
 

December 1, 2016 

Re: Electronic signature on shoplifting documents 

 

Dear Retail Merchant: 

 Starting October 28th, the Marion County Courts made a huge change with a migration to all 

electronic filing.  The Prosecutor is now required to submit all filings and the supporting documents 

electronically.  The Court has passed new rules that allow electronic signatures.  To follow the Court 

rules, going forward, signatures will be applied by typing /s/ and the author’s name.  For example, I will 

sign my name: /s/ Allison Broviak.  We can no longer accept any documents that have a “wet” signature 

or that are hand-written. 

Adult Offenders 

 If an adult is outright arrested (and taken to jail), loss prevention will need to email the required 

paperwork to the Arrestee Processing Center (APC), within four hours of the arrest.  The email address 

for outright cases is MCPOAPC@indy.gov.  While our preference is email, the documents can also be 

faxed or dropped at the APC.  The fax number is 312-327-8017.  The address of the APC, for delivery 

and mailing purposes, is 752 East Market Street, Indianapolis, 46204.  Prisoners are processed at the APC 

twenty-four hours a day, three hundred and sixty-five days a year, including holidays.  The APC goal is to 

get the arrested person before the Judge within four to twelve hours of arrest.  Your meeting the four-hour 

deadline for submitting paperwork is important to MCPO in order to allow the screening prosecutor to 

meet the Court’s demand of promptness.  Cases waiting for paperwork for an unreasonable amount of 

time may be dismissed for a lack of paperwork. 

 If an adult is issued a ‘summons in lieu of arrest’ (a ticket/UTT), loss prevention must get the 

required paperwork to the APC within seven days of arrest.  The paperwork can be delivered by email, 

fax, in person, or by mail.  We prefer an email to the following address for summons cases: 

MCPOSummons@indy.gov.  If the paperwork is mailed, the envelope should be labeled “Screening 

Prosecutor”.  At the time the summons is issued to the arrested person, loss prevention should obtain a 

copy of the summons ticket for later use by the prosecutor.   

  

 



The paperwork required to be submitted for screening is: 

1.  Probable Cause Affidavit with E-signature 

2.  Shoplift Witness Sheet (commonly referred to as a Justis Witness Sheet) 

3.  A copy of the summons/ticket in applicable cases 

 

Any documentation on paper can be submitted with the above documents: witness statements, 

receipts, etc.  Any physical evidence or copies of videos will need to be submitted to the trial 

deputy or paralegal after screening is complete. 

Juvenile Offenders 

The procedure for filing shoplifting charges against juvenile offenders has changed.  The only 

paperwork needed from you is a signed Probable Cause Affidavit, which must be submitted to the 

Juvenile Center RSR within 24 hours of arrest.  It is preferred that you send all documents electronically 

to RYAN.HASTE@INDY.GOV; however if absolutely necessary, the documents may be faxed to 317-

327-8306. The address for delivery or mailing to the Juvenile Center RSR is 2451 North Keystone 

Avenue, Indianapolis, 46218. 

Please keep in mind, if the offender receives a summons instead of being arrested outright, RSR 

will NOT process the arrest based solely upon your signed Probable Cause Affidavit. Law Enforcement 

must complete either a field arrest report in InterAct or a juvenile fact sheet in order for the case to be 

formally processed. Also, please be aware that the Court’s policy allows for diversionary programs to be 

applied to first-time offenders, so not all cases may result in formal prosecution.  Questions concerning 

Juvenile shoplifting procedures should be addressed to Juvenile Probation, Receiving Screening & 

Release (RSR), at 317-327-8780.  

The Probable Cause 

The Probable Cause (PC) affidavit must have a detailed description of the actions taken by the 

shoplifter.  The document must indicate what was stolen: 2 shirts, 1 pair of pants, 1 necklace.  The PC 

must provide the total value of the stolen items.  Cases where the probable cause says “merchandise” will 

not be filed, as the Courts will not accept this statement.  The PC must also include the information that 

the shoplifter passed all points-of-payment without making payment.  The PC must have an electronic 

signature.  On the signature line, the loss prevention officer should type: /s/ Name   If the PC has an 

actual signature, the Prosecutor’s office will not accept this document for filing. 

Electronic versions of the Probable Cause Affidavit form, the Shoplift Witness Sheet form or the 

Juvenile Fact Sheet may be obtained by sending a request to either MCPO mailbox.  Title the email 

“Request for Electronic Forms”.  MCPO will send type-able versions of the documents back.   

 



Should you have any questions regarding the procedures or the required paperwork for Adult 

Offenders, feel free to call me at 317-327-8021, or email me at Allison.Broviak@indy.gov.  The APC 

Administrator Stacey Harris, who is also a good source of information, can be reached at 317-327-8008 or 

Stacey.Harris@indy.gov.   In the alternative, you can call the screening office at the APC at 317-327-

8022 and ask for the screening prosecutor. 

Thank you,  

 

Allison Broviak 

Deputy Prosecuting Attorney 

Assistant Supervisor of the Charging Division, APC 


