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PURPOSE:

To provide instruction for processing Criminal History Information Presentence Reports.
OBJECTIVE:
· To provide the necessary direction to ensure that Criminal History Information Presentence Reports are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to Rules of Criminal Procedure, Rule 26.4, all criminal history information obtained during the Presentence investigation will be handled as an addendum to the Presentence report and distributed only to the court, the prosecutor, the defense, and other authorized criminal justice agencies.  Such information will not be made available for review to the victim.  The copy provided to the victim by the prosecutor will not include this addendum.  The Court, upon filing this document, will maintain this information as confidential.  The public record will not include this addendum.  The Clerk’s Office will maintain a filing system which will insure that none of the confidential history information will become part of the public record and that it will be made available only to authorized criminal justice agencies.
EVENT DRIVER:

· Criminal History information is received for processing.
PROCEDURES: 
1. Annotate the case number along the side of the cover page. 
2. If there are multiple case numbers, process under the lower case number unless indicated. 
3. File, in case number order, in the Criminal History box.  

POLICIES / RELATED DOCUMENTS:
· Rule 26: Judgment, Pre–Sentence Report, Pre–Sentencing Hearing, Sentence

OTHER PARTIES INVOLVED:
· The public
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A 

REPORTS / FORMS:
· Request for Access to Court Records form 
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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