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PURPOSE:

To provide instructions for pulling the Court Administration copies from the In-Custody complaints filed the previous day.
OBJECTIVE:
· To provide the necessary direction in pulling the copies of In-Custody complaints       required by Court Administration.
EVENT DRIVER:

· In-Custody Complaints are brought to and processed at RCC/EDC
· RCC/EDC Court Administration requires copies of these documents in order to begin their daily functions.
PROCEDURES: 
1. Every night, In-Custody Direct Complaints will be placed sideways and have a date written on the top right hand corner in the assigned bins to simplify identity of which complaints have to be pulled. 
A. The bins are located on the front wall in RCC/EDC and are labeled as:

a. RCC-IC/War/WI
b. EDC-DT

B. The person assigned to this function should retrieve the complaints from the coordinating bin.
2. For each defendant, pull the copy of the Direct Complaint and one copy of the CIS sheet for Court Administration.  The packet should be in order as follows:
A. CIS sheet with the case number. 

B. Direct Complaint with a copy stamp and case number.
3. Once the copies are pulled, clip them together and put them in the assigned bins until the Court Administration staff comes to pick them up.
A. RCC copies will be put in the bin labeled Court Admin RCC.
B. EDC copies will be put in the bin labeled Court Admin EDC.
	Note: Keep the complaints for each court location together. Keeping the copies for different locations separate is important since different staff in Court Administration process them for each location.  Each day, there should be two batches (EDC-DT and RCC-DT) for delivery to Court Administration.


4. Send an e-mail to Court Administration informing them that their paperwork is ready.  See Figure 1.
A. The RCC/EDC supervisor will maintain and update a distribution list entitled Complaints. Use the most recent list to send the daily Court Admin e-mail.

B. Copy each RCC/EDC staff and supervisor working that day in the e-mail.

C. In the Subject line, type Complaints are ready.
Figure 1
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5. Court Administration staff will then come and pick up the copies.

POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· RCC/EDC Court Administration
TIME / VOLUME:
· 0.6
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Microsoft Outlook
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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