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Manual Reporting of Suspensions and Clearances to MVD 

COURT / DEPARTMENT / DIVISION 
District Courts 

USER 
This procedure is to be used by District Court staff.  

PURPOSE 
This procedure is to be used by District Court staff for the manual reporting of suspensions and 
clearances to MVD, according to NMSA 66-8-135(B), 66-5-25(B) and NMSA 66-5-30.  

INTRODUCTION 
Why do the courts need to report license suspensions and clearances to MVD? 

According to NMSA 66-8-135(B), ‘The court shall notify the department if a defendant fails to 
appear on a charge of violating the Motor Vehicle Code or other law or ordinance relating to 
motor vehicles.’  Paragraph G states, ‘The willful failure or refusal of any judicial officer to 
comply with this section is misconduct in office and grounds for removal.’ 
 
and 
 
According to NMSA 66-5-25(B), ‘The division is further authorized, upon receiving a record of 
the conviction in this state of a nonresident driver of a motor vehicle of any offense under the 
motor vehicle laws of this state, or of notice of failure to appear or upon determination by the 
division of failure to pay a penalty assessment, to forward the record to the motor vehicle 
administrator in the state wherein the person so convicted is a resident.’ 

NMSA 66-5-30(B) goes on to explain that, ‘The division may issue an administrative suspension 
of the instruction permit, driver's license or provisional license of a driver without preliminary 
hearing upon a showing by its records or other sufficient evidence, including information 
provided to the state pursuant to an intergovernmental agreement authorized by Section 66-5-
27.1 NMSA 1978, that the licensee has failed to: 

(1) fulfill a signed promise to appear or notice to appear in court as 
evidenced by notice from a state court or tribal court, whenever appearance is 
required by law or by the court as a consequence of a charge or conviction under 
the Motor Vehicle Code or pursuant to the laws of the tribe; 

 

 

 



State of New Mexico Administrative Office of the Courts               Standard Operating Procedures 
Judicial Information Division                                           Created 8/2021 
  

 3 

MANUAL REPORTING OF SUSPENSIONS AND CLEARANCES 

Regardless of whether or not a citation(s) exists on the charge(s), every failure to appear in 
court for a case that contains a Motor Vehicle Code violation, or other law or ordinance relating 
to motor vehicles, must be reported to MVD.  If a citation(s) exists for the charge(s), all 
information must be added to the charge(s).  To add the citation(s) to the charge(s) see 
Unlinking and Linking Citations to Charges – District Court SOP.  

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:  

RELEVANT DATA STANDARDS 
General  Case Specific  
1.7.0 Forms 2.4.0 Adult Criminal Standards – Charges   
1.14.0 Reports 2.5.0 Adult Criminal Standards – Pleadings   
1.15.0 Scanning 2.6.0 Adult Criminal Standards – Case Management  

NAVIGATION 
 
This procedure begins in Odyssey Case Manager. 
 
How a Suspension is Manually Reported 
Upon the party’s failure to appear in court, as explained above in NMSA 66-5-30(B)(1), the 
following steps must immediately be followed: 

STEPS 
 
In Case Manager, in the correct case: 

• Click on the “Forms” button  
• Enter ‘MVD’ in the name search field and select ‘M-CR-ADMIN-MVD/NOTICE OF 

FAILURE TO APPEAR IN COURT’ or if the defendant has an out of state license, enter 
‘NRVC’ and select NRVC-M-CR-ADMIN MVD/NOTICE OF FAILURE TO APPEAR IN 
COURT 

• A prompt will appear and require the clerk to enter the court code. 
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• Print the form, sign and date. 
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The original form should be mailed to the MVD - Driver Services Bureau, P.O. Box 1028, Santa 
Fe, NM  87504-1028 - and a copy scanned to event code. 
 

• Navigate to the ‘Events’ tab 
• Enter ‘5746 MVD Notice of Failure to Appear in Court’  
• Enter comments ‘Manually submitted to MVD’ and scan document to the event 
• Upon entering the event, the case flag ‘MVD Suspension’ will auto populate. 
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How a Clearance is Manually Reported 
 
Once the Failure to Appear has been properly addressed by the court, the following steps must 
immediately be followed:  

STEPS 
In Case Manager, in the correct case: 

• Click on the “Forms” button  
• Enter ‘MVD’ in the name search field and select ‘M-CR-ADMIN-MVD/NOTICE OF 

COMPLIANCE FOR FAILURE TO APPEAR IN COURT’ or if the defendant has an out of 
state license, enter ‘NRVC’ and select NRVC-M-CR-ADMIN MVD/NOTICE OF 
COMPLIANCE FOR FAILURE TO APPEAR IN COURT 

• A prompt will appear and require the clerk to enter the court code. (As seen above) 
• Print the form, sign and date. 

 

 
The original form should be mailed to the MVD - Driver Services Bureau, P.O. Box 1028, Santa 
Fe, NM  87504-1028 - and a copy scanned to event code. 
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• Navigate to the ‘Events’ tab 
• Enter ‘5738 MVD NTC of Compliance for Failure To Appear in Court’ 
• Enter comments ‘Manually submitted to MVD’ and scan document to the event 
• Upon entering the event, the case flag will be removed automatically. 

 

 
 
Reports  
 
If a Failure to Appear Warrant was issued, the Warrant Activity and Outstanding Warrants 
Report can be utilized to ensure that suspensions and clearances are properly issued. This 
report shows detailed information about warrants with a particular status(es) within a specified 
date range or a list of all currently outstanding warrants.  
 
This report does not save in List Manager, but can and should be run on a daily basis so that 
suspensions and clearances are processed timely. 
 
NOTE**The judge may record a failure to appear but not order that a warrant be issued. In 
these situations, the judge must instruct court staff to manually report the failure to appear 
suspension to MVD.  
 
NAVIGATION 
Reports > Warrants > Warrant Activity and Outstanding Warrants 
 
Locations:   Enter court 
Report Type:   Activity 
Date Range:   Issue Date 
Start Date:   Y 
End Date:   T 
Status:   Failure to Appear in Court Warrant Issued 
Check the box: ‘Is Current Status’ 
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Sort Order:   (clerk preference) 
Warrant Type:  Failure to Appear in Court Warrant 
Offense Code:   Type ’66-‘ into the Statute field, Select All 
   Type ’65-‘ into the Statute field, Select All 

 Type ’30-16D’ into the Statute field, Select All 
Type ’30-3-8(B)’ into the Statute field, Select All 
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1. Click on ‘Schedule’  
2. Enter Start Date: this will be the day you would like the report to start running 
3. Enter Start Time: this will be the time you would like the report to run everyday 
4. Click on ‘Recurrence’ Icon 
5. Click on ‘Daily’ and ‘Every weekday’ 
6. Save 

 

 
 
The report will run at 6:00 am (or at a specified time chosen) every weekday morning and will 
show all of the FTA warrants that were issued the day prior.  
 
The report should also be used to track cases that need clearances issued. The Status field in 
the report should contain only the following: 
 
Failure to Appear in Court Warrant Served 
Failure to Appear in Court Warrant Returned Unserved 
Failure to Appear in Court Warrant Canceled 
Failure to Appear in Court Warrant Issued in Error 
Failure to Appear in Court Warrant Served on Booking Ntc 
Failure to Appear in Court Warrant Surrender 
 
NOTE*** To clear a suspension where a warrant was not issued, the judge must communicate 
with the court staff to manually report the clearance. 


