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Post-Conviction Record Keeping

—

xS ESOTAALLANCEON CRIME This tip sheet provides guidance for service providers to
I »— ensure victim information is accurately recorded, maintained,

and used effectively for post-conviction notifications.

Victim Contact Records

» Keep a history of addresses for victims.

« Document the names, relationships, and contact information of
relatives who can assist in locating the victim if needed.

e Ensure all phone numbers are accurate including area codes.

e Collect email addresses! This is a reliable way to contact victims.

e Record middle names and dates of birth to aid searches and verification.

Disposition Letters

This is an official document sent to victims to inform them about the results of
a case and their rights moving forward.

—
Here is what is recommended to include in the letter: @
« Provide a summary of the case results: sentencing, probation, v

or release date (estimate MRRA release date as well)

« HAVEN form. Emphasize the importance of HAVEN for any updates while
the offender is incarcerated.

« Include contact information for further help or questions.

Once the individual completes the HAVEN form, have them save and attach
an email to victimassistance.doc@state.mn.us or print and mail it to Victim
Assistance Program 1450 Energy Park Drive, Suite 200, Saint Paul, MN 55108.

Information Look-up Resources

» Use tools like FastPeopleSearch to locate individuals.
e Minnesota Government Access (MGA)*

*Service providers who need MGA information must work through

a county attorney’s office or other agency with MGA access. MGA allows
service providers to access court records and documents for cases in Minnesota
district courts. If you don’t have MGA access, you can access public court records
that are available through Minnesota Court Records Online (MCRO).




