Rule 5102: Custody of Exhibits. General Provisions.

(@)

During Court Proceedings before Judge.

(1)

(2)

The Court Reporter shall be designated as the custodian of all
documentary exhibits and photographs of non-documentary exhibits
accepted or rejected during the court proceedings.

The Court Crier/Clerk shall maintain the Index of Exhibits during the court

proceedings. The Court Crier/Clerk shall use the form supplied by Court
Administration which shall be in the following format:

INDEX OF EXHIBITS

No.

Description/Title Proponent Admitted | Rejected | Sealed | Confidential
by Information

Court Sheet (If

required)
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3)

The proponent shall include a Confidential Information Form or
Confidential Document Form for any exhibit offered into evidence that
contains confidential information or confidential documents as defined in
the Case Records Public Access Policy of the Unified Judicial System of
Pennsylvania. These forms shall be given by the proponent to the Court
Crier/Clerk at the time the evidence is introduced.

After Court Proceedings before Judge. The Court Reporter shall be
designated as the custodian of all documentary exhibits and photographs of non-
documentary exhibits after court proceedings have concluded.

(1)

The Court Reporter shall:

(i) retain or take custody of all documentary exhibits, photographs,
and photographs of non-documentary exhibits accepted or rejected
during the court proceedings;

(i) file all documentary exhibits, photographs, and photographs of non-
documentary exhibits with the records office within five (5) business
days of the conclusion of the court proceedings; and




(c)
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(i)  secure and maintain all other non-documentary exhibits as directed
by the Court or agreed to by the parties.

The Court Reporter shall obtain the Index of Exhibits prepared during the
court proceedings from the Court Crier/Clerk and compare the exhibits in
the possession of the Court Reporter with the Index of Exhibits. The Court
Reporter shall file the Index of Exhibits with the exhibits in the records
office.

Proceedings before Divorce Hearing Officer and Juvenile Hearing Officer.

(1)

(2)

3)

(4)

In proceedings before the Divorce Hearing Officer and Juvenile Hearing
Officer the Hearing Officer shall be the custodian of the documentary
exhibits.

The Hearing Officer shall retain all documentary exhibits, photographs,
and photographs of non-documentary exhibits accepted or rejected during
the court proceedings.

The Hearing Officer shall prepare the Index of Exhibits and file the Index
of Exhibits with the exhibits in the records office.

The Hearing Officer shall ensure that a Confidential Information Form or
Confidential Document Form for any exhibit offered into evidence that
contains confidential information or confidential documents as defined in
the Case Records Public Access Policy of the Unified Judicial System of
Pennsylvania was completed and filed with the exhibit.



