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PURPOSE:

· To provide instructions for:

A. Processing the Supplemental Applications for forwarding to the Special Commissioner;

B. Process the orders received from the Special Commissioner for Deferrals and Waivers.
OBJECTIVE:
· To process Supplemental Applications correctly over time;

· To process the orders received for Deferrals and Waivers correctly over time.
EVENT DRIVER:

· Customer submits a Supplemental Application.
PROCEDURES:
I. Processing the Supplemental Applications for forwarding to the Special Commissioner:
1. Review the document received to make sure there is an application and an order;  also check for the notice of Sherriff’s fees:
A. If there is no order attached, one must be printed:
a. Open S:\Fin_Svc\Supplementals\[most current supplemental order].
b. Print that document.
c. Write the Name of the Petitioner/Plaintiff, Name of the Respondent/Defendant and the Case Number in the space provided.

B. If there is a notice of Sherriff’s fees attached, write a red S on the first page top left corner of the application.
2. Open Revenue Results:
A. Search by the case number on the application.
B. In the Search Results window, look for the party named at the top of the application; then look for any of their unpaid accounts.
C. Open each one individually.
a. Click the envelope icon in the toolbar.  The Print Debtor Letter pop-up window will open.  

b. From the Letters pull-down menu, select COSC SUPP APP fee breakdown.  

c. Click Print.  The Print Debtor Letter Option pop-up window will open.  Select the Print Now radio button.  Click OK.  Retrieve the letter from the printer.  If a notice of Sherriff’s fees was noted in step I.1.B., write a red S on the first page top left corner of the Debtor Letter.
d. Open the Account tab.

e. Click the Edit Account icon in the toolbar.

f. Using the pull-down menu in the Acct Status field, change the account status to HLD.

g. In the Comments field, note the current date and type the phrase Supp App to Judge.  If the account has been forwarded to the outside collection agency, also type OCOLL in the Comments field and write conspicuously on the Debtor Letter COLLECTIONS in red.
h. Highlight and copy the information in the Comments field.

i. Click OK.

j. Open the Debtor tab and click on the Add Note icon in the toolbar.  The Add Note pop-up window will open.  Paste the previously copied phrase into the Note Text field.  Click OK.

k. Repeat steps I.2.A. through I.2.C. until all case numbers and applications have been processed.

l. If there is more than one account for the same party, run a calculator tape and attach to the front of the Debtor Letter all the unpaid accounts in summary form.
m. Staple the Debtor Letter to the corresponding application.  
3. Count how many applications are being sent to the Court Commissioner total, and also count how many by each case type are being sent.  Open the MSExcel spreadsheet: S:\Fin_Svc\Supplementals\Supplementals sent and received and input the counts in the appropriate cells.  Save file and close.  Create Transmittal Sheet of all applications being sent.  Attach to front of interoffice envelope to be sent to Family Court Admin who will distribute to appropriate Commissioners. 
4. Separate the Juvenile and the Probate applications from the rest.  Put all Juvenile application packets into a separate interoffice envelope and forward them to the respective Juvenile Special Commissioner. Put all Probate application packets into a separate interoffice envelope and forward them to the respective Probate Special Commissioner. Put all non-Juvenile and non-Probate application packets into an interoffice envelope and forward them to the assigned Special Commissioner.  
II. Processing the orders received from the Special Commissioner for Deferrals, Waivers, and Denials:
1. Prepping: Open the interoffice envelopes received and sort the application packets/orders by case type.
A. Remove staples and/or paper clips.

B. Separate the applications from the orders.  Keep the Debtor Letters and any notices of Sherriff’s fees together with the orders.  All other associated documents that may have been included must be properly destroyed.
C. Sort the orders by order types (i.e.: deferrals, waivers, and denials).

D. Stamp on each order the appropriate stamp: Deferred, Waived, Denied.

E. Open the MSExcel spreadsheet: S:\Fin_Svc\Supplementals\ Supplementals sent and received and input the counts of the Waived/Deferred/Denied applications in the appropriate cells.  Save file and close. 

