TEMPORARY RELEASE OF OFFICIAL COURT FILES, TRANSCRIPTS OR EXHIBITS – APPEALS
L.R.D. 07/12/2011

The Appeals work unit requesting the temporary removal of official court files, transcripts or exhibits for record on appeal, must present to Exhibits the “Appeals Temporary Receipt”.

Appeals clerk enters:
· Cause number and caption
· Hearing date

· Enters name on “Personnel Removing” line
· Enters telephone number under “Extension”

· Emails request to:

· Exhibits – COSCX

· Appeals - COSCX

Exhibits clerk:

· Pulls exhibit(s) from storage

· Enters exhibit number(s) released by hearing date
· Lists D&C items (death penalty records), when applicable

· Enters name on “Personnel Releasing” line

· Enters the date of release

· Checks the exhibit number(s) released; changing the status in “Exhibit Tracking System” (ETS) from “in storage” to “checked out”
· Packages and sends the item(s) to Appeals; includes copy of the “Appeals Temporary Receipt”
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