
State of New Mexico Administrative Office of the Courts             Standard Operating Procedures 
Judicial Information Division    Updated mm/yyyy 

 

Administrative Office of the Courts 
Supreme Court of New Mexico 

 

 
202 E. Marcy Street                 (505) 827-4800   
Santa Fe, NM  87501                 (505) 827-4824 (fax) 

                                                                  
                                                                

                                                                                      

 
 
 
 

 
 

 
 

Judicial Information Division (JID) 

Scheduling Out of District Hearings 

Standard Operating Procedure 

Version 2.1.0 
Updated: (01/2023) 

 

                                                                                   
 



State of New Mexico Administrative Office of the Courts               Standard Operating Procedures 
Judicial Information Division  Updated MM/YYYY 
  

 2 

Scheduling Out of District Hearings  

COURT / DEPARTMENT / DIVISION  
This procedure is to be used by District Courts  

USER  
District Court TCAA’s, and District Court Judicial Staff that schedule and maintain sessions. 

PURPOSE/INTRODUCTION 

In 2022, OJUG approved the right for TCAA’s and Court Monitors to add Out of District 
(OOD) Hearings into their court Sessions.   

RELEVANT DATA STANDARDS 

Data Standards were approved by the Supreme Court on May 20, 2020.  Using the data 
standards will result in improved data collection and reporting; improved data quality; 
improved consistency in case processing; improved court efficiency; and improved ability 
to establish court staffing needs. Refer to the following data standards for any procedures 
that may or may not be specifically mentioned in this SOP:  
 

General Data Standard 
1.8.0 Hearings 
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NAVIGATION AND STEPS 

1. Use an existing session, or Add a new Session from the Main Calendar (view 
Calendar Favorite). Use the Judges Name and OOD (Out of District), add the 
Resources. 

 

2. Inside the session use the (+) to add the hearing (case # from the other District, 
hearing type, etc) and Save. 

 

 


