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PURPOSE:

It is the purpose of this procedure to provide instruction for handling the service documents pursuant to Rule 7(c). 

OBJECTIVE:
· To provide litigants the ability to serve a party with a protected address.
· To process the fees and documents for service accurately and consistently.
Event Driver:
In a Family Court case, an order to appear, petition or other document is filed and is required to be served to a party whose address is protected. 

PROCEDURES:
I. Preparation

1. If a customer requests Alternative Service, verify if the address for the other party is protected or not.  
A. If the address is NOT protected, refer the customer to the Self-Service Center for               information on how to serve the other party in the case *On occasion there will be more than one case for the parties (i.e. OP and Custody) – we may utilize a protected address available on another case and/or an address in ATLAS if applicable.

B. If the other party’s address IS protected, it will have a lock symbol next to the party’s name AND the address line will state that it is a protected address.
C. Determine if the customer wishes to affect legal service and not simply “mail” documents to the other party.  *If the customer wishes to have the items only “mailed” and not served, they will use the procedure for Notice of Mailing pursuant to Rule 7(a).
Service examples: Orders to Appear, Petitions.  

Mailing examples: Affidavit of Financial Information, List of Witnesses & Exhibits 
2. If service is for an Order to Appear, make sure that there is enough time to complete certified mailing prior to the hearing date (at least 30 days).  If the hearing date is too early to complete the mailing, reject the request and contact the Customer to file a motion or extension to set a new court date. When a new hearing date is received we will complete service without any additional fees.
3. Each facility will complete the Alternative Service Process requests accepted at that location and enter the information on the shared Alternative Service Log referenced in section III of this procedure. Preparation and Mailing should be completed with 24 business hours of receipt of payment. Service documents should be completed within 48 hours of receipt of the green card or lapse of 45 day tickle date.
II. Alternative Service Processing
1. Ensure that the correct payment was collected by the cashier in cash receipting: service code 480 (Certified Mailing) and service code 490 (Mailing).  If the payment is not correct, contact the customer (if underpaid) or issue a refund (if overpaid).
2. Sending Documents by Certified Mail:
Note: A limited number of staff and or management have access to view protected addresses. Request their assistance to obtain the address information and create an address label following Clerk of Court Mail Procedures.   

A. Select a USPS Certified Mail green card and a Certified Mail Receipt.  
B. On the USPS Certified Mail green card:
a. Section 1: Affix Address label of Protected Party
b. Section 2: Place the article number from the Certified Mail Receipt
c. Section 3: Mark Certified Mail Restricted Delivery (Section 3 ensures that only the person to whom the mail is addressed can sign for it.)
d. On the opposite side of the green card complete the return address Sender information including the following information:

