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BALANCING THE SUBPOENA/CITATION ACCOUNT
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APPLICABLE TO:

Juvenile Court Services Support Staff, Their Supervisor and the Administrative 





Support Services Manager

DOCUMENTS:

None
FORMS:



None

SUPERSEDES

AND CANCELS:

None

A.   WHEN:   RECONCILING THE SUBPOENA/CITATION ACCOUNT

	WHO
	     HOW

	
	

	Court Support Staff
	1. Receive daily from County Counsel the Subpoena/Citation Log.

2. File log in designated office file.

3. Receive twice a month from the Subpoena/Citation Services Provider a statement listing all the subpoenas or citations that have been served for that portion of the month.

4. When the Subpoena/Citation Services Provider listing arrives, retrieve the Subpoena/Citation Log from the file and compare the information on the statement with the log.

If there are discrepancies, contact either County Counsel or First Choice Messenger Services.

5.
Upon reconciliation, prepare a memo, attach the statement and 
forward to the ARA.
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