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PURPOSE:

To provide instructions for processing Pre-Sentence Reports, Probation Violation Reports, and Supplemental Reports.
OBJECTIVE:
· To accurately and efficiently process Pre-Sentence Reports, Probation Violation Reports, and Supplemental Reports.
EVENT DRIVER:

· When a defendant is found guilty of a charge either at trial or by change of plea, or is found in violation of probation, the Court orders the Adult Probation Office to prepare a Presentence Report or a Probation Violation Report. This is done by the clerk issuing a Request for Presentence Report via the automated PSR program.  After sentencing, the Judicial Officer gives the clerk the original Presentence Report to be filed. The clerk shall then take the hand-filed original Presentence Report to the appropriate basket at the Clerk’s Office filing counter.
PROCEDURES: 
1. Pick Up:
A. Who: Counter staff who is assigned to the Clerk’s Bin function

B. When: Every morning daily

C. Where: In the clerk's bin near the courtroom clerk mailboxes and in Department of Corrections Certification Desk Clerk, Located at SCT 12th Floor, Desk Space 12118C.  There is a green sign that says PSRs and PVRs.
2. Important Info:

A. The PSRs and PVRs that are picked up may have a purple sheet on top.  If so, that means those documents are a RUSH.  The Clerk’s office has a 24-hour turnaround requirement to get those processed and scanned.  
B. Place the purple sheet on top of your green batch slip when it is completed.  This serves as a flag sheet and will inform EDM that those are to be processed immediately.  
C. EDM will pick up the documents every morning.
3. Docket:
A. Access the case number in iCIS.

B. Verify there is a file stamp on the document.

C. Verify the case number/defendant’s name on the document matches what is listed in iCIS. 
a. If more than 1 case number appears use the case number that appears first.

D. Open the Docket screen.  Click Add.
E. Enter the Filing Date 

F. Click Attorney Filing>Select Court.
G. Document Title:
a. Presentence Investigation = PSR (see Figure 1).
b. Combination Report = PSR.
c. Probation Violation Report = PVR (see Figure 2).
d. Supplemental Report = SUP (see Figure 3).
e. Pre-Trial Bond Report = REP (pick up notes "Pre-Trial Services Report") (see Figure 5).
H. Click Docket Notes>pick up notes “Expedited” if it is in any of the document titles (see Figure 4).  

I. Click Bar Code.
4. Merge Barcodes:
A. DO NOT Remove the CONFIDENTIAL packets from the documents.  Make sure the CONFIDENTIAL packets remain stapled.  

B. Proceed to merge the bar codes with the documents.

C. Rubber band the completed batch.
5. Batch:
A. Each batch shall contain no more than 25 documents.
B. Fill out green batch slip:
a. Circle case type (CR)

b. Year
c. File Date

d. Document Title 

e. Document Count 

f. Received Date (Date you are sorting/batching)

g. Sorted By

h. Docketed/Barcoded By

i. Date Docketed/Barcoded
6. Completed Batches:
A. Place them in the wire basket labeled PSRs & PVRs for EDM located next to the Criminal File Counter sort bins.
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Figure 3
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Figure 4
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Figure 5
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“The Superior Court of Arizona in Maricopa County — Adull Probation Department
Pretrial Services Division

PRETRIAL BOND REPORT

DEFENDANT: LARRY JOSEPH BELISLE
HEARINGDATE:  OCTOBER 17,2012
JUDGE/DIVISION:  HARRIET CHAVEZICRI4

CASENO. CR2007-103948-001 DT

CHARGES:
10 COUNTS SEXUAL EXPLOTATION OF MINOR (F2)

PROSECUTOR:  ANGELA ANDREWS
'DEFENSE COUNSEL; ZUBAIR ASLAMY





POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· Defendant
· Courtroom Clerk
· Adult Probation Department
· EDM
TIME / VOLUME:
· 2.5 Minutes
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· iCIS
· BizHub
REPORTS / FORMS:
· N/A
DEFINITIONS:
· Presentence Report: A report issued by Adult Probation at the request of the Court which may contain information regarding the present offense, statement of victim(s), defendant’s statement, statements of interested parties, social history considerations, financial status and evaluation, and the Adult Probation Officer’s recommendation regarding sentencing. A confidential criminal history section and restitution ledger sheet may also be included in the Presentence Report.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
REVISION HISTORY:
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