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We will be moving back to utilization of the folders within the
LERMs case file. This will organize your case files and assist
those who are not familiar with the case easily locate the
information in which they are looking for and/or need. We
need to ensure the items in our case files are labeled

correctly to depict what information is contained within each
file.
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If for some reason you drop the file in the wrong fold simply selct the file
and move it to the correct folder.




LABELING FILES

» Label files with the folder or subfolders title and a accurate description of the file
in the following manner.
o Example: "Lab Report: Digital Forensics of Exhibit 5 (Samsung Cell Phone)"

* This is to include those files uploaded by Deputies prior to and during your
investigative involvement.

* When labeling supplements or arrest reports please label the PDF version of the
file. (The word document may remain unedited and does not need to be moved
into a folder.)
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