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PURPOSE:

To provide instruction for processing requests for Copies/Certifications of Sealed/ Confidential Documents.
OBJECTIVE:
· To provide the necessary direction to ensure that requests for Copies/Certifications of Sealed/ Confidential Documents are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §12-284 (a), customers may come to the Discovery and Confidential (D&C) section requesting photocopies of documents.  Copies shall be made of any items of public record upon request and upon payment of applicable fees. Sealed items shall not be copied without a court order.  Copies of confidential items may be provided without a court order to the parties, their attorneys or to other entities identified by court rule, statute, or Administrative order. Copies can only be made of paper items.  The D&C section does not make copies of other items filed (i.e., video tapes, CD-ROMs).
EVENT DRIVER:

· A request for Copies/Certifications of Sealed/Confidential Documents is received.
PROCEDURES: 
1. For copies of sealed/confidential documents:  
A. If the request is made in person, verify that the requestor is entitled to copies via court order, rule or statute.

B. Photocopy the requested page(s) of the document.
C. Annotate the number of pages copied on the Request for Access to Court Records form.
D. Annotate D&C stats.
E. Place the item in a manila envelope in the completed customer copy requests located in the Number Out slot for processing by the cashier in the Public Records section.
F. If the request for copies is made via email, follow steps B-D above.

G. Email the requestor when the copies are available for pick up.

H. Upon arrival, verify that the requestor is entitled to copies via court order, rule or statute.

I. Give copies to cashier in the Public Records section.
2. For Certification of sealed/confidential documents:
A. Photocopy all pages of the requested document.  For certifications of partial documents, refer to the procedure for PRO-PUBREC-1001: Processing Copies and Certifications.
B. Place the certification stamp at the bottom of the last page of the photocopy and sign and date the appropriate area to attest that the document certified is a true and correct copy.   If the stamp alters the document by covering wording, place the stamp on the back of the last page.
C. Affix the Court Seal (crimp seal) to the certification stamp over the signature.
D. Annotate the case number, the number of pages copied and the number of certifications on the F-D&C-1007: Request for Access to Court Records form.
E. Present the package to the Public Records cashier for processing.
F. For e-filed documents, use the electronic certification stamp. 

POLICIES / RELATED DOCUMENTS:
· ARS 12-284: Fees
· PRO-PUBREC-1001: Processing Copies and Certifications procedure
OTHER PARTIES INVOLVED:
· The public
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A 

REPORTS / FORMS:
· F-D&C-1007: Request for Access to Court Records form 
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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