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PURPOSE:

To provide instructions for initiating a Fugitive of Justice Case
OBJECTIVE:
· To initiate a Fugitive of Justice case so that Court Administration can process the 
Defendant's case in a timely manner. All cases must be initiated prior to 11:00AM.
EVENT DRIVER:

· An email is received from IA Court with the appropriate documents to initiate the case in iCIS. 

PROCEDURES: 

I. Open the COC FOJ Initiations Folder in Microsoft Outlook (See Figure 1): 

1. IA Court will scan over the FOJ packets first thing every morning and send it via email to the FOJ Initiations folder.

A. Each email will contain one or more pending case initiations.
Figure 1
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II. Print and prepare documents:
1. The packet will contain 2 different documents which will include one of two sets of documents:

A. A Waiver of Extradition and an IAD packet   -or-

B. A Release Order and an IAD packet

2. Print documents.

A. Separate the documents by the two different types.
a. The Waiver of Extradition or Release Order.
b. IAD packet.  The Release Questionnaire must be the first page of the IAD packet. See Figure 2.
B. File each document in on the top right hand corner. See Figure 2.
C. Make sure the case number appears on both documents. See Figure 2.


3.
Repeat steps for each PDF attachment.
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Figure 2
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III. Manually initiate the case into iCIS: Tasks(COC Case Initiation. See Figure 3A.
Figure 3A
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1. Complete the Case Initiation Screen. See Figure 3B.
A. Case Type: Criminal

B. Case Number: 2016000123 (No 'CR' or dash)

C. CR Type: Fugitive From Justice

D. File Date: MMDDYY
E. Hit Continue or Enter

Figure 3B
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2. Complete the New People in Case Screen. See Figure 3C.
A. Name – Exactly how it appears on the documents
B. Sex

C. DOB 

D. Filing Agency – Maricopa County Attorney

E. Hit Continue or Enter.

F. Attorney Screen will pop up.  Hit Continue.
G. Address Screen will pop up.  Hit Skip to End. The docket screen will be displayed.



Figure 3C
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IV. Docket the documents. See Figure 4A.
Figure 4A
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1. The Docket Screen should already be up from the case initiation. Enter the following information:
A. Filing Date – The date on the file stamp

B. Attorney Filing – Court

C. Document Title:

a. IAD packet – Docket code is IAD

b. Release Order  - Will be dependent on what information is listed on the document
i. ROC – Use if top portion of the document says “Final Release Order and Order Regarding Counsel.” See Figure 4B.
Figure 4B
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ii. ROR – If the verbiage for ROC does not appear, look at the “Release Type” section. If it says “Cash Only Appearance Bond,” the ROR docket code needs to be used. The bond amount will be picked up in the docket notes section. See Figure 4C.
Figure 4C
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iii. RON – If the verbiage for ROC does not appear, look at the “Release Type” section. If it says “Not Bailable as a Matter of Right,” the RON docket code will be used. See Figure 4D.
Figure 4D

[image: image9.png]OnBase Client (OnbaseProd 2015)
Ele Document User Workflow Window Help

FPEER @OCHAE (P LoD CIELER| )

5 Document Retieval

= e s]
gg i — -
cosq [

6 CRav16-003087-001 - RON - 2/2/2016 - 50971752 - NONE - VVV002 MISC 0202716 -1 -

. : JF.ANES- OLERK
) GEP
'SUPERIOR COURT OF ARIZONA FOR * _z ‘b
Maricopa County FILED
Release Order . | 16 FEB -2 AM 8:03
1 C FUGTIVEOF JUS € CaseNumber: CR2016003087001

'n-wmmnﬁuuwwmmmumunduwwmmmmmm

-conditions: .

NEXT M(E
‘Fugitive'From Justice. February 10;:2016at01:30. PM'at:Céntral Court Building;201 W Jefferson;,10th Floor, Phoenix,-AZ,.
Hearing 85003-2243. C«mroan: “Docket: FFJ01

‘WARNING:: If thie deféndant. appeirs at'the aext] Ilu;llg wih-r_-hwyer tle.larilglny!mmmd ayscheduléd. -

RELB‘ASBMI‘.
meu-ma Not Ballable As A Matier-of Right-
mmumm-nmammmmnmmmmmc-mnmm

fiirther,order of the Court. The défendant is Not-Bailable. fot the following reason:
Fugiﬂnof.lullu

[COSC-A Volume 1116 Copy 1

[Read-Only Ver-1 . 0 Notes)

