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PURPOSE:

The purpose of this procedure is to provide instructions for the processing of Amended Grand Jury Indictments
OBJECTIVE:
The objective of this procedure is to assure that Amended Indictments are processed timely and accurately.  

EVENT DRIVER:
The event that drives this procedure is a Motion and a Proposed Order to Amend Grand Jury Indictment is received in the Grand Jury processing area. 
PROCEDURES: 
I. Verify Amended Indictment Documents Are Correct
1. Verify that you have received the following  three documents:

· Motion to Amend Indictment

· Order to Amend Indictment

· Amended Indictment
2. Verify that the following information on the documents match to iCIS and or OnBase:

· CR number

· Identifier number

· Name of the Defendant (matches to the Indictment)
3. Verify that the Motion is signed by the attorney.

4. If the documents are incorrect, or the Motion is not signed, contact the agency and return the documents to the originating department.  
5. If the documents are correct, proceed as follows.
II. Prepare Amended Indictment Documents

1. File in the Original Motion.
2. If the case is open, docket the motion, if the case is not open, EI Barcode the motion.  See procedure titled EI Barcoding.
3. Send the Original Order (not File Stamped) along with a copy of the Motion (after filing) and the Amended Indictment (not File stamped) to the CR Presiding Judge   NOTE: The MCAO or Attorney General Clerk may request a conformed copy of the Motion, if so they should have an additional copy of the motion which you can conform copy and return to them immediately.
4. When the Motion and Order are returned from the Presiding Judge, verify that the Presiding Judge has signed the Order and then file stamp the Order and the Amended Indictment.   
5. If the documents are for an open case, proceed to step III.

6. If the documents are for a closed case, proceed to step IV.

III. Process the Amended Indictment Documents in an Open Case
1. Go into iCIS and docket the signed Order and the Amended Indictment:
· Click Entry, then Docket, then Add

· Filing Date: Enter the date File Stamped on the document

· Person Filing: State of Arizona

· Document Title: MOT  - Motion (add docket note: Amended Indictment)
· Document Title: ORD  - Order (add docket note: Amended Indictment)

· Document Title: AIN – Amended Indictment

· Click barcode for each document.
2. Fill out the following information on a Green Batch Slip:
· Circle CR

· File Date: Enter the date of the File Stamped documents. If more than one date, write VAR

· Document Type: IND

· Document Count: Count the yellow bar code sheets (no more than fifty per Green Batch Slip)

· Sorted By: Enter your initials

· Docket/Barcoded By: Enter your initials

· Prepped By: Enter your initials

· Date Received: Today’s date

· Date Docketed/Barcoded: Enter the date the documents were docketed.
3. Place the Green Batch Slip on top of the yellow bar codes and documents.  The documents are ready to be scanned.  See procedure titled “Scanning on GGG”
IV. Process the Amended Indictment Documents in a Closed Case
1. EI bar code the documents using the XGJ docket code. See procedure titled EI Barcoding.

2. Fill out the following information on a Green Batch Slip:
· Circle CR

· File Date: Enter the date of the File Stamped documents. If more than one date, write VAR

· Document Type: XGJ
· Document Count: Count the yellow bar code sheets (no more than fifty per Green Batch Slip)

· Sorted By: Enter your initials

· Docket/Barcoded By: Enter your initials

· Prepped By: Enter your initials

· Date Received: Today’s date

· Date Docketed/Barcoded: Enter the date the documents were docketed.
3. Place the Green Batch Slip on the top of the yellow bar codes and documents.  The documents are ready to be scanned into XGJ – Box 9.  See procedure titled Scanning on GGG.
V. Process Denied Motion in an Open Case
1. When the Judge denies the motion, create a minute entry as directed by the Judge.  The Judge will provide the minute entry verbiage:  
· Original minute entry is docketed.  See below.
· Stamp “COPY” on the second minute entry and distribute to the AG’s bin or the MCAO’s bin.

2. Go into iCIS and docket the signed Order, Motion, and the Minute Entry:
· Click Entry, then Docket, then Add

· Filing Date: Enter the date File Stamped on the document

· Person Filing: State of Arizona

· Document Title: MOT  - Motion (add docket note: Amended Indictment)

· Document Title: ORD - Order as listed above (add the docket note: ORDER TO AMEND INDICTMENT DENIED)
·  (023) Minute Entry

· Click Barcode for each document

3. Fill out the following information on a Green Batch Slip:
· Circle CR

· File Date: Enter the date of the File Stamped documents. If more than one date, write VAR

· Document Type: IND

· Document Count: Count the yellow bar code sheets (no more than fifty per Green Batch Slip)

· Sorted By: Enter your initials

· Docket/Barcoded By: Enter your initials

· Prepped By: Enter your initials

· Date Received: Today’s date

· Date Docketed/Barcoded: Enter the date the documents were docketed.
4. Contact the AG’s Representative or MCAO’s Grand Jury Supervisor and inform them of the denied Motion.  

VI. Process Denied Motion in a Close Case
1. When the Judge denies the motion, create a minute entry as directed by the Judge.  The Judge will provide the minute entry verbiage.  
· Original minute entry is EI Barcoded.  See below

· Stamp “COPY” on the second minute entry and distribute to the AG’s bin or the MCAO’s bin.
2. EI bar code the documents using the XGJ docket code. See procedure titled EI Barcoding.

3. Fill out the following information on a Green Batch Slip:
· Circle CR

· File Date: Enter the date of the File Stamped documents. If more than one date, write VAR

· Document Type: XGJ

· Document Count: Count the yellow bar code sheets (no more than fifty per Green Batch Slip)

· Sorted By: Enter your initials

· Docket/Barcoded By: Enter your initials

· Prepped By: Enter your initials

· Date Received: Today’s date

· Date Docketed/Barcoded: Enter the date the documents were docketed.

4. Contact the AG’s Representative or MCAO’s Grand Jury Supervisor and inform them of the denied Motion.  
POLICIES / RELATED DOCUMENTS:
· Scanning on GGG Procedure
· EI Barcoding Procedure
OTHER PARTIES INVOLVED:
· MCAO 
· Attorney General’s (AG) Office
TIME / VOLUME:
· Varied
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· iCIS
· EI Barcode
· MEEDS Client
· OnBase Client
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all Grand Jury employees of the Clerk of the Court.
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