TRANSCRIPT PROCESSING – PRT
PCR transcripts are couriered to Exhibits from the Court Reporter work unit and the PCR transcripts from Electronic Recording Services are hand-carried to Exhibits from the Rule 32 Unit.  The original transcript must include (1) copy of the transcript title page attached to the original transcript.  The docket code “PRT” is entered on the lower, left-hand corner of the title page and the original transcript.  The Court Reporter work unit includes a log that matches with the transcripts sent for processing.  The transcripts are processed no later than 1:00 pm each day.
Processing the original transcript:

· File-in the transcript
· In the lower, right-hand corner on the front of the title page, stamp the document using the “Discovery and Confidential Material” stamp
· Prepare the transmittal and forward the original transcript to CSC-CON
· Tape “Processed” label to the envelope or box
Processing one (1) copy of the transcript title page for Criminal EDM:
· File in the copy of the transcript title page
· In the lower, right-hand corner of the title page, stamp the copy using the “Discovery and Confidential Material” stamp
· Label the “bundle” as “Priority PRT Processing”

· Hand-carry to Criminal EDM

Retain a copy of the transcript title page.  The team lead reviews the Integrated Court Information System (iCIS) daily; monitors when the transcript is docketed and imaged.  If the transcript is not imaged within (3) business days of receipt, the exhibits supervisor notifies Document Services supervisor.  Shred the copy of the transcript title page when the image is on iCIS.
