
	Clerk of the Court 
Internal Operating DOCUMENT
	Approved BY:  
NANCY RODRIGUEZ
	

	
	Area:  DOCUMENT AND RECORDS MANAGEMENT SERVICES
Document Number: PRO-CROPS-1020
Subject:  Processing Bindovers (Justice Court Transfers)
Page: 4 of 10
	Effective Date: 03/22/2013

	
	
	Revision Level:

L.R.D.:



PURPOSE:

To provide instructions for processing Justice Court Transfers also known as Bindovers.
OBJECTIVE:
· To accurately and timely process cases that have been transferred from the Justice Court to the Superior Court. 
EVENT DRIVER:

· A Justice Court orders a Defendant's case to be transferred over to Superior Court for further proceedings.
PROCEDURES: 
1. Sort through the bindover packet and separate into 3 or 4 stacks of documents:
A. Complaint (see Figure 1).  The Complaint may include the Court Information Sheet & Form IV (will have probable cause and block on second page Officer's signature).
B. Transfer Order or “Bindover” (see Figure 2).  This will contain the order and all other miscellaneous documents from the file.  Shred the copy of the Victim/ Witness info sheet, fax coversheet, and fax copies if the originals are present.  Send any Disposition Report documents to the Disposition Area for processing.

C. Terms and Conditions of Probation and/or 
D. Judgment and Sentence Order (see Figures 3, 4, and 5)
                           Figure 1                                                       Figure 2
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                               Figure 3                                                           Figure 4
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Figure 5
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2. On the first page of each document stack, change the “JC” to “CR” and add defendant ID “001” if not listed already.
3. File stamp the top page of each stack.
4. Initiate the case in iCIS, enter the required information, and click Continue (see Figure 6).
A. Case Type: Criminal
B. Case Number: (example) 2012165205
C. CR Type: Information (Bindover)
D. Facility: Downtown
E. File Date: The date of processing, MMDDYY
Figure 6
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5. Enter the Defendant's information and click Continue. 
A. Name: Use name as it appears on the Complaint
B. Gender: Male/Female
C. DOB: not needed
D. SSN: not needed
E. Filing Agency: Adult Probation
6. Create docket entries for each document.  The Complaint and the Bindover will automatically populate after clicking Continue on the Defendant's information screen (see Figure 7).
Figure 7
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A. Complaint (see Figure 8).
Enter the following:
a. Filing Date, MM/DD/YYYY
b. Attorney Filing: Use if an Arizona Traffic Complaint was filed and enter Court.
c. Bar Number: Use if the Complaint was filed by an attorney.
d. Document Title: COM – Complaint 
Figure 8
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B. Bindover (Transfer Order) (see Figure 9).  Enter the following:
a. Filing Date, MM/DD/YYYY
b. Attorney Filing: Court
c. Document Title: BND - Bindover
Figure 9
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C. Terms and Conditions of Probation (see Figure 10).  Enter the following:
a. Filing Date, MMDDYY
b. Attorney Filing: Court
c. Document Title:
i. TOP: if no money or only probation payment ordered
ii. TCP: if money was ordered
Figure 10
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D. Judgment (see Figure 11).  Enter the following:
a. Filing Date, MMDDYY
b. Attorney Filing: Court
c. Document Title: JUD - Judgment
d. Docket Note: AND SENTENCE ORDER
Figure 11
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7. If docketing a TCP or JUD, the Judgment window will be displayed (see Figure 12). Complete the information according to the document. If there is no money ordered, exit by right clicking and select Main Screen.
Figure 12
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8. If money is owed on the Judgment or the Terms and Conditions of Probation, the Clerk of Court must be added as a party to the case:

A. Click Entry> People in Case.
B. Select Clerk Of The Court as a party from the Existing Business Name field pull-down menu and In the Matter Of from the Primary Role field pull-down menu.  Click Save (see Figure 13).
Figure 13
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POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· Defendant
· Municipal/Justice Courts
· Adult Probation
TIME / VOLUME:
· Varied
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· iCIS
· BizHub
REPORTS / FORMS:
· N/A
DEFINITIONS:
· Bindover:  A case that was initiated in Justice Court that has been ordered by the Justice of the Peace to be transferred over to Superior Court.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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IN THE HIGHLAND JUSTICE COURT

COUNTY OF MARICOPA, STATE OF ARIZONA

COUNT 1: INTERFERING WITH JUDICIAL
PROCEEDINGS, A CLASS 1 MISDEMEANOR
AND A DOMESTIC VIOLENCE OFFENSE (DV)

In Custody - Complaint

THE STATE OF ARIZONA )
)
Plaintiff, )
)
vs. )
N
LUKE THOMAS SMITH ) /Jf 2012-123288-001
)
) COMPLAINT
Defendant. )
)
)
)
)
)
)

The complainant hearin personally appears and, being duly sworn, complains on information
and belief against LUKE THOMAS SMITH, charging that in HIGHLAND JUSTICE COURT, Maricopa

County, Arizona:

COUNT 1:
LUKE THOMAS SMITH, on or about the 1st day of May, 2012, knowingly disobeyed or resisted

a lawful order, process or other mandate of the Supérior Court of Arizona, in violation of A.R.S. §§

13-2810, 13-2801, 13-3601, 13-707, and 13-802.



