
	Clerk of the Court 
Internal Operating DOCUMENT
	Approved BY:  
MELANIE FAY
	

	
	Area: CUSTOMER SERVICE CENTER

Document Number: PRO-DRPT-1006
Subject:  Disposition Mail Processing
Page: 1  of 5
	Effective Date: 12/21/2006

	
	
	Revision Level: C
L.R.D.:08/12/2020



PURPOSE:

To provide instructions for disposition mail processing.

OBJECTIVE:
· To provide the necessary direction to ensure that completing the disposition form, noting the disposition, and forwarding it to the criminal section of the Department of Public Safety (DPS) 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.
EVENT DRIVER:

· The final disposition of a case occurs in a court of record.
PROCEDURES: 
1. Access the Internet and type in the following address http://dapr.coc.maricopa.gov.  Click on Adult MEEDS Reports and select Disposition Clerk Minute Entries (number 10).
a. On the Report Parameter page, click View Report.
b. Verify the generated date is correct (which is one business day prior to the current date).

c. Click the Printer Icon.
2. Record the total number of minute entries on the list on line 35, the Processed Mail line in the Disposition/Abstract Database.
a. Count the number of cases per page and record the total on the bottom of each page. 
3. Sort the completed work in the basket.  Verify there is a signature on all dispositions.
4. Complete any photocopying of paper dispositions.  Sort, staple and forward the copies to docket along with ADRS printouts.  Do not copy the ADRS printouts.
5. Print out a Routing Slip and attach to the Dispositions.  To access the Routing Slip 2, go to the S:Drive\Cust_Svc\Dispo 2.  Check the SCT-12th Floor, CR File Counter box and Enclosed are completed Abstracts, Dispositions box.  Select the Deputy Clerks name preparing the routing slip using the drop down.  Forward to SCT using appropriate labeled envelope for docketing and scanning.
6. Original paper dispositions are sent daily to the Department of Public Safety (DPS) using appropriate labeled envelope.
7. Dispositions that have been stamped "Offense Date Incorrect" are sent to the Department of Public Safety (DPS).
8. Scan Abstracts to your e-mail. Save the scanned document to your desktop and rename as Abst (Date). E-mail Abstracts to MVD at driverimporvement@azdot.gov. Send the printed copy to SCT for docketing and scanning.
9. Sort Incoming Disposition Sheets by CR case number and merge together and into file cabinet.  Distribute all obtained interoffice mail accordingly.
10. Send Disposition Sheets that have no case numbers, a "PF" in front of the case number, JC's and wrong case numbers, or FTA's with ORI's different than our ORI, to Records – FDR, MCAO.  Complete a Routing Slip 1 which is located on the S:Drive\Cust_Svc\Dispo 2.  Select the Deputy Clerks name preparing the routing slip using the drop down, attach it to the items.

11. Give Disposition Sheets that have FC/DR case numbers to the Disposition Supervisor.
12. FTA's with our ORI and no other charges other than FTA are placed into a box in the section.
13. Check the Disposition LifeCycle Workflow queue for Probation Modifications, Case Dismissals, OVJ's and Orders of Discharge etc.  Check any signed Memos stating the offense is designated a Misdemeanor that can be worked.  Review Probation Modifications.  If ARS 13-902C or Senate Bill 1053 are included under the "Recommendation" section, prepare a supplemental; otherwise, select "Remove from this LifeCycle".  Record all completed work on lines 35 and 39 in the Disposition/Abstract Database.
14. OVJ's with ARS codes 13-921, 13-4051 & 13-907 are sent to DPS with a mail bar code attached.  Certify only those with ARS codes 13-921 and 13-4051.  Enter all items onto the Clearance of Records spreadsheet located on the S:Drive\Cust_Svc\Dispo.
15. Complete Dispo Notification from the Appeals Folder in Outlook daily.  Prepare a new court abstract, annotating "Appealed" at the top of the form if applicable.  Attach a copy of the previously prepared abstract if one exists. (Refer to PRO-DRPT-1005: Court Abstract Processing procedure).

16. Complete any DPS or MVD requests received and pull files if necessary to complete requests.  Send to DPS or MVD with a mail bar code attached.  Fax any necessary copies to DPS.  All corrections go to the supervisor for review.
17. Complete Importing by accessing supplementals by going to S:Drive\Cust_Svc\CSC\Dispo\Supplemental Dispositions.
18. Click on the year, month and date you’re working (one business date before.)
19. Highlight all the supplementals in the folder then right click in the highlighted area and click Combine Supported Files in Adobe.
20. Click Combine Files on the new screen that pops up.
21. When the combined supplementals open, check the file date is correct and the case number matches what is listed in the folder. Close the combined document and click Yes to save the document onto your desktop as Dispo Sups (Date).
22. Open OnBase while keeping the supplementals folder open. Clcik on the first supplemental and drag it into OnBase.

23. A box will pop up. Select the following:

a. Document type group – COSC-A

b. Document type – COSC-A CR-Criminal

c. Enter case #

d. Docket code – DRS

e. File Date

f. Part(ies) – EI

g. Security – NONE

h. Batch Name – DISPO (Date you’re importing)

i. Scanner ID – DAA

j. Scanned by – Your Initials

24. Click Import. Continue the process by changing the case number for each corresponding case.

25. When complete, email the saved supplemental document to MCSCdispos@azdps.gov.

26. Any paper dispositions that were completed at the same time as a supplemental should be scanned and e-mailed as well.
POLICIES / RELATED DOCUMENTS:
· AZ Rules Cr. Proc., Rule 37.1: Report of Court Dispositions, Scope
· AZ SB 1053: Character Education Special Plate Fund
· ARS 13-902C: Periods of probation; monitoring; fees
· ARS 13-907: Setting aside judgment of convicted person on discharge; application; release from disabilities; firearm possession; exceptions
· ARS 13-921: Probation for defendants under eighteen years of age; dual adult juvenile probation
· ARS 13-4051:  Entry on records; stipulation; court order
· ARS 28-1559: Traffic case records; abstract of record; reports
· ARS 41-1751: Reporting court dispositions to department of public safety
· PRO-DRPT-1005: Court Abstract Processing 
OTHER PARTIES INVOLVED:
· Arizona Department of Transportation
· CR File Counter
· DPS
· MCAO Central Intake 
· MVD
· SCT-12th Floor, CR File Counter 
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Internet access

· iCIS

· MEEDS
· OnBase

· Email

· S:Drive\Cust_Svc\Dispo
REPORTS / FORMS:
· http://dapr.coc.maricopa.gov: MEEDS Reports
· Routing Slip
· Routing Slip 1
· Routing Slip 3
· Clearance of Records spreadsheet
DEFINITIONS:
· DPS: Department of Public Safety 
· FTA: Failure to Appear
· JC: Justice Court
· MCAO: Maricopa County Attorney’s Office
· MVD: Arizona Motor Vehicle Division
· ORI: Originating Agency Identifier
· OVJ: Order Vacating Judgment
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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