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PURPOSE:
· To provide instructions for processing IAD (Initial Appearance Documents) packets for the Office of the Clerk of the Court.
OBJECTIVE:
· To provide the necessary direction to ensure removal of confidential documents and the docketing of Initial Appearance Documents (IAD) packets.
EVENT DRIVER:

· An Initial Appearance Document (IAD) packet is received from:
· The Courtrooms
· IA Court

· Court Administration
· Mail from other courts/counties
· Other areas as they occur.
PROCEDURES: 
1. Initial Appearance Document packets (IAD) are created in IA court for the Judges/Commissioners that hear initial appearance hearings. The packets contain background and criminal information about the defendant so the Judge/Commissioner can set a bond and has the necessary information to fill out a Release Order. 
Note: The IAD packets are non-priority documents in the RCC/EDC area.  The IAD packets are received after the defendant has appeared in court.  
2. Upon receipt of an Initial Appearance Document (IAD) packet, do the following:

A. Count 50 IAD packets into a stack.
B. Filestamp the first page of the packet with the current date.
C. Verify the case number is legible and complete.
· CR should be listed in front of the case number.
D. Arrange the packets in order by year (earliest to current year).
3. Open the EI Bar-Coding program:
A. Check the boxes if applicable and fill out the necessary fields:
a. Case Type: CR

b. Docket Code: IAD

c. Case Year: Leave blank

d. Filing Date: (Enter 010101 if you have different filing dates in a batch) or proceed to enter the filing date if they all have the same date.
B. Check the box Remember Preferences.
C. Click Start Express Indexing.
D. Proceed with the EI Bar-Coding process per PRO-CROPS-1010: Bar-coding Documents using Express Indexing Program.
4. Collate the yellow barcode page on top of the matching packet. 
5. Repeat steps 1. through 4. until all packets are file stamped and barcoded
6. Clean/prep the packets for scanning. The packets will need to be cleaned of any extra and/or confidential documents and/or staples and clips before scanning. 
A. IAD packets for scanning should consist of the following documents:
a. Page one of the Pretrial Services Agency (PSA) document.
b. Financial Information.
c. Warrant (Only keep if original information is written or added to the document, otherwise discard).
d. Form IV (Release Questionnaire).
e. Various documents that may be provided by other courts or counties.
B. Documents that must be removed consist of the following documents:
a. Confidential packets marked with Purple or Pink coversheets– to be shredded.
b. Confidential packets with Pre-Sentence Reports (PSR) marked with Orange coversheets – send to CR Filing Counter.
c. Confidential packets marked with a Blue coversheet– send to Pretrial Services DJC 3rd Floor
E. The following documents must be removed only from Maricopa County Superior Court packets. These document will then be filed and docketed separately:
a. Order Regarding Counsel- File and Docket separate using docket code ORC.
b. Release Order- Filestamp and Docket separate using docket code ROR.
Note: Only documents listed in step 6.B. will be removed from packets received from other courts or counties. Otherwise all other documents will remain in the packet.

7. Repeat step 6. until all packets have been cleaned. 
8. Complete a Purple Batch slip cover sheet and place on top of the stack of documents to be scanned. 
9. Place batch in designated staging area for scanning.
POLICIES / RELATED DOCUMENTS:
· PRO-CROPS-1010: Bar-coding Documents using Express Indexing Program

OTHER PARTIES INVOLVED:
· The Courtroom
· IA Court
· Court Administration

· Pretrial Services

· CR Filing Counter
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· EI Express Bar-Coding Program
REPORTS / FORMS:
· Barcode header page
· Scanning Batch Slip
DEFINITIONS:
· Clean/prep: Removal of staples, clips and confidential documents
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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