CRIMINAL CASE POCESSING
L.R.D.  07/20/11
In the processing of criminal cases:

· Lookup case in iCIS; reviewing the docket to check for items that may be pre-dockets

· If pre-dockets exist, send e-mail to:
· EDM Image Corrections - COSCX
· Wait for confirmation from EDM group that the pre-dockets have been processed

· Download case in C2C
· Check ETS for exhibits and D&C items 
· If exhibits are in the possession of COSC, complete Temporary Release Receipt form, e-mail form to 

· Exhibits - COSCX

· Appeals - COSCX

· If D&C items exist, detail request and email to

· Files Confidential - COSCX

· Check iCIS for Presentence Investigation (PSR)

· If Presentence Investigation Report (PSR) exists, e-mail 
· Appeals – COSCX 

· Include case number and file date of the PSR; Criminal History will be pulled by assigned staff
· Place notes on case card regarding exhibits, D&C items, and criminal history; include date ordered
· Update ProdAppeals with typist’s name in the Numbered by and Audited by fields

