AREA 2 – INVENTORY & AUDIT
L.R.D.  04/19/10
In compliance with the 1993 Audit Recommendation, issued by the Director of Quality Assurance on November 2, 1993, and the Clerk of the Superior Court policy; Exhibit Security Vault Inventory Records Retention Schedule, the following recommendation outlines the definition, scope, and selection criteria for an exhibit inventory, limited review, and/or a quality assurance audit.
NOTE:  The policy covers vault entry logs, maintenance, and retention schedules.
The following guidelines have been established when conducting an exhibit inventory, limited review, and/or quality assurance audit of sensitive exhibits.
EXHIBIT INVENTORY

· Exhibits will conduct a physical inventory every two years of all sensitive exhibits to ensure that the exhibits received from a hearing or trial are accounted for and properly stored in Area 2.
· The Director of Quality Assurance will provide written notification to the exhibits supervisor when an inventory is required, the date of commencement and instructions as to the inventory requirements.
· The exhibit supervisor will conduct the physical inventory with the assistance of at least one exhibits clerk. The supervisor and assisting exhibit clerk(s) will complete the inventory without substitution of personnel.
LIMITED REVIEW
· Limited review of sensitive exhibits in secured storage areas are performed upon notification from the Director of Quality Assurance.
· The scope and selection criteria identified for the inventory of exhibits is determined by the Director of Quality Assurance.
· The exhibit supervisor will conduct the limited review with the assistance of at least one exhibits clerk.
QUALITY ASSURANCE AUDIT
· A Quality Assurance Audit is performed every two years; opposite the year of a physical inventory.
· The Director of Quality Assurance will provide written notification to the exhibits supervisor when an audit is required, the date of commencement and instructions as to the inventory requirements.
· The Director of Quality Assurance will provide a listing of the cases to be audited and will oversee the audit to determine the accuracy of the inventory stored in Area 2.
PERFORMING THE EXHIBIT INVENTORY, LIMITED REVIEW, AND/OR QUALITY ASSURANCE AUDIT
· Prior to performing an exhibit inventory, limited review and/or quality assurance audit, print an inventory record from the Exhibits Tracking System (ETS) for Legacy Vault 2 and Area 2.  The report is used to compare what has been entered into ETS and what is physically stored.
· Compare the report as follows:

· Verify the case and hearing date
· Confirm that each exhibit(s) is recorded by the designated exhibit number on the exhibit worksheet 

· Verify the exhibit description
· Confirm the storage location (i.e. ES, box shelf number and A2)

· Ensure that the case is properly packaged and labeled
Area 2 exhibits may be secured prior to storage.  The departmental label is prepared and affixed to the envelope or box by the exhibits supervisor or team lead and an exhibits clerk.  At the time of securing the exhibit, the exhibit description is verified with the physical exhibit received.  If the envelope or box has been secured with the Clerk of Court’s label, the exhibit description does not have to be verified during inventory; verify the exhibit number(s) entered on the label and compare it to what is listed on the Legacy Vault 2 or A2 Report.

· Document by case number, hearing date and exhibit number any discrepancy identified during the exhibit inventory, limited review and/or quality assurance audit.

· Research each discrepancy to determine the cause of the discrepancy.
· Record the action taken to correct the discrepancy.

· Upon completion of the exhibit inventory, limited review and/or quality assurance audit, the exhibits supervisor will prepare a report outlining the findings.
A copy of the findings will be distributed to the Director of Quality Assurance and the Court Operations Administrator.
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