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PURPOSE:
To provide instructions for updating addresses in iCIS from returned mail.  
OBJECTIVE:
· Mailing addresses will be updated in iCIS. 
EVENT DRIVER:

· Documents mailed to parties are returned to the Clerk’s Office by the United States Postal Services (USPS) with a forwarding address label. Use this procedure to determine if the party address can be updated in iCIS from the address label, or if the party needs to provide a change of address form. 

· This procedure applies to Adult iCIS address updates. For Juvenile iCIS address updates, see the Juvenile manual – PRO-REFDOC-1001. 
PROCEDURES:
1. Check if the party’s address is protected in iCIS. 
a. If so, use the protected address change form. 
b. If not, proceed to step 2.
2. On docket, locate a document filed by the party within the last six months.
a. If the filer’s address on the document matches the forwarding address on the USPS label, update the party’s address on the iCIS address screen.
i. Remail the document to the forwarding address.
b. If the filer’s address on the document does not match the forwarding address on the USPS label, do not update the party’s address in iCIS.
i. Remail the document to the forwarding address
ii. Include an address change form.  
3. To create returned mail templates that will be added to the docket, use the respective DRMS or Distribution procedures for returned mail. 
POLICIES / RELATED DOCUMENTS:

· ARS 25-322 and 25-504
· DRMS Returned Mail Procedure
· Distribution Returned Mail Procedure 
· Address Change Needed Notice – General
· Address Change Needed Notice - Protected 
· Juvenile Manual – PRO-REFDOC -1001
OTHER PARTIES INVOLVED:

· All areas that process returned mail.

TIME / VOLUME:

· Varies
FREQUENCY:

· Varies
PERFORMANCE MEASURE:

· Address gets updated in iCIS.
SYSTEM ACCESS REQUIRED:
· OnBase
· iCIS
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court. 
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