TRANSMITTAL SHEET
L.R.D. 04/08/10
The Clerk of Superior Court Transmittal Sheet (Form 1600-028 R3-92) or the online Exhibit Tracking System (ETS) Transmittal form is prepared when transferring court records between facilities.  Court records are transferred via the Clerk's Office courier.

Security and/or sensitive exhibits are only transferred in accordance to departmental practice and require the Clerk of the Court’s authorization; refer to the procedure “Transport of Sensitive Exhibits”.
Preparing the transmittal from the sending facility:
· TO Section:

· Enter the name of the receiving facility and section (where the court records are to be transferred)
· ATTN: - enter the name of the recipient
· FROM Section:

· Enter the name of the sending facility and section (where the court records are currently located)
· PHONE - Include the telephone number of the party initiating the transfer
· COMMENT Section:
· Identify the item(s) transferring; include any pertinent notations
· COLUMN Section:
· First column - enter the case number; including defendant identifier and location
· Second column - enter each exhibit or document transferring (i.e. transcript, deposition, sealed item)
· Third column - provide additional data for the item(s) transferring (i.e. exhibit worksheet – enter the hearing date; transcript – enter the hearing date; deposition – enter the hearing date; sealed item(s) – enter the file date)
· PREPARED BY Section:
· Enter the name of the party preparing the transmittal
· Enter the date the transmittal is prepared; circle “am” or “pm”
Enter the page number and the total number of pages (i.e. page 1 of 2) on the top right-hand corner of the form.
Use the online transmittal form in ETS to transfer exhibits, transcripts, depositions and/or sealed items; enter the required fields.  Print the transmittal.
Affix the transmittal to the envelope or box and stage in the mail section for delivery by the Clerk’s Office courier.
The courier signs and dates on the “Transported By” line.  The courier separates the form providing the pink copy to the sending facility and the white copy to the receiving facility.  The courier retains the yellow copy; the pink copy is filed by the sending facility.
The receiving facility returns the white copy of the transmittal form to the sending facility.  The sending facility matches the white copy to the pink copy of the transmittal; the pink copy is destroyed and the white copy is retained for (1) one year.

Processing at the receiving location:
· Verify the item(s) transferred are received; compare each item to the each entry on the transmittal form
· If there are no discrepancies, sign and date the transmittal form on the “Received By” line.  The signature validates the item(s) transferred is correct and is accepted by the recipient.  Return the white copy of the transmittal form to the sending facility
· If a discrepancy is identified, notate the error on the transmittal form and contact the sending facility.  If unable to resolve, return the item(s) to the sending facility for correction
