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A sealed indictment is opened by a served summons, warrant, notice of supervening indictment or by order of the court.  An indictment cannot be opened on a quashed warrant or a court ordered release.

Maricopa County Sheriff’s Office Clerk (MCSO):

· delivers a list of the processed warrants, summons and bonds paid to Exhibits/Grand Jury Services (Ex/GJS).  Attached to the list are the original documents for the warrants and summons.

Ex/GJS Clerk:

· file stamps the original warrant
· examples of the second page of the warrant may include:
· stamped by MCSO; includes date served, the initial and badge number of the officer who served the warrant or,
· stamped as bond paid; includes date paid or,
· completed by Court Administration; includes date served while defendant in custody
· file stamps the original summons:
· attached to the summons is a certified mail receipt signed and dated by the defendant
· verifies the defendant’s name on MCSO’s list against the attached original warrant or summons

If the MCSO list includes a court ordered release or a quashed warrant, do not open and strike through the defendant’s name on the list.  Enter a notation next to the defendant’s name; i.e. court ordered release or quashed warrant.  File the court ordered release or quashed warrant in the indictment packet until you receive the court order to unseal the indictment.  Ensure that the quashed warrant includes the case number and defendant’s name.

· retrieves the indictment packet
· dockets the original documents and send to Electronic Docket Management (EDM) for inclusion into the case record.  The original documents may include:
· Indictment

If the indictment was issued for multiple defendants, redact the defendant(s) name on the indictment that have not opened; redact the name from the counts.

If there are conspiracy charges, watch for the phrase “committed the following overt acts” and do not redact any names listed after this phrase, up to the next count.

· Court information Sheet (CIS)
· True Bill minute entry order
· Warrant or summons opening the indictment
· Any additional miscellaneous original documents in the packet

Predocket items in the OnBase Grand Jury folder need to be docketed, reindexed and placed into the OnBase Criminal folder.

· prepares copies for Court Administration which includes:
· unfiled copy of the original indictment (if previously filed, cross-through the file stamp)
· CIS
· copy of the certified mail receipt for the summons, when applicable; includes the case number and defendant identifier
· prepares and distributes a list of the unsealed indictments; distribution includes Arizona State Attorney General’s Office (AG), Maricopa County Attorney’s Office (MCAO) and departments within the Clerk of Court.  The list is referred to the “Opening List” and includes:
· Date of opening
· Panel numbers
· Case number
· Defendants last name; include defendant identifier
· updates Integrated Court Information System (iCIS):
· [bookmark: _GoBack]under “People in Case” changes the role from defendant grand jury to the defendant’s name; includes date of birth, gender, ethnicity and aka’s when applicable
· verifies the panel number in iCIS is correct
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