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PURPOSE:

To provide instructions for processing court abstracts.
OBJECTIVE:
· To provide the necessary direction to ensure that court abstracts are correctly and accurately processed in a consistent manner.  
GENERAL INFORMATION:
Pursuant to A.R.S. §28-1559, within ten days after the conviction, judgment or forfeiture of bail or deposit of a person on a charge of violating chapter 3 or 4 of this title or this chapter or any other law regulating the operation of vehicles on highways, 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 person required to prepare the abstract shall certify that it is true and correct.  Each court of record shall also forward a like report to the department on the conviction of a person of homicide or aggravated assault resulting from the operation of a motor vehicle or any other felony in the commission of which a motor vehicle was used.  To facilitate the preparation of the report, the sentencing minute entry that is issued by the court shall indicate if the person was convicted of an offense that required the mandatory revocation of a driver license pursuant to A.R.S. §28-3304, subsection A, paragraph 1 or 3.
EVENT DRIVER:

· A court abstract is received for processing.
PROCEDURES: 
1. Access MEEDS. Print and review the Sentencing Minute Entry for A.R.S. 28 Code or 13-1209 (Drive-By Shooting) violation. 
2. The Abstract form is a one page electronic document that can be located on the S: Drive/CSC/Dispo 2 folder titled Court Abstract, which is sent to MVD, and to docket for scanning as part of the record (ECR).  To enter information, click on the highlighted field boxes and tab throughout the form.  Only enter information in the “blue highlighted” sections. 
3. Complete the following information on the MVD Court Abstract (if available). This information is usually found on the Court Information Sheet, which is normally filed in the case file just before the Complaint.  Other sources of this information include the arresting agency printout.  If the information cannot be located, fill in the box with “UNK”:
A. The defendant’s name (AKAs are added above the name box). 

B. DOB. 
C. Street address, city, state, and zip code. 
D. Under Driver’s License/ID Number put Driver’s License number if available otherwise indicate UNK (unknown).
4. Annotate the Citing Agency (usually located on the Complaint) in the required box (i.e., PPD or Phoenix Police Department).
5. Enter the date of offense (usually found on the Complaint/Indictment document), in the Violation Date box.
A. Indicate No in the Accident box, Serious Physical Injury and Fatality boxes (unless this information is contained within the case file). 
B. These boxes are completed if the defendant was charged with leaving the scene of an injury or fatal accident, homicide involving motor vehicle, aggravated assault involving motor vehicle, etc.,).

6. Enter the sentencing statute in the Violation Code box.  If there are multiple charges, enter all specific statutes.
A. The code can be found on the Sentencing Minute Entry. 
B. Ensure only the specific statute for the applicable offense is entered.  If there is more than one charge that the defendant is sentenced on, all specific statutes must be entered.
C. Indicate if the offense is a Felony or Misdemeanor by checking the appropriate box.
7. Enter the Superior Court case number in the Court Docket Number box.
8. Enter the applicable code in the Disposition Code box.
A. Enter “11” if the defendant signed a plea agreement. 
B. Enter “20” if the defendant was found guilty by a jury. 
C. Enter “43” if the case was dismissed per Defense.

D. Enter “44” if the case was dismissed per State. 
E. Enter “30” if the defendant was acquitted. 
F. Enter “70” if the case is on appeal (cases with codes of 20 or 43 are considered appeal cases).

9. Enter the date of the Sentencing Minute Entry in the Disposition Date box.
A. Sentencing Authority should only be reported when Violation Code 28-661A1 or A2 (involving death or serious physical injury, involving physical injury other than death or serious physical injury.) Must ensure that either the Serious Physical Injury or Fatality box on Court Abstract is checked “Yes”, or anytime the following violation codes are used. 28-662 A1, A2 or A3, 28-708 A Misdemeanor, 28-672 A Misdemeanor, 28-708A Felony. 
B. Ensure the preparer’s signature and date of completion is included on the abstract.

10. Forward a copy of the Abstract to SCT-12th Floor, CR File Counter, using the appropriate Routing Slip located on the share drive at S:\Cust_Svc\Dispo.
11. Retain an extra copy of the Abstract only if it has a Disposition Code of 20 or 43.
12. Forward Abstracts daily to the Arizona Department of Transportation.
13. Procedure for Appealed Abstracts:

A. Appeals staff will notify Disposition staff via the Outlook Dispo-Notifications Public Folder of any notices of appeal on A.R.S. 28 codes or A.R.S. §13-1209. 
B. View the public folder notification and obtain the case number (for use in iCIS/OnBase). 

(NOTE: Do not complete an Appealed Abstract if the “Notice of Appeal” states it has been Appealed and Affirmed). 
C. Access iCIS/OnBase and print a copy of the Notice of Appeal. 
D. Prepare a new court abstract, annotating “appealed” at the top of the form. 
E. Enter the name, date of birth, Court ID Number, case number, and the Disposition Code of “70”.   Complete any changes to information that may have been corrected since completion of the original abstract. 

F. Ensure the Disposition Date entered is the same date that’s annotated on the Notice of Appeal.  Ensure the preparer’s name and current date is also included on the Abstract. 
G. Attach a copy of the original Abstract, verifying the correct disposition code has been used and staple it to the Notice of Appeal. 
H. Forward a copy to the CR Docketing Area. 
I. Forward appealed abstracts to the Arizona Department of Transportation daily along with the regular and corrected Abstracts.
POLICIES / RELATED DOCUMENTS:
· ARS 13-1209: Drive by shooting; forfeiture; driver license revocation; classification; definitions
· ARS 28-1559: Traffic case records; abstract of record; reports
· ARS 28-3304: Mandatory revocation of license; definition
OTHER PARTIES INVOLVED:
· Arizona Department of Transportation
· CR Docketing
· CR File Counter
· MVD
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· iCIS

· MEEDS
· OnBase

· email

REPORTS / FORMS:
· Abstract form
· Routing Slip
DEFINITIONS:
· ECR: Electronic Court Record

· MVD: Arizona Motor Vehicle Division
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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