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PURPOSE:

To provide instructions for completing the disposition form noting the disposition and forward it to the criminal identification section.
OBJECTIVE:
· To provide the necessary direction to ensure that completing the disposition form, noting the disposition, and forwarding it to the criminal identification section are all correctly and accurately done in a consistent manner.  
GENERAL INFORMATION:
Pursuant to AZ Rules Cr. Proc., Rule 37.3 (a), if the final disposition of a case occurs in a court of record, the clerk of that court shall complete the disposition form noting the disposition and forward it to the criminal identification section. The clerk shall retain a copy of the completed form in the court's file.  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.  Such information shall be submitted on a form and in accordance with rules approved by the Supreme Court of the state.
EVENT DRIVER:

· The final disposition of a case occurs in a court of record.
PROCEDURES: 
1. Double click the ADRS icon on the desktop.

2. Type in your user ID (TOC number) and password. Your Agency ORI should automatically populate then click on Login or Enter.

3. Enter the PCN number if known, or search by the SID# or name and DOB.  Click on Locate or Enter.  (Note: You can also search for the PCN or SID# using iCIS.  Access iCIS, enter the case number, click on the defendant's name then select: Legal Nbrs). The PCN or SID# will be located under Existing Type and Number if applicable).

4. Verify the defendant name, arrest number, arrest date, arresting agency.  They should match the Court Information Sheet from the computer screen or court file.

5. Click on Charges.
6. Verify charges on the disposition with the available ARS codes.  All charges must be listed as per the Indictment or Direct Complaint.
7. Select the Count # to dispo.

8. Click on the Add/Edit Dispo.

9. Enter Dispo Date of sentencing (i.e., 01/01/2000).

10. Tab to Dispo Agency Case Number.  Enter case number including dashes (i.e.,  CR2013-005036-001).

11. Tab to Dispo Code.  Click on drop down menu and then click on appropriate code (GG, NP, etc.)

12. If the Count is Amended, use drop down, then enter the new Statue Code or other amended information.

13. Use the Agency Count ID box if the count numbers on the indictment or complain to do not match the count numbers in ADRS.  For example: If count 1 in ADRS is filed as count 2 on the initiating document, enter "2" in the Agency Count ID box.

14. Tab to Offense Type box.  Click on "M" for misdemeanor or "F" for felony charge.

15. If needed, tab to Preparatory Offense; use the drop down to enter the appropriate code.

16. Tab to Victim Codes; click "NO" in all boxes unless indicated on the sentencing. (If this is a domestic violence charge, complete the victim code box).
17. Click on the Sentences and enter the applicable code ("CC" for concurrent sentence, "SS" for suspended sentence or "CS" for consecutive sentence).

18. Tab to Confinement Type, select "P" for Prison or "J" for Jail if applicable.

19. Tab to Confinement Length and enter time Time Period Set (i.e., 3 days).

20. Tab to Probation Length.  If there is probation time, enter Time Period Set the length (i.e., 3 yrs).

21. Tab to Fine.  Click Yes or No.

22. Tab to Restitution.  Click Yes or No.
23. Tab to Community Service.  Click Yes or No.

24. Tab to Other Sentence only if the sentence is a Fine Only or Terminal Disposition, otherwise do not use.

25. Tab or click OK.

26. Repeat steps 1 through 24 until all charges are entered.

27. Click on Save.
28. When all charges have been entered, click Print Screen.

29. For multiple charges on the same case that have the same disposition (such as Case Dismissed, Acquitted, Deferred Prosecution, or not responsible, reason of insanity), click on the Multiple Count Dispo button to dispo all of the charges at one time.

30. When a count needs to be added after determining that the date of offense and PCN match, click on the Add Count tab located at the bottom of the page.

31. Enter the Count # in the Agency Count ID box to match the Indictment or Direct Complaint.

32. Enter the Statute Code.

33. Enter the Offense Type.

34. Enter the Offense Date.
35. Enter the Preparatory Offense.
36. Enter the Victim Codes as per the Indictment or Complaint.  Click NO unless indicated on the sentencing.  (If this is a domestic violence charge, complete the victim code box).

37. Enter Dispo Date of sentencing (i.e., 01/01/2000).
38. Tab to Dispo Agency Case Number (i.e., CR2013-005036-001) to include dashes.

39. Tab to Dispo Code.  Click on drop down menu and then click on appropriate code (GG, NP, etc.)

40. Click on Save.  (Note: to add another charge, click on Save and Add another Charge then repeat steps 30 through 42.

41. If the charge you are adding has been amended at the time of sentencing, add the original charging information and enter the disposition code as PO (Plea to Other Charge).  Click on OK.  (Note: The only time you use PO is if you add a charge that needs to be amended).

42. Reopen the charge that is being amended and update the disposition code to match the sentencing and add in the amended information.  (Examples are: ARS code has changed, offense type has changed, preparatory or victim code has been added).

43. Click on the Sentence tab and the information can be added.  See step 7 through 25.

44. Click on Save.

45. When all charges have been entered, click Print.

46. Any offenses dates that do not match, draw a line through the date and indicate the correct date of offense.  Stamp the printout with the Offense Date Incorrect stamp.
47. If you are positive the PCN belongs to the case, you can correct the date in ADRS using the Offense Date box.
48. Place your signature stamp on the printout.
POLICIES / RELATED DOCUMENTS:
· AZ Rules Cr. Proc., Rule 37.3
· ARS 41-1751: Reporting court dispositions to department of public safety
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· ADRS (Arizona Disposition Reporting System)
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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