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PURPOSE:

To provide guidelines and instruction for the Lower Court Specialty Desk for processing Special Action/Administrative Reviews filed in Superior Court. 

OBJECTIVE:
·   To process special actions and administrative reviews accurately and timely over time in accordance with 17B A.R.S.  Special Actions Rules of Procedure, Rule 4 and A.R.S.  12-904:  Commencement of Action; Transmission of Record.
EVENT DRIVER:

· A request is submitted to the Lower Court Specialty Desk for review of a Lower Court decision or an Administrative Board decision.
PROCEDURES: 
1. Special Action or Administrative Review documents filed at Superior Court 
A.  Special Action and Administrative Review cases will come in as a new case. Documents received will include but are not limited to:

a. Complaint (required)

b. LC Coversheet (optional)
B.  Collect the filing fee from the Customer.  Filing fees can be found in Superior Court Filing Fees - For Maricopa County.
C.  Obtain an LC case number label from the LC Case Number Label Log and apply it to a purple case folder.
D.  Open COSC Receipting System and process the payment using the following code

a. Code: 133

b. File in the Complaint in COSC Receipting System

c. Stamp the Complaint with the assigned LC case number

E.  File in and case number stamp any additional documents (front page of each document only).
F.  Initiate the case in ICIS in accordance with PRO-CROPS-1035: Instructions for Processing a Case Initiation in iCIS for IA Court.
G. Once case initiation and docketing is complete, prepare documents for scanning in accordance with PRO-EDM-1003: Instructions for Preparing Documents for Scanning.

POLICIES / RELATED DOCUMENTS:

· 17B A.R.S. Special Actions Rules of Procedure, Rule 4.
·  A.R.S.  12-904:  Commencement of Action; Transmission of Record
· Superior Court Filing Fees - For Maricopa County 

· PRO-CROPS-1035: Instructions for Processing a Case Initiation in iCIS for IA Court
· PRO-EDM-1003: Instructions for Preparing Documents for Scanning
OTHER PARTIES INVOLVED:
·  N/A
TIME / VOLUME:

· Varies
FREQUENCY:

· Varies
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:

· Cash Receipting

· LCA COC Staff access in ICIS
REPORTS / FORMS:
· LC Case Number Label Log 
DEFINITIONS:
· LC: Lower Court
APPLICABILITY:
This procedure applies to supervisors and staff that file Civil and LC documents in the Clerk of the Court’s office.
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