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PURPOSE:

To provide instructions for researching and processing No Dispos.
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. 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.  

EVENT DRIVER:

· Disposition form is not located.
PROCEDURES: 
1. Received dispositions forms are filed numerically in the file cabinets in the Disposition area.  The majority of these forms are from the County Attorney and Regional Court Centers.
2. Disposition clerks will search for a disposition form when a final disposition cannot be completed in ADRS.
3. A search for a disposition form will be conducted using the case number, defendant name and defendant ID number, 001, 002 etc.
4. If the disposition form is not located, the minute entry or order is counted as an ND (no dispo) on staff’s daily production statistical report.
a. Disposition staff report the case number, defendant name and date of birth on “No Disposition Reports” spreadsheet located on the S-drive under Cust_Svc/CSC/Dispo folder. Once filled the Disposition/Abstracts manager forwards the spreadsheet to the Arizona Department of Public Safety to create a Gap Filler Dispo Lost for completion.
5. If a disposition form is located, pull it from the file cabinet and complete the disposition report following established disposition reporting procedures.
6. Staff will also research the disposition forms in the file cabinets to determine if there are dispositions that can now be completed.
a. Pull a folder of dispositions from the file cabinet.
b. Enter each case number in iCIS to determine if a sentencing has been completed.

c. If a sentencing has been completed, process the disposition following established disposition reporting procedures.
d. If a sentencing has not been completed, return the disposition form to the folder.
e. List the total count of forms found that can now be completed on the daily production statistical report.  This total will be annotated as “incoming mail” on the daily stat report.
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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