
Sentencing Sheet Sample and Process - Explained by Court Administration

Included in Court Administration's April 25, 2019 letter to the House Legislative Oversight Committee (LOC).  
This information was provided in response to the following questions in LOC’s March 21, 2019, letter to Court 
Administration: 
1. Please explain court administration’s involvement, if any, with sentencing sheets (e.g., creating format,
providing data to complete sheets, utilizing data from sheets, etc.).  
2. If known, when is the last time sentencing sheets or the process of completing these sheets, were updated?

In addition to providing the information in this document, Court Administration provided the following response: 
 The General Sessions Sentencing Sheet (SCCA 217) was originally implemented by Order of the Chief

Justice effective March 1, 1999. The Sentencing Sheet has been amended by Order of the Chief Justice
numerous times since its original implementation, primarily as a result of legislative changes affecting the
contents of the sheet, as well as for clarification purposes. The most recent amendment to the sentencing
sheet was in April of 2018, and a copy of the current form is attached.

The sentencing sheet is used for creating an accurate record of criminal dispositions in the court of general 
sessions. However, the information contained in the sentencing sheet typically begins with the issuance of a 
criminal arrest warrant by a magistrate or municipal judge. When the defendant receives a bond hearing, 
court staff enters the defendant's personal information and criminal charging information into CMS. Upon 
entry, that information appears on that county's public index. In general sessions cases, that information is 
transmitted by the summary court to the clerk of the circuit court through CMS. The Judicial Branch's 
Information Technology Division has created an interface with the solicitors' case management system, 
which enables the solicitor to access and convert to their system the clerks' criminal case data contained in 
CMS.

Three parties have a role in the actual completion of the sentencing sheet, those being the solicitor, the 
presiding judge and the clerk of court. The process for completing the sentencing sheet and forwarding to 
the appropriate entities is contained as an attachment to this letter, and was the same information provided to 
court officials statewide at the origination of the document in 1999. Other than the addition of CMS, the 
steps provided in the attachment are reflective of current practice, although there are slight variations from 
circuit to circuit.
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