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PURPOSE:

To provide instructions for completing the Search Warrant Daily Run for the Office of the Clerk of the Court. 
OBJECTIVE:
· To establish a procedure for picking up Search Warrant’s each business day. 
EVENT DRIVER:

· Search Warrant (SW) Issuances and Returns are dropped off to the SW Center located at the 4th Avenue Jail on a daily basis by police officers and/or liaisons.  RCC/EDC must pick up SW’s dropped off on a daily basis in order to process them in a timely manner. 
PROCEDURES: 
1. RCC/EDC staff must go to the 4th Avenue Jail on a daily basis in order to pick up any new SW Issuances and Returns that have been dropped off. 
A. The staff member responsible for picking up all SW documents will be assigned to the SW Daily Run task on the RCC/EDC calendar.
2. Take the rolling cart that is located in either the supply room or at the front the office.
A. Walk over to the 4th Avenue Jail located across the street from the South Court Tower (SCT). Cross the street at 3rd Avenue and Madison. This will lead to the back entrance.
B. Note: Badge access is required; see your supervisor to obtain appropriate access. 
C. Badge back through the first door located in the entryway off the ramp. 
D. Show the security guard sitting behind the glass your ID. 
E. Walk through the metal detectors and go to the left to wait at the sally port doors. Security will open the doors to allow access, but if they do not notice you waiting, press the button located on the wall in front of the door.
F. When the door opens, wait in the room until the first door slides shut and the second door opens.

G. To the right is a sign that state’s “Search Warrant Center.” Walk through the door on the left side of the wall that is underneath the sign.
H. Once through the door, walk to the left where there are several metal baskets sitting on top of a large filing bin.

I. Place all SW Issuances and Returns that are in each basket inside the rolling cart that was brought over. 

J. Walk back through the sally port doors and back to the 4th floor of the SCT.

3. Once back at the SCT all of the SW documents that have been brought back will need to be separated between Issuances and Returns and then within their specific category types as shown in Figure 1. 
     Figure 1
[image: image1.png]B3 Microsoft Excel - Book1,
Bl Edt Vew Inert Foma Toos Deta Window Hep AdobePDF Type aquestion for e < = B X

[issuances TReturns ]

« Connect to Micrasot Offce
ealed Grine
emi-sealed * Get the latest news about using

Excel

* Automatically update this st
from the web

Mare.

Search for

Example: "Print more than one copy

Open NN
Stat sheet RCCADC - 1 rknch
CR e Courter Stat Sheet
ar
Stts 61313

25 vore.

3 reste s new werkbook:

9
i€« » n\sheet1 (Sheet2 { Shesta
Ready





4. Separating Issuances. The type of Issuance is determined by what the Judge or Judge Pro Tem has marked off on the Issuance worksheet. 
A. If the box at the very bottom of the page is marked off, and there is no mark beside the 60 days line, than the Issuance is considered Open. See Figure 2. 
Figure 2- Open Issuance
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= " ORDERED BY THE COURT:

SEAL ALL SEARCH WARRANT DOCUMENTS PER REQUEST OF
OFFICER/STATE AS ORDERED BY THE COURT.
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ITTS FURTHER ORDERED THAT ALL WORKSHEETS IN THIS CASE ARE NOT TO BE
‘SEALED UNLESS SPECIFICALLY ORDERED BY THE COURT.
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B. If the Open box is marked off and one of the 60 day boxes are also marked off, then the Issuance is considered a 60 day. The marking of the 60 day box supersedes the marking of the Open box. See Figure 3.
Figure 3- 60 Day Issuance
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SPECIAL WARRANT

RETURN of Special Warrant at (Initial Appearance Court)

EXTENSION (EXT)
ORDER (ORD)

SEAL ALL SEARCH WARRANT (NT DOCUMENTS (including all issuance and all

return documents plus all subsequent SW pleadings filed in this number) per request
of Officer/State and as Ordered by the Court. NOTE: The original SW warrant s
excluded and shall be unsealed, unless noted below.

