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PURPOSE:

· To provide instructions for processing a remarked exhibit.
OBJECTIVE:
· Exhibits offered and/or received in evidence from a prior hearing or trial can be reused in a current hearing or trial.  The remark feature tracks the movement of an exhibit between hearing dates, co-defendants and/or reassignment of case numbers utilizing the barcoded exhibit tag.
EVENT DRIVER:

· An exhibit(s) is in custody within the Exhibits Department and temporarily released back to Courtroom Services (CRS) for reuse in a current hearing or trial.
PROCEDURES:
I. General:
1. Exhibits that are remarked generally include:
A. Exhibits received in evidence in a hearing or trial resulting in a mistrial.
B. Exhibits received in evidence in a hearing or trial for a co-defendant.
C. Exhibits received in evidence in a pretrial hearing.
2. If an exhibit is temporarily released to CRS to be remarked into a current hearing or trial and the exhibit is not offered and/or received in evidence in the new hearing or trial, it cannot be released and must be retained and returned to the Exhibits Department.
3. Only exhibits that are newly marked, not offered and not received in evidence are released back to the submitting party upon conclusion of the new hearing or trial.  When the exhibit is released, it is important that the exhibit tag is marked with “R” across the tag, in black marker, signifying the release not to be entered as a remarked exhibit in a future hearing or trial.
II. Processing:

1. At the conclusion of a hearing or trial, the CRS - Courtroom Clerk delivers to Exhibits:
A.
A new, original exhibit worksheet from the current hearing/trial and the exhibit tag(s) from the original hearing/trial.
a. The description on the exhibit worksheet must reference that the exhibit(s) was used in a prior hearing/trial and include the case number and exhibit number as it was originally marked in the previous hearing/trial.
EXAMPLE OF WORDING
Exhibit #3:  Red jacket; previously marked in CR2004-000002-005 as State’s Exhibit #2 in the Trial on 05/10/03.

B.
The exhibit(s) offered and received in evidence.  Exhibit(s) offered but not received in evidence and all remarked exhibit(s) whether or not they were received in evidence must be retained in the current hearing/trial.

a. The new barcoded exhibit tag(s) from the current hearing/trial is attached to each exhibit(s).
b. The original barcoded exhibit tag(s) from the initial hearing/trial are returned to Exhibits but not attached to the exhibit(s) from the current hearing/trial.  The current and initial exhibit tag must have the same bar code.
2. The Exhibits Clerk will:
A. For Current Hearing/Trial:

a. Scan the barcoded exhibit tag(s) in the Exhibit Tracking System (ETS); the storage location status changes from in courtroom to in storage.  As each barcoded tag is scanned, the Inventory Exhibits screen moves the exhibit inventory from Exhibits in Inventory to Exhibits Inventoried.
b. After scanning is completed, if a barcoded tag(s) remains listed on the Exhibits Inventory screen, research to determine why the barcoded exhibit tag did not scan.
i. Verify with the CRS Clerk if it is remarked exhibit or an incorrect barcoded exhibit tag.  If it is a remarked exhibit, the CRS clerk completes the remarking of the exhibit.  If it is an incorrect barcoded exhibit tag, reprint the tag from ETS, replace the tag and attach to the physical exhibit.

c. Package the exhibit(s) under the current hearing date and place into storage.
B. For Initial Hearing/Trial:

a. When exhibits are returns from the initial hearing/trial that are not used in the current hearing/trial, check-in the exhibits, the storage location status changes from checked-out to in storage.
b. After each scan, review the Last Exhibit Check-in screen.  If an additional exhibit number is entered from the scan, research to determine the multiple entries.

i. Verify with the CRS Clerk if it is a remarked exhibit or an incorrect barcoded tag.  If it is a remarked exhibit, the CRS clerk completes the remarking of the exhibit.  If it is an incorrect barcoded exhibit tag, reprint the tag from ETS, replace the tag and attach to the physical exhibit.

c. Package the exhibit(s) under the initial hearing/trial date and places into storage.

III. Using the Remark Feature in ETS:
1. If an exhibit case was not originally created in ETS or an older case was submitted but the remark feature was not used, the Exhibits Clerk will:
A. Unverify the exhibit worksheet (required if the case is processed).
B. From the Initial Entry>Create/Edit Worksheet screen, Enter Exhibit Information:
a.
Select the tab Remark.
b.
Scan or manually enter the original system generated barcoded exhibit tag(s).  The system should automatically initiate the remark feature; if not, select remark.

c.
Confirm the system added the remarked exhibit as the next exhibit number sequenced in the Worksheet Data Table.

NOTE:  The barcoded exhibit tag now has the identical system generated number assigned from the initial hearing/trial and reused in the current hearing/trial.  Verification that it has the identical barcoded exhibit tag(s) can be conducted by viewing the exhibit tag(s) in ETS under the tab Print Tags.
d. Changing the status from in storage to unused in the initial hearing/trial eliminates duplication of the physical inventory count.  In the current hearing/trial the status is in storage.
e. Add the notation to Location Notes in the initial hearing/trial: Remarked to [enter case number] in the hearing/trial [enter hearing date] as [enter exhibit number].  When the CRS-Clerk submits the exhibit(s), the current hearing/trial includes the notation within the exhibit description.
f. Package and store the exhibit(s) in the remarked, current hearing/trial.

POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· Courtroom Services
TIME / VOLUME:
· N/A
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Exhibit Tracking System (ETS)
· iCIS
· OnBase
REPORTS / FORMS:
· N/A

DEFINITIONS:
· CRS:  Courtroom Services
· ETS:  Exhibit Tracking System

APPLICABILITY:
This procedure applies to Adult Exhibits.
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