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PURPOSE:

To provide instruction for processing Protected Address Documents.
OBJECTIVE:
· To provide the necessary direction to ensure that Protected Address Documents are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §13-3602 and A.R.S. §12-1809, Petitioners and/or Plaintiffs have the right to request and have their address protected when filing either an Order of Protection or an Injunction Against Harassment petition.  UN-excised original documents bearing the signature of either party to the case or Judicial Officer will be brought to Discovery & Confidential (D&C) for storage.
EVENT DRIVER:

· Protected Address Documents are received from docketing areas after being filed in.
PROCEDURES: 
1. Place the protected address documents in a manila envelope.
2. Annotate the case number along the right-hand side of the envelope.
3. Annotate the caption along the upper left-hand side of the envelope and "PROTECTED ADDRESS" in the center of the envelope.
A. Do not place the Discovery and Confidential stamp on the envelope.
B. Do not send to docket for scanning.

4. Close the envelope. Do not secure the envelope with tape.
5. Place the envelope in the appropriate storage location on the shelf.

POLICIES / RELATED DOCUMENTS:
· ARS 12-1809:  Injunction against harassment; petition; venue; fees; notices; enforcement; definition
· ARS 13-3602: Order of protection; procedure; contents; arrest for violation; penalty; protection order from another jurisdiction
OTHER PARTIES INVOLVED:
· Docket
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· N/A
DEFINITIONS:
· D&C: Discovery and Confidential
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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