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PURPOSE:

To provide instruction for processing Probate Minute Entries to Secretary of State Election Services.
OBJECTIVE:
· To provide the necessary direction to ensure that Probate Minute Entries to Secretary of State Election Services are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to Arizona Revised Statutes, Section §16-165 (9c), the Clerk of the Court will provide notification to the Secretary of State’s Office, Election Services in probate matters appointing either a permanent or temporary guardianship for incapacitated persons (per ARS 14-5101 and 14-5304).  The minute entries will be delivered electronically to the customer service certification desk mail box in the public records folder.
EVENT DRIVER:

· A Probate Minute Entry to Secretary of State Election Services is received.  Minute entries will be received in the public records folder list.
PROCEDURES: 
1. Access iCIS to obtain the Probate minute entry (via OnBase) to research the information required. 
2. Verify the individual’s name and case number. Obtain the following information:
A. Full name 

B. Usual place of residence (where the incapacitated person usually resides) 
C. Address (where the incapacitated person is currently living, nursing home etc.)

D. Date of birth (if available)

E. Place of birth (if available)

F. Social security number (if available)

G. AKA’s

H. Court case number
3. Access the Felon Voter Reports – Incapacitated spreadsheet at S:\Customer Services\CSC\D&C\Felon Voter Reports – Incapacitated
A. Open the spreadsheet for the current month.

B. Enter the information from the minute entry in the associated columns on the    spreadsheet.

4. At the end of the month, move the spreadsheet into the Completed folder located at S:\Customer Services\CSC\D&C\Felon Voter Reports – Incapacitated

POLICIES / RELATED DOCUMENTS:
· ARS 14-5101: Definitions
· ARS-14-5304: Findings; limitations; filing; fingerprinting
· ARS 16-165: Causes for cancellation
OTHER PARTIES INVOLVED:
· EDM-QC
· Court Operations Supervisor

TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· iCIS
· OnBase
REPORTS / FORMS:
· F-D&C-1006: SB1250 form
DEFINITIONS:
· AKA’s: Names “also known as”
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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