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PURPOSE:

To provide instructions for breaking direct complaint filings with warrants
OBJECTIVE:
· To accurately complete the breaking and sorting of in custody direct complaint filings by 10:00AM – in time for the Daily Run
EVENT DRIVER:

· A direct complaint filing with a warrant is received from one of the following:

· County Attorney’s Office

· Attorney General’s Office

· Various Police Agency Officers/ Liaisons

· Direct complaint filings with warrants are prepared for a Judge/Commissioner to review and initiated in iCIS the previous business day
· Direct complaint filings with warrants are labeled with a W in the upper right hand corner near the file stamp and are found in the following bins:

· RCC – IC/War/WI 
· EDC – DT 
· EDC/RCC – SE 
PROCEDURES: 
I. Breaking Warrant Packets
1. Create sort piles as follows: See Figure 1
A. Direct Complaint (DCO) Pile: Sent to Scanning
a. Barcode

b. Filed in Direct Complaint (DCO)

c. Warrant Fact Sheet

d. Form IV

e. Yellow Flag Sheet: If applicable – RDOC or JVSC 

B. Warrant Pile: Continued in Section II
a. Signed Warrant

b. Victim Identifier Information Sheet (VIS)  - OR – Court Information Sheet (CIS)

C. Court Admin Pile: Placed in Court Admin Bin
a. Copy Stamped Direct Complaint (DCO)

b. Court Information Sheet (CIS): Not filed in

D. Court Information Sheet (CIS) Pile: Placed in CID Bin
a. Filed in Court Information Sheet (CIS)
E. Notice (NOT) Pile: Placed in NOT Bin
a. Filed in Notice

F. Disposition Report Pile: Placed in Dispo Bin
Figure 1
	Qty.
	Form
	What the copy is for
	Additional Notes

	1 
	Barcode Sheet
	 1 for DCO scanning batch
	 Verify case number to documents

	
	
	
	

	2
	Direct Complaint
	1 Original for DCO scanning batch
	Verify county attorney signature

	 
	 
	1 Copy for Court Admin
	 

	
	
	
	

	1
	Warrant
	1 Original signed by Judge
	Verify bond amount and date

	
	
	
	

	1
	VIS Sheet
	1 Blank for Warrant
	* This in not in every packet

	 
	 
	 
	 

	2
	CIS Sheets
	1 Original for CID bin
	

	
	
	1 Blank for Court Admin
	Shred any extra blank CIS sheets

	 
	 
	 
	 

	1
	Form IV
	1 Original for DCO scanning batch
	Verify defendant name matches DCO and swear stamp is included

	 
	 
	 
	 

	*
	Flag Sheet (RDOC/JVSC)
	1 for DCO scanning batch
	*This is not in every packet

	
	
	
	

	*
	Disposition Sheet
	Sort into Dispo Sheet bin
	*This is not in every packet

	
	
	
	

	*
	Notice Rule 2.3
	Sort into NOT bin
	*This in not in every packet


2. Important document information to verify as you break each direct complaint filings with warrants.
A. Barcode Sheet: Verify the case number on the Barcode matches the case number on the Direct Complaint

B. Direct Complaint

a. Verify County Attorney Signature 

b. If No Signature: Email the CA Signature Needed email distribution 

C. Form IV

a. Verify defendant name matches closely to the Direct Complaint.
b. Verify the Swear Stamp and Judicial Review Stamp is included and the Judicial Review stamp is signed.  See Figure 1B
Figure 1B
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D. Warrants

a. Verify Judge/Commissioner Signature
b. Verify Bond Amount

c. Verify Date review

3. Create a Batch Slip for the DCO (Direct Complaint) batch and send to scanning.
A. Circle: CR at the top
B. File Date: File stamp date
C. Document Type: DCO
D. Document Count: Number of barcoded documents

E. Sort By: Your 3 initials
F. Date Received: Date breaking complaints

G. Docketed/Barcoded By: FAC (File-A-Case)

H. Date Docketed/Barcoded: Date docket event/barcode was created. (Direct Complaint barcodes are created the previous business day.)
I. Prep By: Your 3 initials

J. Attach the Batch Slip to the front of the DCO scanning batch and place in scanning basket
4. Disseminate other documents into the proper bins as labeled above.
II. Issue Warrants and Prep for Delivery
1. Issue the warrant as follows:
A. Sign: First initial and last name on the Deputy Clerk line
B. Circle Stamp: Stamp on the right of your signature

C. Crimp: Over your signature

2. Make a Copy of the Issued Warrant on white paper.  Copy of the Issued Warrant is placed in IWA Bin.
3. Staple Issued Warrant to the front of the Victim Information Sheet (VIS) or Court Information Sheet (CIS).
4. Create a Warrant Delivery Log found in the RCC & EDC shared folder and place in the Warrants – Sheriff Bin at S:\Doc_Management\RCC & EDC\Forms\RCC-EDC Warrant Delivery Log.
POLICIES / RELATED DOCUMENTS:
· PRO-CROPS-1009: Instructions for the RCC/EDC Daily Run
· F-EDMQC-1016-1: Batch Slip – Priority 
OTHER PARTIES INVOLVED:
· County Attorney’s Office

· Attorney General’s Office

· Criminal Court Admin
TIME / VOLUME:
· Varied

FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· Batch Slip
· Summons Initial Appearance Inserts
· RCC-EDC Warrant Delivery Log
DEFINITIONS:
· Crimp: Application of the embossed (raised) court seal
APPLICABILITY:
· This procedure applies to all employees in the RCC/EDC department of the Clerk of the Court.
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