GRAND JURY – REQUEST FOR TRANSCRIPT NOT FILED
L.D.R.  05/10/12
The attorney of record submits a motion and order for a grand jury transcript; the 
transcript has not been filed in Exhibits/Grand Jury Services (Ex/GJS).
Ex/GJS Clerk:

· Attempts to locates the transcript in storage:
· Current Activity Year in Storage; physically research the envelope shelf

· Prior Year Activity; check Computer Assisted Retrieval System” (C.A.R.S.) to determine if the transcript is on film; if filmed, print copy of transcript, if not on film, order through Customer Service Center (CSC)
Integrated Court Information System (iCIS) “Case Notes” should not be used as the primary identifier in determining if a transcript is in the custody of COSC.
· Checks iCIS to determine if the case is grand jury
· If the grand jury transcript is not filed:

· Logs and tracks the request on the “Grand Jury Transcript – Not Receipted” Log and includes:

· date of request

· requestor’s name and contact telephone number

· date of research

· if required, date ordered through CSC; notes follow-up with CSC if the transcript is not received within (1) business day of the request

· if it is determined the transcript has not been transcribed, calls the court reporter or court reporter supervisor; tracks the date of the call
· weekly reports the number of pending transcripts pending and not yet filed; the report is provided to the supervisor and court operations administrator

· Upon receipt, processes the temporary release of the transcript in accordance to procedures.
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