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District Attorney Case Management System


Appendix A-4 – Discovery Requirements
	Item
	Priority

(High,

Med,

Low)
	Title
	Description

	4-1
	
	
	Discovery

Requirements

	4-1.1
	
	High
	Discovery Log Inquiry
	Must provide the ability to display a list of Discovery items.  The list should include all item prepared for Discovery, but not picked up or delivered.

The list shall be filtered by the following:

· List all Discovery items (default display view)

· List all items by Defense Attorney name (Last Name)

· List all items for a DA case or for a specific defendant with the DA case.

· List items overdue for 1 to 9 weeks or more past the date prepared.

Display the list in DA Case number order.

See attachment 26.

	4-1.2
	
	High
	Discovery detail inquiry
	The Discovery list shall include the following items:

· DA case number

· Defendant type and number

· Date the Discovery item was prepared

· Defense Attorney

· Defense Attorney phone number

· Notify Date

· Discovery log record number (key)

· Payment required (Yes or No)

· Number of pages 

· Type of Item (CD, Photo, etc)



	4-1.3
	
	High
	Discovery Actions and status updates
	Must provide the ability to complete the following transactions:

A= Add additional Discovery items

B = Browse (View) the Discovery item selected in the data entry mode.

C = Ability to change data for the Discovery item selected. The Discovery data entry screen is displayed and updates are allowed.

D = Ability to delete the Discovery item selected.  The 

Discovery data entry screen is displayed and a delete confirmation required.

M = Mail (indicated items were mailed).  Can only be used for non-payment items and no a receipt is not required.  

The following data elements are updated:

· Complete Date,

· Complete Time (time and date stamp),

· Pickup Flag is set (M=Mailed),

· Payment Flag set to ‘No’,

· Received By (Defense Attorney),

· Source (indicate which program updated the record)

N = Notify (Log the Date, Time, User indicating the attorney was notified the Discovery items are ready for pick-up.  The application shall track 3 notify dates to each time the clerk has contacted the defense Attorney.)  The following data elements are updated:

Notify Date (use today’s date),

Notify By (user ID signed-in),

Date and Time stamp,

Source (indicate which program updated the record)

P = Pickup (indicate the items have been picked up) Can only be used for non-payment items and no a receipt is not required.  The following data elements are updated:

Complete Date,

Complete Time (time and date stamp),

Pickup Flag is set (M=Mailed),

Payment Flag set to ‘No’,

Received By (Defense Attorney),

Source (indicate which program updated the record)

R = Receipt (For when payment is required) 

Transfer to the receipt screen (Fee Processing Receipt screen).  Display all items for this Discovery package, cost of each item, total and set Pickup Date to today’s date.

X = Reject items (Re-moved record from the list.

The following data elements are updated:

· Receipt number is cleared

· Complete Date,

· Complete Time (time and date stamp),

· Pickup Flag is set (X=rejected),

· Payment Flag set to ‘No’,

· Received By (Defense Attorney),

· Source (indicate which program updated the record)

The user shall also be able to select an item to see the details. 

	4-1.4
	
	High
	Help
	Provide a description and ‘Help’ associated with each action code listed above (B, C, D, M, N ,P, R and X)

	4-1.5
	
	High
	Security
	Only clerks granted update security for discovery shall be able to perform the status updates.  All others shall be limited to inquiry only.  (This is currently known as security class DA6 and is granted to the front desk clerks.)

	4-1.6
	
	High
	Scrolling forward and backwards
	Allow the user to scroll forward and backwards in the list.  

	4-1.7
	
	High
	Logging
	Log the clerk, date and time for all Discovery updates.

	4-1.8
	
	High
	Case Discovery inquiry 
	Shall provide a list of discovery items for a specific case.  The list shall include the status (picked-up by attorney), payment or no/charge and the date the defense attorney was notified and date the items were picked up.  This allows the DDA’s and paralegals to see if the defense attorney was already current in his/her discovery and/or payment for discovery he/she was demanding.  

	4-1.9
	
	High
	Discovery reports
	Report a monthly payment amount. Provide a total amount collect for the month and a total amount for awaiting pickup.  Report a summary list of cases awaiting pickup of discovery.



	4-1.10
	
	High
	Multi-media Discovery and electronic delivery 
	Allow for various types of files to be stored and tracked for each defendant in a case.  The files types should include PDF files, photos, audio files and video files.  

Provide the ability to track and provide discovery on certified records that are not to be unstapled.

Provide a method to view all file types while inquiring on a DA case.  Ability to view a video file (or any file type) by simply selecting (clicking) on the item.

Track the various documents by DA case number and defendant.  Allow for the above files to be sent electronically for discovery.  Or ability to secure and make these files available on the web for defense attorney with proper security.  Log when the defense attorney accesses these files and demand payment (if required) before defense attorney can view the discovery documents.   

	4-1.11
	
	High
	Discovery alert (email) to Defense Attorneys
	Create and send email notices alerting the Defense attorney the discovery package is ready for pickup or viewing.

Log the data, time and the email address used to send the notice.  

	4-2
	
	
	Discovery Data Entry

Requirements

	4-2.1
	
	High
	Discovery Data Entry data elements
	The Discovery data entry must allow for adding, changing and deleting Discovery items for tracking purposes.  

See the LD Database definition spreadsheet for a list of the minimum data elements to be tracked:  

· Discovery Description – LDC018T

· Discovery Fees and Receipt Tracking – LDC019T

· Discovery Log and Tracking – LDC017T

See attachment 27 and attachment 30 for screen samples.

Pre-condition: The DA case and Defendant must be on file.

