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PURPOSE:

· To provide instructions for processing an incorrect case number.
OBJECTIVE:
· Update Exhibit Tracking System (ETS) and the exhibit record in storage with the correct case number.
EVENT DRIVER:

· An exhibit record from a hearing or trial is processed under an incorrect case number.
PROCEDURES:
I. General:
Courtroom Services (CRS) initiates an exhibit worksheet under an incorrect case number.  The incorrect number may be identified during the initial intake process within the Exhibits Department or may be identified during an Electronic Document Management – Quality Control (EDM-QC) review.
II. Processing:

1. When the incorrect case number is identified during the initial intake and processing of exhibits, the Exhibits Clerk will return the exhibit case back to CRS for updating the case number in ETS, reissuance of the worksheet and reprinting and replacing the exhibit tags for each exhibit.
2. When the incorrect case number is identified after the exhibit record has been verified and the worksheet has been placed on the docket within the Integrated Court Information System (iCIS) and OnBase, CRS may be notified by EDM-QC of the incorrect case number.  CRS will issue a correcting minute entry order referencing the correct case number and endorsing the Exhibits Department. The Exhibits Clerk will:
A. Reassign the worksheet in ETS.
NOTE:  If the summary page of Worksheet(s) in ETS lists multiple hearing date(s) under the incorrect case number which are associated to another party of record, the worksheet cannot be reassigned.  Notify the supervisor, lead or specialist who will send a Request for Service (RFS) to the Information Technology Group (ITG) to reassign the worksheet in ETS.
B. Retrieve the exhibit case from storage.

C. Print a copy of the corrected worksheet from iCIS.
D. Reprint the exhibit bar-coded tags and affix to the corresponding exhibit; remove the tags with the incorrect case number.
E. Place the “corrected” copy of the worksheet and a copy of the minute entry order into the exhibit case.

F. Relabel the envelope or box.

G. Place the exhibit case back into storage.
POLICIES / RELATED DOCUMENTS:
· POL-ODIR-1006: Document With Incorrect Case Numbers Policy 
OTHER PARTIES INVOLVED:
· Courtroom Services
· EDM-QC

· ITG

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
· EDM-QC:  Electronic Document Management – Quality Control

· ETS:  Exhibit Tracking System

· iCIS:  Integrated Court Information Systems
· ITG:  Information Technology Group
· RFS:  Request for Service

APPLICABILITY:
This procedure applies to Adult Exhibits.
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