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PURPOSE:

To provide instructions for the RCC/EDC Daily Run for the Office of the Clerk of the Court.
OBJECTIVE:
· To complete the series of drop-off and pick up sites for the RCC/EDC paperwork no later than 10:00am each business day.
· Please note that other departments that receive their work from us are under time constraints. 
EVENT DRIVER:

· Drop-off of RCC/EDC items is needed.
PROCEDURES: 
1. RCC/EDC Daily Run:

A. Batch the DROs (a.k.a. IDRUs) to be sent to CFO:
i. Gather documents from the bin labeled DROs from Clerks.
ii. Count each document and fill out a green DRO batch slip.

B. Court Admin Copies:
i. Gather DCO copies from the bin labeled Court Admin RCC.

ii. Gather DCO copies from the bin labeled Court Admin EDC.

iii. Gather Warrants from the bin labeled Warrants for Sheriff.
2. First stop: South Court Tower 3rd Floor (SCT located at 175 W. Madison) – RCC Criminal Court Admin.
A. Go to the 3rd Floor and badge back at the door located on the west side of the building.

B. Drop off RCC Direct Complaint copies with the RCC Judicial Clerk or the RCC Judicial Clerk Associate.
3. Second stop: South Court Tower 2nd Floor (SCT) – EDC Criminal Court Admin.
A. Go to the 2nd Floor and badge back at the door located on the east side of the building.

B. Drop off the EDC Direct Complaint copies with the EDC Judicial Clerk Associate.
C. Go to the Central Court Building (CCB).  The SCT 2nd Floor connects to CCB 3rd Floor.  Take the elevator to the PL Level or take the escalator down to the PL Level.

4. Third Stop: West Court Building (WCB) 3rd Floor – OIC/Warrants.
A. Proceed to the West Court Building 3rd Floor.

B. Go to the black phone located on the wall to the right hand side.  Press the    Business Hours button and the phone will automatically dial back.

C. Advise them you are there to drop off Warrants and they will meet you at          one of the windows.

D. Give them the Warrants and the two yellow Warrant Delivery Logs.

E. They will verify the Warrants delivered match what is listed on the log and         they will sign your copy and keep the other for their records.

i. Return the signed log and put it in the RCC/EDC Lead’s inbox.
POLICIES / RELATED DOCUMENTS:
· Direct Complaint copies

· DROs

· Warrants

OTHER PARTIES INVOLVED:
· RCC/EDC staff

· CFO

· RCC Court Admin

· EDC Court Admin

· OIC/Warrants

TIME / VOLUME:
· 27 minutes
FREQUENCY:
· Each business day following the processing pulling the copies and recording the Summons dates in the RCC/EDC log.
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· S:\Doc_Management>EDC and RCC>Forms>RCC-EDC Warrant Delivery Log

REPORTS / FORMS:
· RCC-DT Summons Log

DEFINITIONS:
· Criminal Direct Complaint – Charges the person named with a particular offense.  A Criminal Direct Complaint must state the facts that constitute the offense and must be supported by probable cause.  
APPLICABILITY:
This procedure applies to all employees in the RCC/EDC department of the Clerk of the Court.
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