Bench/Summary Probation Case Set-Up
Work Flow Chart














3.01 - Probation legal clerks place hard copies of new bench/summary probation cases into the Collection Unit account clerk who set up formal probation cases.  The account clerk keeps a hard copy of the court orders and scans the rest of the case into a newly created electronic folder for the defendant and his/her new case.   Check to see if the defendant has a current LQ P or S case.  If defendant does, this next case will utilize the next sequence number.





3.02 - Account clerk locates all pertinent information – defendant’s name; court case number; charge(s), severity of crime (felony or misdemeanor); fines and fees ordered; restitution stipulated in court by the defendant or restitution pending or restitution status determination (RSD) hearing date set; case set for Prop. 36 hearing; fines/fees from other cases transferred to new case, check to see if there are co-defendants.   





3.03 - Check the County’s Mainframe System to see if the defendant is in custody in the County Jail and to obtain the defendant’s personal ID information, contact information or to verify court orders if needed.  If there is restitution ordered or pending, identify victims and resulting damages/losses from the police report.  





3.04 - Create worksheet to distribute fine using the Probation Department’s created RevD Microsoft Access Program – populate the form using the court orders and police report.  Print completed worksheet and scan into the defendant’s electronic folder collections case management system.  (We would prefer the new system to have the same features as our RevD Access program and have it be part of the new system.)





3.05 - Prepare Adult worksheet to breakdown the fine into the correct revenue distribution fine/fee/restitution lines.  If defendant has an existing formal case, check those LQ case file(s) to see if drug testing and monthly monitoring fees (MMF) already ordered.  If the Probation Department drug testing fee (L4) has already been charged, do not charge on new cases.  If MMF is charged on existing case, pro rate through to the end of the new probation term.





3.06 - Open / create a new case in LQ using the information from the County’s Mainframe, court orders, police reports and RevD distribution form.  The new case will begin with the letter S if there is no current P case established for the defendant.  Place into the LQ Notes screen the date, fine amount, restitution stipulated or pending, RSD date, co-defendant(s) status and insert staff person’s initials.  Create letters such as victim letters which include the Statement of Loss along with victim pamphlet.









