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PURPOSE:

To provide instructions for processing Orders Vacating Judgments. 
OBJECTIVE:
· To provide the necessary direction to ensure that Orders Vacating Judgments are correctly and accurately processed in a consistent and timely manner.  
GENERAL INFORMATION:
Pursuant to A.R.S. § 41-1751 every magistrate, or judge of a court, or clerk of a court of record who is responsible for court records in this state shall furnish to the criminal identification section of the department of public safety information pertaining to all court dispositions of felonies and misdemeanors, except traffic arrests, where incarceration or fingerprinting of the person occurred, including guilty pleas, convictions, acquittals, probations granted and pleas of guilty to reduced charges within forty days of the final disposition.
EVENT DRIVER:

· An Order Vacating Judgment is to be processed. 
PROCEDURES: 
1. Access Workflow in On Base.  Click on COSC Disposition LifeCycle, Dispo Orders to Vacate Judgment Queue.  See Figure 1.
Figure 1
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2. Access iCIS to verify a disposition has been completed.
3. Print the OVJ from the workflow queue; select Remove from this Lifecycle to proceed to the next document. 
4. Send the OVJ to DPS.
5. If no disposition has been completed, send these OVJs separately to DPS with the “DPS routing slip” located at S:\Cust_Svc\CSC\Dispo 2
POLICIES / RELATED DOCUMENTS:
· ARS 41-1751: Reporting court dispositions to department of public safety
OTHER PARTIES INVOLVED:
· Fileroom
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· OnBase

· iCIS
· MSOutlook>Public Folders>All Public Folders>Departmental Discussion>Clerk of the Court>Appeals-Notification
REPORTS / FORMS:
· N/A 

DEFINITIONS:
· OVJ: Order Vacating Judgments
· DPS: Department of Public Safety
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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