PREPARING THE INDEX – AUDITING/NUMBERING

L.R.D.  05/04/2012
Microfilm Cases only

Auditing:

1. Access iCIS
a. Search for case #
b. Check for predockets(entries in RED); If there are more than 5 predockets entries e-mail 
EDMImageCorrections@mail.maricopa.gov 
to have the predockets processed
c. Go to Inquiry/Reports/Case Summary (Civil or Criminal) Report -Input Parameters display window showing the case number – if the case number is correct click the Generate button; the docket will be displayed. 
d. Select Print
2. Review and compare each document with the docket printout – make certain the it is the correct case number, defendant and caption name.
3. Place documents in file date order beginning with the earliest date as the first document and so on (Minute Entries are put in order by Hearing date).  Some documents may span several volumes; place entire document in file date order and when complete, make the volumes between 1 ¼ and 1 ½ inches thick separating large documents as needed.  
4. If a document is missing from the file and does not have an OnBase image, highlight that entry in blue on the iCIS docket printout.
Numbering:

Criminal Cases
1. Order any Exhibits, Sealed Items, Transcripts, Depositions, and Criminal History
A. For Exhibits complete the Exhibits and Classified Materials Temporary Receipt Form
B. For Transcripts, Sealed Items, and Depositions e-mail “Files Confidential”
C. For Criminal Histories e-mail “Appeals” with the case number and file date of the Presentence Investigation (NOTE: Criminal Histories are only kept on file for 6 months)

2. Start numbering the documents with the oldest document as #1 and continue making sure each document is sequentially numbered. 
3. When completed band together the documents
4. Place note on the case card with the date case was audited, numbered, and what items were ordered and initial.
Civil Cases
1. Start numbering the documents with the oldest document as #1 and continue making sure each document is sequentially numbered. 
2. As each volume is completed fill out the Civil Volume Coversheet with the document numbers contained in that volume (i.e. 1-30, etc); when completed band together the documents.
3. Place a note on case card with the date case was audited, numbered and initial.
4. Place completed file on the assigned typist’s shelf.