Clerk of Superior Court


Attn: Filing Counter-Alternative Service


(Your location address)
e. Place all documents to be served into an envelope and affix the green card to the envelope with the delivery address visible.  The return address on the envelope can be the same as noted in step II.2.B.d.
f. Detach the bar code from the USPS Certified Mail Receipt and place it at the top of the envelope to the right of the return address, and fold along the top at the dotted line.
g. Retain the USPS Certified Mail Receipt in a secure area until the USPS Certified Mail green card has been returned and/or Service by Certified Mail or Attempted Service has been completed.
h. Place envelope in the Special Handling Basket for pick up by the courier. 
III. Alternative Service Log
1. Enter the information on the Alternative Service log located at S:Doc_Management\Alternative Service Log:
A. Enter Case number
B. Accepting Location (DT, SE, NE, NW)
C. List Documents Received for Certified Mailing
D. Date Received
E. Date Mailed
F. Enter tickle date (calculate 45 business days from the day paperwork has been sent out)
G. Tracking/Article Number
H. Date Returned or USPS checked
I. In the comments note Affidavit of service or Attempted Service and date (completed after the return – see step IV.4.)
J. After 10 business days from the day documents were sent out monitor for Certified Card to be returned and/or verify delivery via USPS.  See step IV.4.
IV. Processing Service Documents
1. Receiving the Returned Green Card SIGNED or Proof of Delivery is displayed on USPS tracking:  When the USPS Certified Mail green card is received back and is signed or USPS tracking confirms delivery, follow these steps to complete an F-DRMS-1003: Service by Certified Mail Rule 7c form located on the CDI:
A. Enter Petitioner and Respondent name
B. Enter Case number
C. The person completing the form enters their name as the undersigned
D. Enter the day, month and year that the card was mailed out
E. Enter the name of the clerk that mailed the documents
F. List each document that was mailed
G. Enter the Name (only) of the person it was mailed to – DO NOT ENTER THE ADDRESS.
H. Enter the date the green card was received back in the Clerk’s Office
I. Enter the name of the Judicial Officer assigned to the case
J. Enter the date the Service form is completed 
K. Black out the protected address on the envelope/green card, leaving only the protected person’s name.
L. Tape the green card or printed confirmation with the address information blacked out from USPS to page 3 of the affidavit.
M. Update the Alternative Service Log entry with the date it was signed and in the comments line enter the name of the party that was served and signed for it.
N. Verify the protected person’s address is not visible on the affidavit, file stamp and sign the affidavit and make two copies
O. Mail one copy to the party that paid for Service. 
P. Forward one copy to the assigned judicial officer.
Q. Forward the original to Docket for processing.
2. Receiving the Returned Green Card UNSIGNED:  When the certified mail card (green card) is received back and is unsigned, verify non-delivery via https://tools.usps.com/go/TrackConfirmAction_input  and follow these steps to complete an F-DRMS-1004: Affidavit of Attempted Service 7c form located on the CDI: 
A. Enter Petitioner and Respondent name
B. Enter Case number
C. The person completing the form enters their name as the undersigned
D. Enter the day, month and year that the card was mailed out
E. List each document that was mailed
F. Enter the Name (only) of the person it was mailed to – DO NOT ENTER THE ADDRESS.
G. Enter the date the green card was returned
H. Enter the reason it was returned unsigned
I. Enter the name of the Judicial Officer assigned to the case
J. Enter the date the Service form is completed
K. Enter the case number
L. Black out the protected address on the envelope/green card, leaving only the Protected person’s name.
M. Tape the green card or printed USPS confirmation of non-delivery to page 2 of the affidavit
N. Update the Alternative Service Log entry with the date it was signed and in the comments line enter the name of the party that signed for it.
O. Verify the protected person’s address is not visible on the affidavit, file stamp and sign the affidavit and make two copies
P. Mail one copy to the party that paid for Service 
Q. Forward one copy to the assigned judicial officer
R. Forward the original to Docket for processing
3. If a green card is not received and no action has been taken for step IV.1. or 2., and the 45 day tickle date listed on the Alternative Service Log has passed:
Note: Occasionally a green card will not be returned after mailing.  If no action has been taken for step IV.1. or 2., or 45 days has passed since mailing, verify delivery or non-delivery via https://tools.usps.com/go/TrackConfirmAction_input, follow the instructions in step IV.1. if service has been completed OR follow the instructions in step IV.2. if there was no delivery. 
4. Monitoring the Alternative Service Log: Beginning 10 business days from the day documents were sent out, each location will monitor their entries in the log located at: S:Doc_Management\Alternative Service Log.  Follow-up on any received USPS Certified Mail green cards or tracking on the USPS site https://tools.usps.com/go/TrackConfirmAction_input is required as is immediate processing of one of the service documents.  All fields in the log should be completed for each line entry. 
Note: If any area notes a delay (i.e. information is not completed in the log for a line item past the 45 days) in their own entries or those of another location, they should bring this to the attention of management.  
POLICIES / RELATED DOCUMENTS:
· ARIZONA RULES OF FAMILY LAW PROCEDURE: Rule 7(c) - Protected and Unpublished Addresses
· ARIZONA RULES OF FAMILY LAW PROCEDURE: Rule 41 - Service of Process within Arizona
· ARIZONA RULES OF FAMILY LAW PROCEDURE: Rule 42 - Service of Process Outside of State
OTHER PARTIES INVOLVED:
Each location
TIME / VOLUME:

· Varied
FREQUENCY:

· As Needed
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:
· Cashier Receipting
· ICIS
· S:Doc_Management\Alternative Service Log
· https://tools.usps.com/go/TrackConfirmAction_input  
REPORTS / FORMS:

· F-DRMS-1003: Service by Certified Mail Rule 7c form
· F-DRMS-1004: Affidavit of Attempted Service Rule 7c form
· Alternative Service log
· USPS Certified Mail green card
· USPS Certified Mail Receipt (white)
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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