The original SW Warrant shall REMAIN SEALED.

n‘ 1S FURTHER ORDERED THAT ALL MINUTE ENTRIES) ‘
ARE NOT TO BE SEALED UNLESS SPECIFICALLY
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Please forward these documents immediately to the following addres
Clerk of Superior Court, Special Warrant Desk
175 W. Madison St., RCC/EDC 4° Floor; Telephone: (602) 506-77:
Return Worksheet Form LRD 12106/12
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RETURN of Special Warrant at (Initial Appearance Court;
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EXTENSION (EXT)
ORDER (ORD)

SEAL ALL SEARCH WARRANT DOCUMENTS (including all issuance and all

return documents plus all subsequent SW pleadings filed in this number) per request
of Officer/State and as Ordered by the Court. NOTE: The original SW warrant is

excluded and shall be unsealed, unless noted below.

_X__The original SW Warrant shall REMAIN SEALED:
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MARICOPA COUNTY SUPERIOR COURT JURISDICTION
SPECIAL WARRANT

RETURN of Special Warrant at (Initial Appearance Court

SPECIAL WARRANT NUMBER: | SW 2013- 0024/%

TYPE OF ORDER

- RETURN (RSW)
EXTENSION (EXT)
ORDER (ORD)
1

ORDERED BY THE COURT:

SEAL ALL SEARCH WARRANT DOCUMENTS (including all issuance and all
return documents plus all subsequent SW pleadings filed in this number) per request

|| of Officer/State and as Ordered by the Court. NOTE: The original SW warrant is
excluded and shall be unsealed, unless noted below.

The original SW Warrant shall REMAIN SEALED.

IT 1S ORDERED UNSEALING [Previously Sealed Search Warrant documents are
now to be unsealed] ALL SEARCH WARRANT DOCUMENTS IN THIS CASE.

PURSUANT TO A.R.S. 13-3918, IT IS ORDERED UNSEALING ALL SEARCH
WARRANT DOCUMENTS (including all issuance and return documents plus all
subsequent SW pleadings filed in this number) unless previously ordered sealed.

IT IS FURTHER ORDERED THAT ALL MINUTE ENTRIES/WORKSHEETS IN THIS CASE
ARE NOT TO BE SEALED UNLESS SPECIFICALLY ORDERED BY TEHE COURT.
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C. If the top box in the ORDERED BY THE COURT section is marked off then the Issuance is considered Sealed. The marking of this top Sealed box supersedes any of the other check boxes. If this box is marked then the Issuance is automatically considered Sealed. See Figure 4.

Figure 4- Sealed Issuance



5. Separating Returns. The type of Return is determined by what the Judge or Judge Pro Tem has marked off on the top Return worksheet. 

A. If the box at the very bottom of the page is marked off, then the Return is considered Open. See Figure 4. 

Figure 4- Open Return


B. If both of the areas in the first row of the Return are marked off then the Return is considered Sealed. See Figure 5.
Figure 5- Sealed Return




C. If only one of the areas in the first row of the Return are marked off then the Return is considered to be Semi-Sealed. Either one of the areas could be marked. See Figure 6.
Figure 6- Semi-Sealed Return



6. Put the sorted issuances and returns into their appropriate bin located on the front wall of the RCC/EDC office. The SW Daily Run task is now complete. 
Note: As part of the SW Daily Run, staff is also required to process a minimum batch of 25 Return packets.  See your Team Lead or Supervisor for instructions. 
POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· RCC/EDC
· SW Center staff
TIME / VOLUME:
· Varies
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· Varies
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· N/A
DEFINITIONS:
· SW: Search Warrant

· Search Warrant Issuance: The Order signed by a Judicial Officer that states if the search warrant will be Open, Sealed, or a 60 Day warrant. The Issuance is the top worksheet of the packet which delineates the type of SW. The Issuance packet contains a total of 3 documents, the Issuance, Affidavit and Search Warrant.
· Search Warrant Return: The Order signed by a Judicial Officer that states if the search warrant will be Open, Sealed, or Semi-Sealed. The Return packet contains a total of 2 documents, the Returned Search Warrant Order, and the Search Warrant Return.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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