MANDATES – APPEAL RETURNS
L.R.D.  07/12/2011
In processing the record on appeal, the case record including transcripts and exhibits are forwarded to the Appellate Court.  Once a decision regarding the appeal is rendered in the Appellate Court, the Appellate Court transmits the Mandate, copy of the Memorandum Decision, the transcripts and exhibits back to Superior Court.  
Upon receipt the Appeals’ Clerk:

· Verifies the case number
· CA-SA (Special Action); no research - docket only

· CA- CV, CA- CR, CA-MH, or CA-MS; research prior to docket

· Update ProdAppeals

· Access ProdAppeals; find case card

· Click “Enter/View Additional Data”

· Check to be sure Appellate case number is entered
· Click “Transmittal Info”

· Next to “Determination” enter “Mandate” or “Order”

· Enter description of Mandate

· “Return Date” enter the date of the return

· If “Notify Dispo” button is red; click to send an email
· Update the Mandate Log 

· Verify case was an erecord; check corresponding box on Mandate Log

· Verify Criminal History was sent; check corresponding box on Mandate Log
Access iCIS

· Verify case number and defendant name match

· Docket the Letter of Transmittal, ALT

· Docket the Mandate or Order; MAN or ORD

