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Massive Data File (4 GB or greater) Procedure

1. Receiving MDF file from LEA and Returning Media Device: 
a. When LEA submits the MDF to the Intake Discovery Unit (I/D) 

i. LEA must identify MDF by case number, and include a LEA contact person for return of the MDF device.
b. I/D shall create and print out a copy of the MDF LEA Receipt form and require the agency representative to fill out the appropriate information and then provide a copy for the LEA.  The original shall stay with the MDF device.
c. I/D shall email IS informing them a MDF has been received.
d. IS shall pick up the MDF and MDF LEA Receipt and copy the MDF to our MDF server and test the MDF to ensure it works and the data is accessible.
i. The MDF file shall be named with ICR # and Defendant (or Lead Defendant) name. E.g. BCSO 20-1234 John DOE.
ii. If there are multiple MDFs for a case, the naming convention shall be ICR # and (Lead) Defendant name on the main MDF folder. All subfolders will be identified by numbers.  E.g. BCSO 20-1234 John DOE #1: John DOE #2, etc. (The LEA naming convention shall remain as the file name.)
iii. IS will then complete their portion of the MDF LEA Receipt form with file path and name and file size information filled out and return the MDF device and MDF LEA Receipt to I/D.
e. When the MDF device and MDF LEA Receipt has been returned to I/D, the following will take place: 
i. I/D will generate, inside the case, CRIM064 – “MDF Memo to Defense Counsel” and input the the size of media device defense counsel needs to bring. 
ii. I/D will scan and upload the “MDF LEA Receipt” into the case under the document type “MDF LEA Receipt.” 
f. I/D contacts LEA representative on form to pick up their media device.
g. NOTE - If there is no case yet uploaded in eProsecutor and we receive a MDF; I/D shall hold the MDF LEA Receipt pending arrival of the case and when the case is uploaded, I/D will upload the MDF LEA Receipt into eProsecutor and generate CRIM064 – “MDF Memo to Defense Counsel.” 
h. NOTE – If there is a case submitted via the eProsecutor Portal and the LEA denotes there is a pending MDF file for the case in a comment section - the LEA will need to denote the file size and I/D will do the following:

i. When I/D sees a MDF comment on upload, I/D will generate CRIM064 – MDF Memo to Defense Counsel and input the appropriate information. 
ii. If a DDA wants the MDF, they will contact the LEA and request the MDF be brought to I/D - if the MDF has not already been brought in - and the process outlined above will take place.

i. I/D shall store the original media device until the LEA comes to pick it up.  The LEA will sign receipt when picking up the media.

i. I/D will scan the Final MDF LEA Receipt into eProsecutor under the document type “MDF LEA Receipt” and denotes in the memo field “Final Receipt.” 
j. I/D will store MDF LEA Receipts in a central depository for historical purposes. 
2.  Discovery of MDFs to Outside Counsel

a. The assigned DDA, when reviewing their case, will see CRIM064 and MDF LEA Receipt inside the case’s file cabinet. 

i. CRIM064 is the memo to defense counsel. 

ii. CRIM064 will serve as the DDA’s notice there is a MDF for the case.

iii. CRIM064 is also a discoverable document and the DDA can disco this out with their discovery to put the defense attorney on notice.

iv. NOTE – I/D will be uploading the MDF LEA Receipt into eProsecutor at the same time they generate CRIM064. The presence of the MDF LEA Receipt is notice to the DDA that our office has the MDF and it is housed on our MDF server. 

1. If there is no MDF LEA Receipt inside the eProsecutor file cabinet, the DDA will need to contact the LEA and request the MDF be delivered if appropriate. 
b. When Defense Counsel downloads their discovery, they will see CRIM064 and be alerted there is a MDF for this case. Defense Counsel shall contact I/D to arrange for copying of the MDF.
c. Defense Counsel’s MDF storage device shall be dropped off at I/D and they will be contacted when the MDF storage device is ready for pick-up.
d. I/D shall obtain a name and contact number of Defense Counsel or their designated representative for completion of “Defense Counsel MDF Receipt.” 
e. I/D shall notify IS the media storage device is here for copying the MDF.
f. IS shall copy the MDF file to media storage device and verify accessibility of the MDF on Defense Counsel’s media storage device.
g. IS will give the media storage device back to I/D.  I/D will call the defense contact and notify them the MDF media storage device is ready for pickup.  If any questions are asked, I/D must direct Defense Counsel to contact the assigned DDA with any questions.
h. When Defense Counsel or their representative picks up the MDF, they shall sign the “Defense Counsel MDF Receipt,” before the MDF is discovered to them.  
i. I/D shall take the completed “Defense Counsel MDF Receipt” and upload it into eProsecutor and discover it to defense counsel in order to preserve the tracking history. 
3. If Defense Counsel subsequently contacts I/D and says the file cannot be read or opened. I/D shall email the assigned DDA and DA – IS shall be cc’d on that email. The email’s subject line shall read, “MDF cannot be read or opened.” In the body of the email, the ICR #, Defendant(s) name and Defense Counsel Name will be provided and the nature of the call and who made the call will also be provided in the email. 
4. The DDA shall contact Defense Counsel and arrange a time for Defense Counsel to bring the MDF back.  The DDA shall also contact IS and request an IS representative be available for the time the MDF is to be returned.

5. When defense counsel returns with the MDF, the DDA and IS representative will meet with Defense Counsel and test the MDF to determine if there is a problem.

a. If the MDF cannot be opened or is corrupted, IS shall recopy the file, verify the MDF can be opened and viewed and provide the MDF back to Defense Counsel.

i. Defense Counsel will be required to sign another “Defense Counsel MDF Receipt,” and this will be uploaded into eProsecutor; however, the comment/memo box for the document will have “2nd Attempt” written in. The “Defense Counsel MDF Receipt” will then be discovered to defense counsel for tracking purposes.

b. If there is another assertion after the re-copy that the file cannot be opened or read, the DDA will tell defense counsel that they may come view the file here at our offices.  The DDA will make arrangements with IS to provide a spot for defense counsel to view the MDF while here.
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