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PURPOSE:

To provide instructions for creating Criminal Restitution Orders for unpaid balances when the sentence of imprisonment has expired.
OBJECTIVE:
· To provide the necessary direction for creating Criminal Restitution Orders correctly and accurately;
· To ensure consistent creation of Criminal Restitution Orders over time.
EVENT DRIVER:

· The Department of Corrections notifies CFO via e-mail of a Defendant’s release.
PROCEDURES: 
Important Note: Do not prepare CRO’s for probation counts; a CRO is prepared by CFO only for counts where defendant was sentenced to imprisonment or revoked.
I. Qualifying the Released Defendant:
1. Open the DOC e-mail advising of Defendants’ release found in Outlook\Public Folder\Departmental Discussions\Clerk of the Court\CFO Response designated with a purple flag.

2. Open the F-CFO-1001: CRO Creates Maintenance Log.
3. Transfer the information from the e-mail to the CRO Creates Maintenance Log.
4. Repeat step 3. Until all e-mails are finished.
5. Open the DOC website: www.azcorrections.gov/inmate_datasearch/Index_Minh.aspx and open the individual’s record.
A. Research all information missing from the e-mail and fill in the blanks on the CRO Creates Maintenance Log.
B. Any additional case numbers that are found are to be entered into the log as well.
C. From the Sentence Information section, enter the date that is the furthest into the future onto the CRO Maintenance Log in the Approx Release Date field. 
D. Repeat step I.5.A. through C. for all records of the CRO Creates Maintenance Log with missing information.
E. Close the DOC website.
6. Working from the CRO Creates Maintenance Log, research the Defendant in the RFR System to verify the following:

A. That the Defendant owes money;
B. They have an SOI (Sentence of Imprisonment) or REV (Revocation) disposition.
Note: There are multiple counts possible.  A single CRO may be generated for multiple counts. 

C. If either A. or B. above is not confirmed, delete the record from the CRO Creates Maintenance Log.

7. Repeat step I.6. until all Defendants have been researched and the CRO Creates Maintenance Log is updated. 

8. The CFO Supervisor will sort the CRO Creates Maintenance Log on the Approx Release Date field and assign any records with expired dates to the proper staff for creation of the Criminal Restitution Order.  The CRO Creates Maintenance Log is updated with the staff assignments and date assigned.  Save the CRO Creates Maintenance Log.
II. Creating the Criminal Restitution Order:

1. Working from the assignment on the CRO Creates Maintenance Log, request the hard copy court file for any cases that do not have an electronic court record.
2. From the hard copy court files, make copies or print from the electronic court record from iCIS/OnBase the following:

A. Sentencing Minute Entry
B. Revocation (if not Sentence of Imprisonment)

C. Any orders that add or delete financials (not modifying minimum payment amounts or start dates).  For example: Reinstatement that added Bench Warrant Fee or Restitution Hearing that added restitution.

a. Highlight the monetary obligations on the copies of the minute entries (it is not necessary to write any comments in the margins).

3.
Compare the Court orders to the RFR (the steps are similar to the RoR process). Confirm that everything was entered correctly; fix any errors.
A. Delete Time Payment Fees that were not ordered and not paid.
B. If Time Payment Fee was paid and loaded pursuant to the procedures prior to 04/2009, leave as is.
4. Print External Payment History (without receipt history) following the instructions: WI-CFO-1003: RFR Payment History.
A. Highlight Balances on Payment History
B. Manually add the balances on a calculator running a tape
C. Attach the tape to the front of the Payment History
5. If there is restitution (a balance due):

A. Prepare a F-CFO-1002:Victim Letter using the address from RFR.  If there is no address for in RFR for the Victim, do not prepare a Victim Letter.
B. For businesses, include any Reference Information (i.e.: account numbers) in the “RE:” field. 
6. Prepare the CRO:

A. If there are fines and fees only, use the F-CFO-1003: CRO_Fines-Fees form (see attachment A).
B. If there is restitution only, use the F-CFO-1004: CRO_Restitution form (see attachment B).
C. If there are fines and fees AND restitution, and they can all fit on one page, use the CRO_Restitution form (attachment B).  If they cannot all fit onto one page, put the fines and fees on the CRO_Fines-Fees form (attachment A), and the Victims on one or more pages of the CRO_Restitution form (attachment B).
D. If there are multiple CRO pages, total each page separately, with the grand total of all pages entered in the Information Statement of Judgment Creditor form.

7. Prepare the F-CFO-1005: Information Statement of Judgment Creditor form:

A. Enter the information in the appropriate locations on the form.  The information will be obtained from iCIS and the CRO Creates Maintenance Log.
B. The Total Amount of Judgment is the total amount of the CRO.

C. Item 5, the Stay of Enforcement has been ordered field is always to be left blank.

D. Enter the word UNKNOWN for any other missing information that cannot be filled in.

8. In the RFR System, in Case Notes enter:  DEF [NAME] – CRO CREATE CT[Number] FWD TO COMM / [Today’s Date and clerk’s initials].
9. Prepare the document packet in the following order and turn it into the Auditor:

A. Victim Letter

B. CRO 
C. Information Statement of Judgment Creditor form

D. Minute Entries from newest to oldest (descending order)

E. Payment History
10. Upon return of the packet from the Auditor:
A. Make any corrections

B. Mail the Victim letters
C. Hand carry (DO NOT send interoffice mail) the CRO’s to the designated location on Thursday or Friday of the week.

POLICIES / RELATED DOCUMENTS:
· ARS 13-805: Arizona Revised Statutes Criminal Restitution Order: Jurisdiction
· ARS 33-967: Arizona Revised Statutes: Money Judgment; Information Statement; Amendment to Recorded Judgment 
· PRO-CFO-1003: RFR Payment History

OTHER PARTIES INVOLVED:
· Department of Corrections
· Initial Appearance (IA) Commissioners
TIME / VOLUME:
· Varied
FREQUENCY:
· Bi-Weekly
PERFORMANCE MEASURE:
· 17.76 minutes per CRO (excluding initial research which varies)
SYSTEM ACCESS REQUIRED:
· The Controlled Document Index
· OnBase
· iCIS
· RFR Financial System
· COCWEB File Tracking
· S:\Fin_Svc\Accounting CFO\CRO Creates\
· Internet Access: www.azcorrections.gov/inmate_datasearch/Index_Minh.aspx
REPORTS / FORMS:
· F-CFO-1001: CRO Creates Maintenance Log 

· F-CFO-1002: CRO-Victim Letter form

· F-CFO-1003: CRO_Fines-Fees form
· F-CFO-1004: CRO_Restitution form
· F-CFO-1005: Information Statement of Judgment Creditor form
DEFINITIONS:
· CRO: Criminal Restitution Order
· CFO: Criminal Financial Obligation
· DOC: Department of Corrections

· RoR: Restoration of Rights

APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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