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PURPOSE:

To provide instructions for correction or clarification of disposition reports.
OBJECTIVE:
· To provide necessary direction to ensure that correction or clarification for dispositions and correction letters for abstracts are all correctly and accurately done in a consistent manner.  
GENERAL INFORMATION:
Pursuant to AZ Rules of Criminal Procedures, Rule 37.1 (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 of the Department of Public Safety (DPS). 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. Pursuant to A.R.S. §28-1559, each magistrate of the court or clerk of the court of record in which the conviction or judgment was had or bail or deposit was forfeited shall prepare and immediately forward to the department an abstract of the record of the court covering the case in which the person either was convicted, was adjudicated to have committed a civil traffic violation, or forfeited bail or deposit. The purpose of a correction letter is to request from a County Attorney, Court Clerk or Judge a correction or clarification regarding the sentencing or supplemental minute entry that was endorsed to the disposition work unit.
EVENT DRIVER:

· Disposition Reports forwarded to DPS or Abstracts prepared for the Motor Vehicle Division cannot be processed until a request for correction or clarification letter is received by the disposition clerk.
PROCEDURES: 
1. Perform a thorough review of the case file to determine if the clerical error was made by the Court Clerk or if the error was made by the County Attorney or judicial division. 
2. Submit a correction/clarification request via e-mail to the preparing Court Clerk if:
A. The case number is incorrect.

B. The minute entry date is incorrect.

C. To clarify the disposition of a count.
D. For the disposal of a count.

E. To clarify the term of probation, prison, jail terms, etc.

F. If a statute is missing or incorrect.

G. For the designation of a count.
3. When determining if a clarification request via e-mail is needed:
A. Review the written plea agreement to verify that the information needed was not inadvertently omitted by the Court Clerk that prepared the minute entry (ME).
a. If the information was omitted, submit a correction/clarification request via e-mail to the preparing Court Clerk.   A nunc pro tunc should be issued. 
b. When submitting the request, copy the appropriate Courtroom Services Manager and the Disposition and Abstracts Supervisor.

B. Review the charges/statutes on the Indictment, Information and/or Direct Complaint and compare with the charges annotated on the Disposition Report and sentencing MEs.
C. If the information was omitted or incorrect when filed by the County Attorney, send an e-mail to the deputy County Attorney assigned to the case. 
D. If it is determined that the correction must be completed by a judge, inform the Disposition and Abstracts Supervisor.
E. Upon receipt of the correction or nunc pro tunc, complete the disposition report according to established procedures.
4. The disposition clerk processing any returned Abstracts(s) will prepare the Request For Clarification/Correction Memo for any returns from MVD.
A. When preparing the memo, ensure all information originally reported is correct. Access the F-DRPT-1001: County Attorney form letter for Abstract Reject.
B. Input the current date.
C. Address the form to the County Attorney that is listed on the minute entry order in question.
D. Input the case number in the body of the document.
E. Print out 2 copies of F-DRPT-1001: County Attorney form letter for Abstract Reject. One is sent to:

Mike Morrison, Bureau Chief
Mail Code: MCAO-MJCI-Vehicular Crimes
6th floor, Admin. Bldg

And the other to:
Jon Eliason, Deputy County Attorney
Mail Code: MCAO-SEF-Pretrial

For all other County Attorneys, send to Mail Code: MCAO-CR.
F. Make a copy of the items that were returned.  Include the original Abstract/Clarification/Correction coversheet that was sent.   Maintain the originals in a tickler file to follow up in 30 days.
G. If a nunc has been done, prepare a corrected abstract, have the supervisor delete the old abstract, and dispose of the letter and MVD reject letter.
H. If no nunc has been issued after 30 days, file in the Request for Clarification letter, and send to appropriate filing counter for scanning.  Dispose of the original abstract packet.

POLICIES / RELATED DOCUMENTS:
· AZ Rules Cr. Proc., Rule 37.1: Report of Court Dispositions, Scope
· ARS 28-1559: Traffic case records; abstract of record; reports
· 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:
· iCIS

· MEEDS
· OnBase

· email

REPORTS / FORMS:
· F-DRPT-1001: County Attorney form letter for Abstract Reject 
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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