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PURPOSE:

To provide instruction for processing Sealed Miscellaneous Documents.
OBJECTIVE:
· To provide the necessary direction to ensure that Sealed Miscellaneous Documents are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to Arizona Rules of the Supreme Court, Rule 123 and Arizona Supreme Court Administrative Order 2006-48, miscellaneous documents are processed and stored by the Discovery & Confidential Area.  Miscellaneous documents are filed in Superior Court but do not pertain to a specific court case on file.  
EVENT DRIVER:

· A Sealed Miscellaneous Document is received.
PROCEDURES: 
1. Deliver document to Public Records Manager.
a. If received in paper, deliver in paper.
b. If received via email as an off-line minute entry, forward via email.
2. Ensure the following information is listed on the document: 
a. Case number.  The case number is generated by the court clerk utilizing the month and date.  Ex: CR MISC1104
b. The caption if there is one.  Some sealed MISC documents do not have a standard caption and may just be correspondence received by the court.
c. Date-file stamp. 

3. Ensure that a copy of the minute entry ordering the document sealed accompanies the document. 

4. If received in paper, the PR Manager will scan the document on a Ricoh and email it to themselves.

5. Import the document into OnBase by “drag and drop”.

a. Save the PDF document to the desktop.

b. Click on the document, hold, and drag over to OnBase.  

c. The Import Document screen will open.
d. From the drop-down menu for Document Type Group, select Miscellaneous   

    Documents.

e. From the drop-down menu for Document Type, select Misc.

f.  Fill in the keyword fields as needed. 

g. In the Security keyword field, enter Sealed.

h. Click on Import at the bottom left hand side of the screen.  See Figure 1 below.

Figure 1:
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POLICIES / RELATED DOCUMENTS:
· AO2006-48: Arizona Code of Judicial Administration § 3-403: Protecting Personal Information in Public Records

· 17A A.R.S. Sup.Ct.Rules, Rule 123: Public Access to the Judicial Records of the State of Arizona
OTHER PARTIES INVOLVED:
· Court Clerk
· D&C

· Distribution

TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· OnBase
REPORTS / FORMS:
· N/A
DEFINITIONS:
· n/a
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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