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PURPOSE:
To establish guidelines for processing customer requests to complete the Motor Vehicle Department’s Court Compliance Statement forms.
OBJECTIVE:
To provide the necessary direction to inform the customer on the proper completion and/or disposition of the MVD compliance statement.
DEFINITIONS:
Court Compliance Statement form – A form created and maintained by the Motor Vehicle Division of the Arizona Department of Transportation that requests information related to DUI alcohol-or-drug-related driver’s license revocations.

GENERAL INFORMATION:
Pursuant to A.R.S. §12-282 and AZ Rules of Supreme Court, Rule 123 (a)-(h), the Clerk of the Court shall maintain and provide access to court records in accordance with applicable law. Rule 123 is adopted to govern public access to the records of all courts and administrative offices of the judicial department of the State of Arizona.

EVENT DRIVER:
A request from a customer regarding completion of the MVD Court Compliance Statement is received.
PROCEDURES:

1. When a customer requests the Clerk of the Superior Court to complete a Court Compliance Statement, Clerk staff shall take the following steps:

a. Customer request in person:
(1) If an Order of Discharge exists, staff shall provide a certified copy and assess the appropriate fees. Clerk staff are not required to check any boxes on or sign the MVD form.

(2) If there is no Order of Discharge in the Superior Court file, staff shall write “No Order of Discharge found in the Superior Court file” and return the form to the customer.
(3) If the case is older than 2002, use identifying information provided by the customer (i.e., name, SSN, DOB, AKA’s) to utilize L-Index and microfiche while searching for their case. 
(4) DUIs are frequently handled in lower jurisdiction courts. If the customer does not have a DUI case in Superior Court, staff shall inform the customer there is no case in superior court, return the forms to the customer and refer the customer to their probation officer or to the court clerk of the court that heard the original matter.
(5) If the customer was ultimately discharged from prison and not county jail, or if the customer is on parole and not probation, and there is no Order of Discharge in the Superior Court case file, return the forms to the customer and refer the customer to the Arizona Department of Corrections or their parole officer and the MVD.

b. Customer request by mail:
(1) If an Order of Discharge exists, staff shall notify the customer of the appropriate fees and provide a certified copy of the Order upon receipt of payment. Clerk staff are not required to check any boxes on or sign the MVD form.
(2) If there is no Order of Discharge in the Superior Court file, staff shall write “No Order of Discharge found in the Superior Court file” and return the form to the customer.
(3) If the customer does not provide a superior court case number or enough information to locate their case, notify the customer to provide the superior court case number or to send a check for the statutory research fee with their identifying information to allow our office to do a case search using the customer’s identifying information (i.e., name, SSN, DOB, AKA’s).
(4) DUIs are frequently handled in lower jurisdiction courts. If the customer does not have a DUI case in Superior Court, staff shall inform the customer there is no case in superior court, return the forms to the customer and refer the customer to their probation officer or to the court clerk of the court that heard the original matter.
(5) If the customer was ultimately discharged from prison and not county jail, or if the customer is on parole and not probation, and there is no Order of Discharge in the Superior Court case file, return the forms to the customer and refer the customer to the Arizona Department of Corrections or their parole officer and the MVD.
POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· N/A

TIME / VOLUME:
· Varied

FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A

SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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