0 Fhighte) | Page 1 [T Pagets)





iv. ROB - If the verbiage for ROC does not appear, look at the “Release Type” section. If it says “Secured Appearance Bond,” the ROB docket code will be used. The bond amount will be picked up in the docket notes section. See Figure 4E.
Figure 4E
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v. ROS - If the verbiage for ROC does not appear, look at the “Release Type” section. If it says “Supervised Release,” use the ROS docket code. See Figure 4F.
Figure 4F

[image: image11.png]‘OnBase Client (OnbaseProd_2015) - [CR2016-102207-001 - ROS - 1/22/2016 - 150878931 - NONE - EFILING ID 7146743 - 1 - PART1 OF 1 -]
& File Document User Workflow Window Help

FEER eeCUHER d PE=HOEID|HE

Michael K Jeanes, Clerk of Court

IN THE SUPERIOR COURT OF ARIZONA *** Electronically Filed ***
D. Casales, Deputy

MARICOPA COUNTY 1/22/2016 2:30:00 PM
Filing ID 7146743

Final Release Order

State of Arizona CaseNumber: CR2016-102207-001

vs.

Amanda Shandin Jackson

Ttis hereby ordered that Amanda Shandin Jackson shall be released as indicated and must comply with ALL release conditions

NEXT HEARING (S)
Status Conference February 05, 2016 at 08:30 AM at South Court Tower, 175 W. Madison Street, 3rd Floor, Phoenix,
AZ. 85003-2243 Courtroom: 3A Docket: RCCT1

Preliminary Hearing February 09, 2016 at 08:45 AM at South Court Tower, 175 W. Madison Street, 3rd Floor. Phoenix,
AZ. 85003-2243 Courtroom: 3A Docket: RCCT1

RELEASE TYPE

Bailable As a Matter of Right
‘The defendant has been found to be bailable as a matter of right. IT IS HEREBY ORDERED that the defendant must comply
with all release conditions and shall be released from custody in this Cause Number as follows

Supervised Release
‘The defendant is released on their own recognizance. subject to the supervision restrictions and conditions of the Pretrial
Services Division of the Maricopa County Adult Probation Department.

Pretrial Supervision
The defendant shall contact the Pretrial Services Division during regular business hours (Sam to Spm, excluding weekends and
holidays) at cither location, whichever is the most convenient for the defendant, unless otherwise diccted in writing by Pretrial
Services Division staff.

PSA Supervision
Alcohol Testing and Monitoring
Drug Testing and Monitoring

Pretrial Services Division ‘Pretrial Services Division
Downtown Justice Center (DIC) Southeast Facility (SEF)
620 W. Jackson Street, Suite 3087 222 E. Javelina Drive, Suite 1400
‘Phoenix, Arizona 85003 Mesa, Arizona 85210
602.506.8500 602.506.3455





D. Select the Barcode button.
2. Repeat for each document.
V. Print Barcodes
1.  Go into Express Indexing 2.5 and select Print All. See Figure 5.

Figure 5
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2. Once barcodes are retrieved, you will prep the documents by removing any staples.
3. Merge barcode sheets placing the barcode face up on top of the matching document.

VI. Fill out Green Batch Slip 
1. Circle the CR at the top of the slip

2. Year: Enter the year of the case numbers (if there are various years, enter VAR)

3. File date: The date on the file stamp (if there are various dates, enter VAR)

4. Document Type: PRI
5. Received date: The date you worked on the FOJ cases
6. Sorted by: Your 3 initials
7. Docketed/Barcoded by: Your 3 initials
8. Date Docketed/Barcoded: Today’s date
9. Prep by: Your 3 initials
10. Put the batch slip on top of the docketed FOJ documents and rubber band or clip them together.
11. Place the batch in the designated staging area for scanning.


POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· 4th Ave. Jail – Initial Appearance Court
· Court Administration
· Defendant
TIME / VOLUME:
· Varied

FREQUENCY:
· Daily, before 11:00 AM
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Microsoft Office Outlook 
· COC FOJ Initiations - Public Folders\All Public Folders\DEPARTMENTAL DISCUSSIONs\Clerk of the Court
· iCIS
· Express Indexing 2.5
REPORTS / FORMS:
· Barcode
· Batch Slip
DEFINITIONS:
· Fugitive From Justice (FOJ): A person who has been arrested by a law enforcement agency in Maricopa County and who has been found to have an outstanding warrant against them from another state.

· IA Court: Initial Appearance Court
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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