   PROCEDURE FOR FILING CRIMINAL 

FELONY MOTIONS 
1. Fill out paperwork completely

Pick your own court date that is AT LEAST 15 calendar days from the day you plan to file the paperwork on a Monday – Friday at 8:30 a.m. in Div. CC. It can be more than 15 days, just not before the 15th day.

2. Make three additional copies of each paper
3. Take all remaining copies to Probation at 1415 Truxtun Ave on the 5th floor.  They will stamp all of your copies and keep one.
4. Take all copies to the District Attorney’s Office on the 4th Floor at 1215 Truxtun Ave. They will stamp them all and keep one copy.
5. Take the stamped original and copy, and a self addressed envelope, stamped envelope and file them with the Criminal Felony Department on the first floor of The Courthouse at 1415 Truxtun Ave. They will confirm your copy and mail you a signed order after the court hearing
6. Call/ Look online to verify your date. Show up on your date for court. The courthouse at 1415 Truxtun Ave. is often very busy in the morning. There is generally a line outside the courthouse, while people wait to go through security. Make sure you give yourself enough time to find parking and go through security.  
7. * THE ORDER WILL ONLY BE MAILED IF YOU PROVIDE A SELF ADDRESSED STAMPED ENVELOPE TO FELONY DEPARTMENT*

