
EXAMPLE OF A REPORT EDITING PROCEDURE

1. The Editorial Committee reviews the report to see if it meets the Requirement for Report Content (Use the Checklist for Approval of Grand Jury Reports).

· If not, the report is returned to the investigating committee with an explanation. If the investigating committee and the Editorial Committee disagree, the investigating committee may take the issue up with the entire jury panel for resolution.

2. When the report is determined to be ready for editing, the Editorial Committee selects a lead editor for the report, who is not a member of the investigating committee, and the lead editor edits the report, with assistance from other committee members as required, using MS Word with Track Changes. 

· The representative of the investigating committee is consulted as required to ensure understanding of the intent of the report text and that editorial revisions do not inadvertently change the report’s meaning.

· If appropriate, the lead editor may inquire about source documentation of facts and findings.

3. When editing is substantially complete, the lead editor distributes copies of the edited report (hard copy or electronically) to at least two other Editorial Committee members for review.

4. After the Editorial Committee agrees on the edits, the report is returned to the investigating committee. The lead editor will explain editorial changes as requested by the investigating committee.

5. The committee then revises the report as needed and submits it to the entire jury panel for supermajority approval. 

· Reports should be distributed to the entire jury panel members a week prior to the request for a vote for approval.

· If the Editorial Committee has not completed its editing at the end of three calendar weeks from the date of submission by the investigating committee, the investigating committee may request a vote for approval by the entire jury panel.

6. After approval by the jury panel and prior to publication, the Editorial Committee will make a final editorial review, for formatting/typos only.

7. The committee then submits the report to the Foreperson, who submits it to the County Counsel and then the presiding or supervising judge for approval.

· If the legal advisor or the judge recommends significant changes, the report is returned to the investigating committee.

8. After approval by the legal advisor and judge, the Foreperson returns the report to the Editorial Committee for finalization for publication (i.e., add publication date, remove line numbers, etc.).  Arrangements are made for distribution to the affected entities.

