APPEALS RETURN - PERMANENT
L.D.R.  04/20/10
The case record, which includes the file, exhibits, transcripts, depositions, sealed documents, etc., are sent to the appellate court when Superior Court cases are appealed.  The appellate court returns the case record to Superior Court when a decision is rendered.
Processing the return
· Returns from the appellate court are sent to CCB-Exhibits.  Items not stored in Exhibits or the Customer Service Center (CSC) are sorted by location and forwarded to Southeast Adult (SEA), Juvenile-Durango (JV-DUR) and Juvenile Southeast (JV-SE).
SEA criminal exhibits sent to the appellate court are returned to SEA for storage.

· Validate the return from the appellate court; comparing the appellate transmittal letter to the “Appeals Temporary Receipt”.
· Stamp the lower right-hand corner of the appellate transmittal letter

· Enter the date processed

· Enter the name of the processing clerk

· Leave the field “Not Returned” blank if all items are returned
· Check-in exhibits in the Exhibit Tracking System (ETS); changing the storage from “checked-out” to “storage”.

· Destroy the “Appeals Temporary Receipt” unless a discrepancy is noted.

· If an item is not returned, enter the exhibit number in the “Not Returned” field.  The appellate transmittal letter is forwarded to CSC-Appeals.  The appeals team lead will attempt to resolve the discrepancy.  If the discrepancy is not resolved, prepare a “Notice to the File”.  Update the “Case Notes” and “Location Notes” in ETS.  The storage location remains as “checked-out”.
· Prepare a transmittal and transfer transcripts, depositions and sealed documents to the Customer Service Center (CSC).
NOTE:  Transcripts and/or depositions sent directly to the appellate court by the attorney of record are listed on the appellate transmittal letter.  Exhibits will process as a “new intake”; file-in the item and forward to CSC.
· Return “hard-copy” files to CSC; death penalty files are stored at CCB-Exhibits.
· Discard copies of the case record, criminal history and sealed documents.  Do not shred originals.
· Forward the original appellate transmittal letter, mandate and order to the Appeals’ work unit.
