C400-001

REQUESTS FOR SIGNED, CERTIFIED MINUTE ORDERS

	DATE OF ISSUE:
	05/15/01

	APPLICABLE TO:
	Court Support Staff, Their Supervisor and Administrative Support Staff Manager

	DOCUMENTS:
	None

	FORMS:
	None

	SUPERSEDES 
AND CANCELS:
	None


Signed, certified minute orders are requested for adoption cases to verifiy termination of parental rights for local adoption cases and for regional and adoption cases to verify jurisdictional compliance with other states' compliance with Interstate Compact for the Placement of Children (ICPC) adoptions. 

A.   WHEN:

A REQUEST FOR A SIGNED, CERTIFIED MINUTE ORDER IS 



RECEIVED

	WHO
	
HOW

	
	

	Court Support Staff
	1.
Receive a faxed request that includes the following 
information:

a) Court number

b) Minor’s full name

c) CWS/CMS case number

d) Court department number

e) Justification for the request for the minute order

f) Court date of the requested minute order 

g) Name, address and telephone number of the requestor

If any of the information is missing, contact the requestor for the missing information.

2. Access CWS/CMS.  Access the case’s Document Tracking page and enter the date the fax was received.

3.
Photocopy the fax and file the copy in the designated 
office file.

4.
Access the Juvenile Automated Data Enhancement system and 
print a copy of the minute order.

5. Type a cover letter to the Superior Court Clerk’s office, attach the original faxed request and minute order and hand deliver it to the Superior Court Clerk.


	WHO
	     HOW

	
	

	Court Support Staff
	6.
Access CWS/CMS.  Access the  Document Tracking page in the case 
and 
enter the date the request for the signed, certified minute order was 
delivered to the Superior Court Clerk’s office.

7. Upon receipt of the signed, certified minute order from the Superior Court Clerk:


a) Access CWS/CMS.  Access the Document Tracking page in the case and enter the date the signed, certified minute order was received from the Superior Court Clerk and the date it was mailed to the requestor.

b)
Type a cover letter to the requestor, attach the minute order and 
mail it.
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