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I.  
BACKGROUND
The Disposition Clerk is responsible for entering all dispositions into MoRIS from the City and County Court Dockets, and the Grand Jury Rising Report..  The disposition clerk will print the city court docket off of the New York State Unified Court System website using a log on and password provided by the courts. The Disposition Clerk will receive emails from County Court Clerks for the County Court Docket. The Disposition Clerk will receive Grand Jury Risings via email.
II. POLICY


The Disposition Clerk will enter all dispositions into MoRIS from the Grand Jury Risings, and County Court Dockets.  Both of these are received via e-mail.  Grand Jury is usually held every Tuesday and Wednesday.  County Court Dockets are emailed daily by the Judges Court Clerk. The Felony Disposition Clerk is also the Felony Sealing Clerk.

III. PROCEDURES

Entering a Disposition from the Grand Jury Risings Report

The Grand Jury Risings Report includes everyone who was indicted, no billed, and returned to lower court.

A. Indictments

1. Highlight the CR#’s of all city indictments.

2. Search by CR#, then by name under that CR#.  (Keep in mind when searching by CR# that you will get the names of everyone who was charged under that CR#).

3. Highlight the booking you wish to enter your disposition for.

4. Highlight the incident in which you wish to enter the disposition for.

5. Enter the disposition using the date of the Grand Jury Rising, located at the top of the report.  Example:  11/19/04 Indicted by the Grand Jury.

B. No Bills

You will receive via email all sealing orders for No Bills.
C. Returned to Lower Court

1. Highlight the CR#’s of all “City returned to lower court”.

2. Search by CR#.

3. Highlight the booking you wish to enter the disposition for.

4. Highlight the incident you wish to enter the disposition for.

5. Enter the disposition using the date of the Grand Jury Rising. 

Example: 11/19/04 returned to lower court as criminal possession of a 

           controlled substance 7th.


Entering Dispositions from County Court Dockets
1. Print all dockets from email.
2. Highlight all dispositions

3. Search by CJTN (Criminal Justice Transaction Number) also known as the 501 number.

4. Make sure the crime occurred in the city.

5. Enter disposition. (see power point presentation “SEALING CRIMINAL RECORDS”)
On the felony dispositions, you will more than likely have more than one charge.  In these cases, all the charges are listed.  In most cases, they will only plea to 1 charge, however, there are other times when they will plea to 1 or more charges.  Each charge will carry it’s own sentence.  Make sure you mark these correctly.

In some cases, you will have more charges on the disposition than you do in your booking.  This happens when the Grand Jury indicts them on more charges than they were charged with.  This can also happed when multiple cases have been covered by one plea.  If you can’t figure out what bookings need the disposition, then call County Court and they can give you the associated CR#’s.

Keep a monthly log with the total of all dispositions, sealings and YO’s that you have entered and hand them into the TSS secretary on a monthly basis.


