PROCESSING EXHIBITS
L.D.R.  05/05/10
Processing exhibits is the final review of the exhibit receiving and verification process, proper packaging of the items, assignment and storage of the exhibit(s), updating the Exhibit Tracking System (ETS) and filing of the Exhibit Worksheet for inclusion into the case record.  The exhibits clerk processing the exhibits must not be the same clerk who received and verified the exhibits.
Exhibits Clerk Processes:
· Retrieve case in ETS
· Review exhibit worksheet:

· The worksheet is filed by the courtroom 
· Hearing officer is entered
· Cause number is entered
· Co-defendant (yes or no) is marked
· Hearing type is entered
· Hearing date is entered; if there are multiple hearing/trial dates, enter only the first day of the hearing/trial
· Case caption is entered; Jane Doe vs John Doe or “In the Matter of”
· Counsel’s name is entered  If the party of record represents themselves, counsel should reflect “pro per” or “pro se”

· “Ex#” matches to the corresponding exhibit tag

· The party identified under “ID”, “Off’d” and “In Evidence” matches to the exhibit tag

· Verify each description; ensure it describes the physical exhibit (i.e. financial record, tax return, photo, email or letter).  An exhibit description must not be blank or include descriptions as “Misc.” or “document”.
Refer to Receiving and Verification of Exhibits procedure for instructions regarding special handing of exhibits and exhibit description examples and definitions.
The courtroom clerk is encouraged to release large or bulky exhibits at the conclusion of a trial/hearing.  The exhibits are rarely sent to the appellate court upon appeal.

· Identify the exhibit(s) released/withdrawn/disposed
· Released exhibit:

· a “y” is entered under the column “Released”; status in ETS is “released
· Withdrawn exhibit:

· a “line” is drawn through the exhibit description; a “y” is entered under the column “Released”; status in ETS is “released”
· Disposed exhibit:

·  a “D” may be handwritten under the column “Released”; a minute entry order accompanies the exhibit worksheet; status in ETS is “disposed”
An exhibit released or withdrawn is returned to the submitting party of record.  The courtroom clerk prepares and attaches the “Exhibit/Record Release Form” to the “Exhibit Worksheet”.  When attached to the exhibit worksheet it is not filed by the courtroom clerk; only the exhibit worksheet is filed.

· Review the “Release” form:
· Case caption and cause number

· Items released; list by exhibit number

· Party of record to whom item(s) are released

· Checks permanent or temporary release; temporary release includes signature and date of return

Temporary Release:  During a hearing/trial, exhibits marked for identification, offered and/or received into evidence can be temporarily released from the custody of the court.  The courtroom clerk prepares a release form and marks it as a “temporary”.  During the receiving process, the temporary release form is attached to the Exhibit Worksheet; it is not filed-in.
Permanent Release:  If the party of record does not take immediate possession of the exhibit(s), the courtroom clerk may continue processing exhibits received into evidence from a hearing/trial.  The courtroom clerk delivers the exhibit(s), the original exhibit worksheet and a copy of the permanent release form.  The copy of the form designates the item(s) released but does not include signature of the recipient and date of release.  The form is signed by the deputy clerk, marked as “copy” and is attached to the original exhibit worksheet; it is not filed-in.

Upon possession of the item(s) by the party, the courtroom clerk obtains the signature and date of release.  The original release form is filed-in, sent to Exhibits or docket for inclusion into the case record; it is not attached to the original exhibit worksheet.

· Printed name of the party; released to or returned by

· Date of permanent release; return date for temporary release

· Signature of recipient

· Signature of deputy clerk; upon release or return of the exhibit(s)

· Review the exhibit tag entries:

· “Exhibit No”; the number entered must match the number on the exhibit worksheet
· “Cause No” is entered
· “For Identification”; the party identified on the exhibit worksheet under column “ID” must match the exhibit tag.  The courtroom clerk enters the date the exhibit was marked for identification.
· “In Evidence”; the party identified on the exhibit worksheet under the column, “Off’d” must match the exhibit tag.  The courtroom clerk enters the date the exhibit is received into evidence by the court; this date must match the date entered under the column “In Evidence” on the exhibit worksheet.  If the exhibit is not received into evidence, a date is not entered.
· “By”; requires the signature of the courtroom clerk.  A preprinted tag from ETS may include the preprinted name (not signature) of the courtroom clerk.

· ETS assigns a “unique” barcode number to each exhibit tag created.  The barcode number is a way to track the history of a “specific” exhibit (i.e. remarking of an exhibit from one hearing date to the next)
· If a discrepancy is identified within the processing stage, refer the discrepancy to the exhibits team lead.  The team lead coordinates the correction with the courtroom clerk.
· The exhibits clerk signs and dates on the “Processed By” line
Processing Exhibits:
Exhibits must be processed and placed in storage within (1) business day of receipt from the receiving and verification process.
· Make a copy of the exhibit worksheet and/or release form to store with the exhibits
· Submit the original exhibit worksheet and exhibit release form to docket for inclusion into the case record.

Package Exhibits:
· Envelope:
· Uses manila envelopes for Area I exhibits; use gray envelopes for Area 2 
· Enters the case number vertically on the right side of the envelope (open end)

· Enters the case caption on the upper left corner of the envelope

· Enters the exhibit number(s) stored in the envelope; center of the envelope

· Enters the hearing date in the lower left-hand corner
· Places an orange-colored “biohaz” sticker on the front side of the envelope, next to the cause number, when storing a biohazardous item
· Box:

· Prepares a label and include the cause number, defendant ID, when applicable, hearing date and list the exhibit(s) enclosed within the box.  Depending on the size of the box, attach one label on the top of the box and one label on each side of the box.
· Places an orange-colored “biohaz” sticker on the box when the box contains a biohazardous item
· Weapon box:  Attach a label at the end of the box; include cause and exhibit number
· Chart:

· Enters the case number vertically on the back, left-hand side; include party’s ID

· Enters the exhibit number on the back of the chart
· Secures the exhibit tag to the chart
· X-ray:

· Wraps the X-ray in brown paper, if not received in an x-ray jacket
· Enters the cause number vertically on the left side; include party’s ID
· Enters the exhibit number(s) and hearing date on the jacket or brown paper covering
· Secures the exhibit tag to the x-ray
· Large, Bulky exhibits:

· Prepares a label and includes the cause number, defendant ID, when applicable, and list the hearing date; attach to the exhibit
· Secures the exhibit tag to the exhibit.

· Places an orange-colored “biohaz” sticker on the exhibit if it biohazardous
A sealed exhibit is not stored separately but remains with the case.  If the sealed exhibit is a sensitive/security item, it is stored in Area 2.
· Assigns and update the storage location in ETS.