	4-2.2
	
	High
	Valid codes for Discovery data elements
	Use the Translation Table code control file for validating the following codes.  Allow a help feature to display the valid codes to assist with data entry.

· Attorney Type

· Defense Attorney name

· Deputy DA (DDA assigned)

The record codes are documented in Appendix A-12 LD-LS Database Definition spreadsheet.  See tab LDC017T.

	4-2.3
	
	High
	Required fields
	The required data fields are documented in  LD-LS Database Definition spreadsheet.  See tabs: LDC017T, LDC018T, LDC019T and LDC020T.

	4-2.4
	
	High
	Prepared By and Date defaults
	If the ‘Prepared By” field is not entered, default to the user signed on. This is a required field.

If the ‘Prepared Date” field is not entered, default to today’s date.

	4-2.5
	
	High
	Payment Types
	The following payment types must be tracked:

C= Cash

CK=Check

NC=No charge

CC= Credit card payment

	4-2.6
	
	High
	Waive the fees
	Allow the discovery fees to be required or waived for each discovery package.  (The discovery fees are waived for public defender cases, for appointed and conflict attorneys and occasionally for retained attorneys.)

If the Payment flag is set to no, the itemized list will not include fees (fees are waived, the total amount due is zero).   

Note: Some public defenders also take private cases and will need to be billed the appropriate fees.  

	4-2.7
	
	High
	Payment and receipts
	When the Payment Required Flag is set to yes, the itemized discovery list will include fees and a total amount due.  

Receipts are required for discovery packages with fees due and the payment flag is set to yes.   A receipt value must be entered.  

Allow multiple copies of the receipt to be printed.  

Allow the receipt to be re-printed listing the original receipt number. 
Once a discovery package is processed (completion date entered), changes are not allowed.  The exception is for the clerical administrator.

A valid pick up type must be entered.  If not pick up date is provided, default to today’s date.

The Payment type is required when processing a receipt.

The name of the person picking up or receiving the discovery must be provided. (Received By field)

User must be authorized to process discovery receipts.  Currently this is defined as security class DA6.  All others are allowed inquiry only, no receipt processing is allowed.

See attachment 31.

	4-2.8
	
	High
	Pickup indicator
	Pickup Flag valid codes are:

E= Electronically accepted by defense attorney

M= Mailed discovery to attorney

P= Picked up in person

X= Pickup was rejected

The discovery item will remain on the list until the pickup flag is completed.

A completed date is required when a pickup indicator is entered.  If the Complete date is not supplied, default to today’s date.

	4-2.9
	
	High
	Rejecting Discovery items at pickup 
	Allow for the individual items in a discovery package to be rejected.  If payment is expected, delete the amount from the total.  

Allow all items to be rejected.  Do not allow a receipt number to be entered if the Discovery package is rejected (Pickup Flag = X)

	4-2.10
	
	High
	Discovery logging
	For each discovery item, log all changes to the fee, quantity, Rejected flag and if payment was expected or waived.  Log the date, time and user. Provide the ability to review all discoveries for the case and to see which items have been marked rejected.

	4-2.11
	
	High
	Required the Defendant for each Discovery package
	Each Discovery package shall be tracked by the defendant in each case.  Foe every Discovery package prepared required the defendant number.

	4-2.12
	
	High
	Description
	For each Discovery package allow for a description or note field where multiple lines of text can be entered and displayed. Currently the system allows for 9,999 lines of text (at 72 characters each). Providing a minimum of 10,000 characters will be sufficient. This allows the clerk to enter any special instructions or notes. 

Allow the clerk to add, update and delete notes as needed.   See attachment 28.   

	4-3
	
	
	Discovery Setup and Standard Lists

Requirements

	4-3.1
	
	High
	Standard Discovery list and fees
	Must be able to establish a list of standard items (add, change and delete items) and a default price.  

The discovery items must include the following with the standard fees (LDC020T):

Pages                .10 

Color pages     3.00 

Video Tapes   26.00 

Audio tapes    15.00 

CD'S                7.00 

Photos               .50 

DVD'S              15.00

See attachment 29.

The clerk is not required to enter the fees; these are populated automatically once the quantity is entered.  Allow the user to determine the standard order these items are listed.  Do not require a fee for every item. See attachment 30.

The screen must support scrolling or paging forward and backwards in the list.

	4-3.2
	
	High
	Inactive Standard items
	Allow the standard discovery items to be marked inactive by the clerical administrator.  If an item is marked inactive, do not display it in the list when a new discovery package is created.

	4-3.3
	
	High
	Allow changes to the standard Fees
	Must track each discovery item and fee at the time the discovery package was prepared.  So if the discovery fees are modified, only new discovery packages are affected by the fee change.  All previously created discovery packages are not altered.

Allow the clerical administrator to modify the items (add and remove) for the standard list and to modify the fees for each item.

The changes to the Discovery standard list and fees shall be logged.


Attachment 26:

Discovery Log Inquiry (and status update):
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The following features are provided in the Discovery Log Inquiry screen:

[image: image2.png]& ITD43 - ITD43 - BlueZone Mainframe Di

Eile Edit n Options Transfer

STANDARD FUNCTION KEYS SPECIAL ACTION CHARACTERS

(ENTER)

10111214 NUM 79.4415 [01,001




Attachment 27:

Discovery Log data entry screen:
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Attachment 28:

Discovery Description data entry: 
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Attachment 29:

Discovery Fee Description Setup (Standard list and Fees) system control screen:
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Attachment 30:

Discovery Fee list and data entry screen:
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Attachment 31:

Discovery Fee Processing Receipt screen:
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