Bringing Case Materials to the NDOK
To ensure the efficiency of prosecutions, the NDOK is requesting that case materials given to the USAO be produced in an electronic format per the following guidelines. You are encouraged in all cases to first meet with the AUSA and his/her legal support staff to determine how discovery should be provided and organized in each case since there always may be exceptions to these protocols.
Production to the USAO:
· [bookmark: _GoBack]All case materials should be produced to the USAO using digital media. Please consolidate as much as possible to avoid an unnecessary number of discs.
· Organize documents into a descriptive electronic folder structure. Use the following categories to organize the documents you have obtained:
	Case Initiation Information
	How case got started – referrals from citizen, federal or state agency, task force, etc.

	Court Process Documentation
	Affidavits, applications, and related documentation issued by the court (not drafts).  Examples are, search warrant requests, pen register requests, ping requests, TIII requests, etc.

	Criminal Histories
	Criminal histories and certified copies of convictions of defendants and witnesses.

	Discovery Materials With Other Sensitivity Considerations
	Medical records, trade secrets, tax return information, etc.

	Experts
	Reports and information related to tests, examination, or other scientific or technical analysis.

	Forfeiture Information
	Documents or evidence related to forfeiture.

	Grand Jury Subpoena
	Response material, with certificate of authenticity.  Each source should be in a different folder.

	Informant, Confidential Source, & Cooperator Information
	Records of promises, benefits, work on other cases, etc. Personal identifying information for CIs is not required in the initial production but may be required later in the case.

	Law Enforcement Reports
	Reports which are related to the case generated by any law enforcement agency.  To include all attachments, photos, videos, audio, and any other supporting documentation for the report.

	Related Matters
	State or local investigative materials, parallel proceedings materials, etc.

	Third Parties’ ESI Digital Devices
	Including those seized, subpoenaed, and voluntarily disclosed.

	Title III Wiretap Information
	Audio recordings, transcripts, line sheets, and call reports. The Session number must be included in the title of each document.

	Witness Statements
	Interview reports, transcripts of prior testimony, Jencks statements, etc.
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Folder Organization: 
· The USAO will bates‐number documents in the order they are received.
· Within each folder, please name files and folders with relevant event dates (not the report date) and descriptions.
· Dates should follow the ISO 8601[footnoteRef:1] format of YYYY-MM-DD.  This date format allows for sorting of events in chronological order.  If you adopt this date convention your life will be changed forever! [1:  ISO 8601 Format at Wikipedia https://en.wikipedia.org/wiki/ISO_8601] 

Electronic Formats:
· For emails, Microsoft Office documents, etc., which you have received from outside parties, please give them to the USAO in exactly the format you received them, i.e., in their native format, organized in folders as described above.
· For reports or other discoverable work product give these to the USAO in their native format (i.e., as Word documents or PDFs) rather than printed and scanned.
· DO NOT bring compiled PDF files, especially PDF portfolios or large single PDF files with multiple documents separated by bookmarks.
· When scanning paper documents, be sure to scan all documents in black and white (binary) at 300dpi unless the document contains relevant color content; in such case, scan those pages in color at 300dpi.
· Audio, photos, and video should be produced in industry standard formats. Acceptable file types include WAV, MP3, and WMA for audio, and MPG, MP4, AVI and WMV for video. If you have software that came with your recording device or system which allows conversion to one of these standard formats, perform the conversion before bringing it to the USAO.
Questions?
· Regarding your case materials, please contact your AUSA.
· Regarding electronic format or these guidelines, please contact one of the following:

	IT Litigation Technology Staff
	Kristi Batterson Hank Hampton
	918-382-2703 kristina.batterson@usdoj.gov
918-382-2728 hank.hampton@usdoj.gov




