Idaho Department of Correction

Central File Contents


	Section 1 – Legal/Court Documents (other than Commission for Pardons and Parole Legal Documents)

Note:  Documents must be placed in chronological order with the most recent document on top.

      Facility                                 
Community Corrections
*Judgment of Commitment
*Discharges from Probation

*Quashing Jurisdiction
*Agreement of Probation

*Final Discharge/
*Court orders

  Discharge of Crime
*Bench Warrants

*Rule 35 Reducing Sentences
*Conditions for specialized                                                                                                                            *Rule 35 Notification                                 Caseloads
*Orders Granting Additional Time            *Interstate Court Orders

                                                                *Civil Orders
	
	 Section 4 – Misconduct Reports/General Correspondence (Other than parole
 related correspondence), Correspondence, Interstate Probation, RFI cover
 sheet

 Note: Documents must be placed in chronological order with the most recent
 document on top.


Facility            

Community Corrections
*Disciplinary Offense Report 
*Warning Letter

(DOR)
*Report of Violation (Probation)

*Disposition of DOR
*Agent’s Warrant (All)

*Appeal for DOR/Decision
*Request for Investigation (RFI)
  of appeal                                             Cover Sheet (Probationers)

Note: The documents above may       *Police Reports (Not report that

make up a package.                             accompany PSI)

* General Correspondence                  *General Correspondence (Letter to/
*Emergency Notification                        from inmate/clients, letters to

*Sex Offender Registration Form          providers, letters from providers

                                                              Other than progress reports) 

	Section 2 – Classification Movements

Note:  Documents must be placed in chronological order with the most recent document on top.

      Facility                                 
Community Corrections

*Classification/Movement
*Release Check Out Slips
*Classification Score Sheets
*Risk/Needs Assessments
*Reclassification
*Reassessments
*Restrictive Housing
*LSI
*LSI
	
	 Section 5 – Reports/Programming/Medical/Psychological

 Note: Documents must be placed in chronological order with the most recent
 document on top.


Facility
Community Corrections
*Intake Report (RDU initial interview
*Progress Reports

  needs assessment); (Staple and 
*Certificate of Program Completion

  treat as package)
*Medical/Psychological Information

*Inmate Receipt of Policy and 
  and Evaluation
  Procedure                                              *Urinalysis Results
*Pass Furlough
*Caseload, Cost of Supervision, 
*Medical/Psychological Information           admission worksheets


  and Evaluation                                      *Field Notes
*Progress Reports
*Permission Slips/Travel Permits
*Certificate of Program Completion
*Community Service Contracts
*180-day Retained Jurisdiction 
*Restitution Agreement, History
  Reports (prior to 7-1-96)
  Account
*Urinalysis Results
*Personal Financial Plan
*Release of Information Request
*Case End Summary/Request for
*OMP Signature Page                               Discharge


                                    *Release of Information Request
                                                                 *OMP Signature Page

	      Section 3 – Demographics/Criminal Activity Information/PSI/

Detainers/Notifications

Note:  Maintain in the order listed below.

 *Official Time Computation Report (Most recent on top, stapled to previous sentence calculation sheets)

*Offender Personal Identification Sheet/Admission Summary

*Detainer/Notifications

*Attorney of Record

*Escape Flyer

*Physical Description (Scars, marks, tattoos)

*Addendum to PSI (180-day Retained Jurisdiction Reports [after 7-1-96])

*Presentence Investigation Report (Includes police report that accompanies PSI)

*Handwritten PSI Questionnaire

*Fingerprint Card

*Victim notification


	
	 Section 6 – Idaho Commission for Pardons and Parole and Interstate Parole
 (All parole related documents and correspondence)

 Note: Documents must be placed in chronological order with the most recent
 document on top.

Commission for Pardons and Parole               Interstate Parole
*Parole Violation Reports


*Similar to Commission for
*Parole Hearing Minutes/Notes
Pardon and Parole 
*Parole Plan



  Document:
*Primary Review                                                      - Parole Violation Report

*Jacket Review                                                        - Report of Finds

*Return of Service                                                    - Parole Discharges

*Reporting Instructions for Parolee

*Parole Related Correspondence

*Request for Investigation (Parole)

*Agreement of parole

*Parole Commission Orders

*Commission Warrants

*Commutation

*Foreign National Treaty Commutation

*Pardons

*Commutation Correspondence

*Official Note of Action Taken
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