2. Processing Deferrals:

A. Open Revenue Results.  

i. Search by the Debtor Number shown on the Debtor Letter.

ii. Open the Debtor tab and edit/add in the Description of Debt field the deferral details (e.g.: Ordered $10.00 per month.)  Click OK.
iii. Open the Account tab and click on the Edit Account icon (the icon in the toolbar of the file folder with the pen next to it).  The Edit Account pop-up window will open.  If the account has already been submitted to collections, (this would be noted in the Comment field and/or on the Debtor Letter) using the pull-down menu in the Acct Status field, select PNR; otherwise, select A-1 in this field.  Update the Begin Date field to the current date. Delete the contents of the Comments field, and enter Per Supp App [payment plan details shown in step II.2.A.ii.].  Copy and paste the contents of this field into the Debtor Notes field on the Debtor tab.
B. If the account has already been submitted to collections, write the payment plan details on the Debtor Letter to give to the person that handles collections so they can notify the collection agency.  All other Debtor Letters that have not been submitted to collections must be properly destroyed.
C. Repeat steps II.2.A.i. through II.2.B. until all the Deferrals have been processed.
3. Processing Waivers:

A. Open Revenue Results.  

i. Search by the Debtor Number shown on the Debtor Letter.

ii. Open the Debtor tab and edit the Debtor Status field by selecting Court Waived from the pull-down menu.  Click OK.
iii. Open the Account tab and click on the Edit Account icon (the icon in the toolbar of the file folder with the pen next to it).  The Edit Account pop-up window will open.  Delete the existing contents of the Comments field, and enter Waived Per Supp App [the date of the order].  Copy and paste the contents of this field into the Debtor Notes field on the Debtor tab.  In the Debtor tab at the top of the page, click on Operations> Account>Cancel an Account…  The Cancel an Account pop-up window will open.   Click on the account shown in the viewing pane.  Paste the contents currently in memory into the Cancellation reason: field.  Click OK.  (Note: Cancellation of an account takes a few moments; once completed the balance in the upper blue banner of the page will show $0.00, and the Account Status in the Accounts viewing pane below will show Cancelled.) 
B. If the account has already been submitted to collections, write the word Waived on the Debtor Letter to give to the person that handles collections so they can notify the collection agency.  All other Debtor Letters that have not been submitted to collections must be properly destroyed.
C. Repeat steps II.3.A.i. through II.3.B. until all the Waivers have been processed.
4. Processing Denials:

A. Open Revenue Results.  

i. Search by the Debtor Number shown on the Debtor Letter.

ii. Open the Account tab and click on the Edit Account icon (the icon in the toolbar of the file folder with the pen next to it).  The Edit Account pop-up window will open.  If the account has been already submitted to collections, using the pull-down menu in the Acct Status field, select PNR; otherwise, select A-1 in this field.  If the reason for denial is that the case is ongoing, change the Acct Status to Suspended.  Delete the contents of the Comments field, and enter Per Supp App [reason for denial].  Copy and paste the contents of this field into the Debtor Notes field on the Debtor tab.
iii. If the account has not been suspended (i.e.: the Acct Status = A-1), update the Begin Date field to the current date.
Note: If the application that has been denied has already been submitted to collections, and it is an ongoing case, bring it to your Supervisor’s attention.
5. Final Processing:
A. File stamp all applications and orders.

B. Make copies of the orders: One copy of each; two copies in the case of notice of Sherriff’s fees.

C. Make mailing labels for each order using the mailing address shown on the top of each application.
i. Mail one copy of the order to the recipient.

D. Certify the copies of the orders to be sent to the Sherriff’s office (if applicable).

i. Send the certified copies along with the notice of Sherriff’s fees in an interoffice envelope to: MCAO Civil Process Unit.

E. Place the original application and order into the appropriate staging location for filing.
POLICIES / RELATED DOCUMENTS:

· ARS 12-302: Arizona Revised Statutes: Request for Deferral/Waiver
OTHER PARTIES INVOLVED:

· Employee handling OCOLL and TIP
· Document Filing
· Special Commissioners

· Sherriff’s Department
TIME / VOLUME:

· Varied
FREQUENCY:

· Daily
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:

· Revenue Results 
· S:\Fin_Svc\Supplementals\[most current supplemental order]
· S:\Fin_Svc\Supplementals\Supplementals sent and received
REPORTS / FORMS:

· N/A
DEFINITIONS:
· Deferral: State law defines deferral as the postponement of an obligation to pay fees or the establishment of a schedule for payment of fees. 
· Waver:

· Denial:

· OCOLL:  Outside Collections Agency
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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