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PURPOSE:

To provide instructions for breaking/sorting of EDC Criminal Direct Complaint packets for scanning and distribution in the Office of the Clerk of the Court.

OBJECTIVE:
· To complete the breakdown and sorting for scanning and distribution of Criminal Direct Complaint packets no later than 10:00AM each business day.

· Please note that other departments receive their work from us and are under time constraints. Waiting until after 10:00AM for their work is unacceptable. 
EVENT DRIVER:

· RCC/EDC staff receive Direct Complaint filings, they are processed and staged in labeled bins for next day breakdown for scanning and document distribution

PROCEDURES: 

1. Open Microsoft Office Outlook.  Go to the calendar schedule titled CR EDC/RCC- DT, determine your daily work assignment(s).  See Figure 1

Figure 1
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2. Locate the bin in the RCC/EDC area that is labeled with the assignment, for this function the bin is labeled as EDC Complaints.
3. Pick up all direct complaint packets in the assigned bin.
4. Sort all direct complaint packets by case type (i.e.- Summons, In-Custody, Warrant, or Warrant In-Custody).
5. Count all complaints including co-defendants and take note for stats and the batch slip.
6. For all summons cases, do the following:

A. Open Microsoft Office Outlook.  Go to the calendar schedule titled CR EDC/RCC- DT, determine the next available court date by counting 25 to 30 days out from the current date (available dates will list IA/SUM highlighted in purple).  See Figure 1. 
B. Open Microsoft Office Outlook.  Go to the calendar schedule titled RCC – DT Summons.  See Figure 2.
Figure 2
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C. Enter the following information:

a. Due Date: The next available court date determined in step 6.A.
b. File Date: The date of the filestamp on the direct complaint.
c. Case Number: As it is listed on the direct complaint.
d. Defendant Name: As it is listed on the direct complaint.
e. Court: As it is listed on the direct complaint (i.e. EDC).
f. Press Enter.
g. The information will drop down on the screen.  See Figure 2.
D. Stamp the next court date on the two summons and the copy of the direct complaint.
7. Begin to sort/break the complaint packets according to the description given below for each case type. 
A. In Custody complaint packets: Sort and distribute the documents according to Figure 3:

Figure 3

	Qty.
	Form
	What copy is for
	 
	 

	1 
	Barcode Sheet
	Scanning
	 
	 

	2
	Direct Complaint
	1 Original for scanning
	1 Copy for Court Admin.
	 

	 
	 
	 
	(This copy may be pulled already)
	 

	 
	 
	 
	 
	 

	3
	CIS Sheets
	1 Original for scanning
	1 Copy for Court Admin
	1 Copy for address updates

	 
	 
	 
	 
	 

	1
	Form IV
	1 Original for scanning
	 
	 

	 
	 
	 
	 
	 

	 
	VIS Sheet
	Not used for this case type, shred
	*This is not in every packet
	 

	 
	 
	 
	 
	 

	 
	Disposition Sheet
	Send to Disposition via Interoffice mail
	*This is not in every packet
	 

	
	
	
	
	


B. Summons complaint packets:  Sort and distribute the documents according to Figure 4:

Figure 4

	Qty.
	Form
	What copy is for
	 
	 

	1 
	Barcode Sheet
	Scanning
	 
	 

	2
	Direct Complaint
	1 Original for scanning
	1 Copy for Court Admin.
	 

	 
	 
	 
	 
	 

	3
	CIS Sheets
	1 Original for scanning
	1 Copy for Court Admin
	1 Copy for address updates

	 
	 
	 
	 
	 

	2
	Summons
	1 Original for scanning
	1 Copy to mail to defendant
	 

	 
	 
	 
	 
	 

	1
	Form IV
	1 Original for scanning
	 
	 

	 
	 
	 
	 
	 

	*
	VIS Sheet
	Not used for this case type, shred
	*This is not in every packet
	 

	 
	 
	 
	 
	 

	*
	Disposition Sheet
	Send to Disposition via Interoffice mail
	*This is not in every packet
	 


C. Warrant complaint packets:  Sort and distribute the documents according to Figure 5:

Figure 5

	Qty.
	Form
	What copy is for
	 
	 

	1 
	Barcode Sheet
	Scanning
	 
	 

	2
	Direct Complaint
	1 Original for scanning
	1 Copy for Court Admin.
	 

	 
	 
	 
	 
	 

	3
	CIS Sheets
	1 Original for scanning
	1 Copy for Court Admin
	1 Copy for address updates

	 
	 
	 
	 
	 

	1
	Warrant Fact Sheet
	1 Original for scanning
	 
	 

	 
	 
	 
	 
	 

	1
	Warrant + VIS or CIS
	1 Original for Sheriff's Office
	 
	 

	 
	 
	 
	 
	 

	1
	Form IV
	1 Original for scanning
	 
	 

	 
	 
	 
	 
	 

	*
	VIS Sheet
	Attached to original warrant
	*This is not in every packet
	 

	 
	 
	 
	 
