the Clerk of the Court for future reference such as preparation of transcripts.  Not less than once each year, all reporters shall store with the Clerk of the Court all notes which are more than two (2) years old.  All court reporters who store their notes with the Clerk shall place the notes in a carton prescribed by the Clerk.  All court reporters’ notes in the custody of the Clerk shall be stored in a secure location.  The Clerk shall store, catalog and index each reporters’ notes so that they can be readily obtained.
EVENT DRIVER:

· Storage or Destruction of Court Reporter Notes is required.
PROCEDURES: 
1. Ensure court reporters store non-criminal, juvenile and capital case proceeding notes in separate containers and apart from each other.
2. Ensure court reporter prepares and affixes label (approved and furnished by the Clerk) to the front of the storage container.
3. Ensure contents are properly identified on the label.
4. Ensure the notes are boxed and labeled appropriately to include dates and case categories.  A Receipt for Court Reporter Notes sheet(s) must accompany the shipment and must be signed by the Court Reporter.  Notes for each case category must be in separate boxes.
5. Assign a location number to each box and annotate the date received along with the location number assigned on the Receipt for Court Reporter Notes sheet.  Retain the original (white) copy for office files.
A. Update the Access database (S:Drive\Customer Services\CSC\Box Storage\NewCtRptrNotes). Notes are stored by the court reporter's name.
B. Place the box on the shelf in the Court Reporter Notes storage area according to the assigned number.
6. Retrieval of Notes:

A. The court reporter (or designated representative) will contact the CSC Public Records Lead during normal working hours to obtain access to their notes.  The reporter must provide advanced notification to ensure immediate access to the notes.
B. The Public Records Lead will provide a receipt for any notes removed.  The reporter must return the notes within 90 days unless the Court grants an extension of time.

7. Destruction of Notes:

A. Review the Court Reporter Notes database and prepare letters for those notes that are eligible for destruction.
a. Non-criminal notes can be destroyed after five (5) years of storage.
b. Juvenile and Criminal notes can be destroyed after twenty (20) years of storage.

B. Prepare and send letters via certified or registered mail to the reporter 30 days prior to the destruction date.
a. The letters will be sent to the reporters' last known business address or place of residence.
b. Prior to the date of destruction, the reporter may reclaim the notes, if so desired.

C. Capital notes are stored for fifty (50) years following the date of sentencing.

POLICIES / RELATED DOCUMENTS:
· Local Rule 1.10: Court Reporters' Notes, Electronic Recordings, Duties of Clerk and Reporters and Destruction of Notes
OTHER PARTIES INVOLVED:
· Court Reporters
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Access database S:Cust_Svc\CSC\Box Storage\NewCtRptrNotes
REPORTS / FORMS:
· Receipt for Court Reporter Notes sheet
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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