
	Clerk of the Court 
Internal Operating DOCUMENT
	Approved BY:  
 ana namauleg
	

	
	Area:  DOCUMENT AND RECORDS MANAGEMENT SERVICES
Document Number: PRO-CROPS-1052
Subject:  Certified Mail Receipt Cards

Page: 5 of 5
	Effective Date: 06/10/2019

	
	
	Revision Level:  
L.R.D.:  



PURPOSE:

To provide instructions for processing Certified Mail Receipt Cards.
OBJECTIVE:
· When RCC/EDC staff receives Returned Mail, it is processed and scanned for the court record.  Based on this information, the Judicial Officer will make a determination on whether to issue a warrant or reissue the summons.  
EVENT DRIVER:

· When a summons Direct Complaint is filed, RCC/EDC staff send out via certified mail the summons notifying the defendant when they need to appear for their Initial Appearance hearing.  RCC/EDC staff will receive back returned mail in the form of  either the certified mail receipt card (green card), or the original certified envelope sent back indicating that it was undeliverable. RCC/EDC staff must then process the returned mail for scanning into the court record. 

PROCEDURES: 
1. Return mail is delivered each day by the mail room.  The RCC/EDC staff member that is assigned to RTM on the RCC/EDC calendar is the one responsible for processing the returned mail. 

a. Once it is received, separate the certified mail receipt cards (green cards) from the original certified envelopes. 
b. Sort the returned mail by the hearing date. The hearing date is viewable on the envelope.  

c. Return mail is processed daily, if there is an excessive amount to process, staff should prioritize based on the hearing date that is indicated on the envelope or return receipt card, closest date first.

i. Current hearing dates and hearing dates that are scheduled in the nearest future should be prioritized so that the Judicial Officer has access to the e-filed image prior to or at the time of the Initial Appearance.  

d. For certified mail receipt cards (green cards), proceed to the next step of this procedure. 
e. For the original certified envelopes see procedure PRO-CROPS-1031 Processing Returned Mail on Criminal Summons
1. After sorting and prioritizing, RCC/EDC staff must create an Affidavit of Service (AFS) coversheet form for each of the certified mail receipt cards (green cards).


A. The coversheet forms F-CROPS-1004: AFS Coversheet form is available in the Controlled Document Index.
B. For AFS, there is no preliminary prepping that needs to be done.

	Important Note

If RCC/EDC staff notice that AFS green cards are coming in signed and several of the cards appear to have the same signatures, it is likely the certified mail was NOT received and signed by the Defendant. Please bring these AFS green cards to the immediate attention of the Criminal Lead or Supervisor. 


C.  To create the AFS coversheet form, open form F-CROPS-1004: AFS Coversheet form the Controlled Document Index. Fill in the blank fields on the AFS form as shown in Figure 1.

a. Case number

b. Defendant’s last name.
c. Hearing date.
d. Enter the preparer’s 3 initials in the space provided at the bottom of the RTM form.  
e. Create an AFS coversheet form as appropriate for all returned mail that is to be processed that day.
Figure 1
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D.
After all the AFS coversheet forms have been created and printed out, the returned certified mail receipt card must be taped to the blank area on the left side of the form.

a. For AFS, tape down both short sides of the green card.

Note: The AFS will only be one page, as there will be no documents to attach. 
3.
Filing in documents.

A.
The AFS coversheet form must now be filed in. File in all of the forms that were just created in the upper right hand corner as indicated on the form.  The file stamp on the form indicates when the returned mail was processed.

4. Docketing Affidavit of Service:
A. All of the returned mail that is being processed that day must be docketed and barcoded.

a. In iCIS, search the Criminal case number of the defendant. 
b. When the defendant’s case populates, right click on the screen and go into docket.
c. Click Add towards the bottom of the screen. This will display the new docket event screen.
d. Enter the Filing Date, which is the date that was stamped in the upper right hand corner of the AFS form. 
e. Enter Attorney Filing as Court.
f. Enter the Document Title as AFS – Affidavit Of Service.
g. In the Docket Note field, type in the date the certified mail was served (date card signed or stamped). For example: “SERVED 02/01/13”.
h. Note: If there is not a serve date written or stamped on the certified mail receipt card, do NOT pick up any notes in the Docket Note field. 
i. Check the associated defendant box if it is not already checked.
j. Click on the Bar Code button (always printed on yellow paper). See Figure 2 as an example of what the completed docket event screen should look like. 
Figure 2
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D.  After all of the barcodes have been printed out, sort them in front of the corresponding returned mail documents. Prepare a green batch sheet to place on top of the batch of returned mail that has just been prepped and docketed. It is now ready to be scanned. 
POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· Judicial Officer
· Mail Room

TIME / VOLUME:
· 1.6 minutes per document
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Controlled Document Index
· iCIS

REPORTS / FORMS:
· F-CROPS-1004: AFS Coversheet form

DEFINITIONS:
· AFS: Affidavit of Service

APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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