	 

	*
	Disposition Sheet
	Send to Disposition via Interoffice mail
	*This is not in every packet
	 


D. Warrant in Custody complaint packets:  Sort and distribute the documents according to Figure 6:

Figure 6

	Qty.
	Form
	What copy is for
	 
	 

	1 
	Barcode Sheet
	Scanning
	 
	 

	2
	Direct Complaint
	1 Original for scanning
	1 Copy for Court Admin.
	 

	 
	 
	 
	 
	 

	3
	CIS Sheets
	1 Original for scanning
	1 Copy for Court Admin
	1 Copy for address updates

	 
	 
	 
	 
	 

	1
	Warrant Fact Sheet
	1 Original for scanning
	 
	 

	 
	 
	 
	 
	 

	1
	Warrant + VIS or CIS
	1 Original for Sheriff's Office
	 
	 

	 
	 
	 
	 
	 

	1
	Form IV
	1 Original for scanning
	 
	 

	 
	 
	 
	 
	 

	*
	VIS Sheet
	Attached to original warrant
	*This is not in every packet
	 

	 
	 
	 
	 
	 

	*
	Disposition Sheet
	Send to Disposition via Interoffice mail
	*This is not in every packet
	 


E. Warrant No Probable Cause complaint packets:  Sort and distribute the documents according to Figure 7:

Figure 7

	Qty.
	Form
	What copy is for
	 
	 

	1 
	Barcode Sheet
	Scanning
	 
	 

	2
	Direct Complaint
	1 Original for scanning
	1 Copy for Court Admin.
	 

	 
	 
	 
	 
	 

	3
	CIS Sheets
	1 Original for scanning
	1 Copy for Court Admin
	1 Copy for address updates

	 
	 
	 
	 
	 

	1
	Warrant Fact Sheet
	1 Original for scanning
	 
	 

	 
	 
	 
	 
	 

	1
	Form IV
	1 Original for scanning
	 
	 

	 
	 
	 
	 
	 

	*
	VIS Sheet
	Attached to original warrant
	*This is not in every packet
	 

	 
	 
	 
	 
	 

	*
	Disposition Sheet
	Send to Disposition via Interoffice mail
	*This is not in every packet
	 


8. After sorting/breaking the complaint packets, do the following:

A. Prepare green batch slip naming the batch DCO and place the batch slip on top of the stack of sorted documents for scanning.  Place the batch in the designated area for scanning.
B. Clip the sorted documents for court administration together and place in the designated bin labeled EDC Court Admin located in the RCC/EDC area.
C. Place any Disposition Sheets in the bin labeled Dispo Sheets located in the RCC/EDC area.
D. CIS Sheet copies for updating addressed will be held and completed by the individual breaking the complaints.
E. For all Warrants, do the following:

a. Verify the warrant has been signed by the Judge/Commissioner and the bond amount is given.
b. Sign and crimp the warrant.
c. Make a copy of the signed warrant.
d. Attach a Victim Information Sheet (VIS) or Court Information Sheet (CIS) to the original warrant.
e. Repeat steps 8.E.a. through 8.E.d until all warrants are complete.
f. Place all original warrants with attached VIS or CIS in the bin labeled Warrants for Sheriff.
g. Place all copies of the warrant in the bin labeled IWA.
F. For all Summons, do the following:

a. Verify the summons has been logged and stamped per steps 6.
b. Sign, date and crimp the original summons, conform stamp the copy of the summons.
G. Repeat steps 8.F. until all summonses are prepared for mailing.
H. Mail the copy of the summons:

a. Create three identical mailing labels with the following information:

i. Defendant Name

ii. Address

iii. Case Number 

iv. Next Court Date

b. Use the labels to send the copy of the summons and the designated mailing insert to the defendant by certified mail.
c. Tape the certified mailing receipt to the original summons.
I. Repeat steps 8.H. until all copies of the summonses have been mailed.
J. Open iCIS.  Search by case number on the original summons>Entry>Docket>click Add.  See Figure 8.  Enter the following information:
a. File Date: the date show in the filestamp

b. Bar Number: shown on the original summons

c. Document Title: Docket Code SUM ( from the pull down menu)

d. Click Bar Code, a bar code sheet will print on yellow paper

e. Collate the bar code sheet on top of the original summons

f. Stage the document set for batching

K. Repeat steps 8.J until all original summonses are docketed and ready for batching.
L. Prepare the documents for scanning by removing all staples and/ or clips, complete a green batch slip naming the batch SUM and place it on top of the stack of documents. Place the batch in the designated staging area for scanning.
Figure 8
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POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:

· RCC/EDC Court Administration

· Sheriff’s Office

· Disposition Department
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily before 10:00 am
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· iCIS
· Microsoft Office Outlook
REPORTS / FORMS:
· Barcode header page

· Scanning Batch Slip
DEFINITIONS:
· Crimp: Application of the embossed (raised) court seal.

· Co-Defendant: Direct Complaint filing with multiple defendants
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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