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PURPOSE:

To provide guidelines and instructions for the processing of Justice and City Court Civil Traffic Appeals.
OBJECTIVE:
· To ensure the consistent and timely processing of Civil Traffic Appeals.
EVENT DRIVER:

· A party is appealing the lower court ruling on a Civil Traffic case.
PROCEDURES: 
Civil Traffic Appeals are the only case type that will be assigned an LC case number before the filing fee is received. If the State of Arizona is the Appellant, all documents will be sent at once and no fee notifications are sent out. 

Documents required to initiate a Civil Traffic Appeal include the Notice of Appeal and the Notice of Initial Perfection. Review documents for signatures. Compare the Notice of Appeal to the Notice of Initial Perfection making sure that the information is the same on both documents. Use information from the Notice of Initial Perfection since it is the most current information. 

I. Documents Received:
1. Assign an LC case number and complete the Traffic Appeal Notice of Fee Due form. When the notice of fee due form is completed print 3 copies. Stamp 2 copies with the COPY PLEASE RETURN WITH PAYMENT stamp, and then mail both copies to the Appellant. The remaining copy will be filed and docketed. There is no filing fee for the Appellee. 

2. Stamp the LC case number on the Notice of Appeal and the Notice of Initial Perfection, and file in each document. 

3. Initiate the case in ICIS. For City Court Appeals the Category will be 780-City on the Record. For Justice Court Appeals the Category will be 760-JP on the Record. 

4. The Primary Subcategory for both City and Justice Court will be 781-Civil Traffic. 

5. After docketing and barcoding is complete, prepare documents for scanning. Attach the pink “Return to LC Desk” sheet to prevent destruction. 

6. When the case is returned from scanning rebuild the file and place it in the pending file cabinet. The case file will stay in pending for 30 days from the date on the Notice of Filing Fee Due. 

II. Fees Paid:
1. When collecting payment run the Notice of Filing Fee due through the cash system.  Docket the notice using code RFP-Receipt Filing Fee Paid and add the date that the payment was made in Docketing Notes. 
2. Fill out the Request for Transmittal form and print 2 copies. Send one copy to the lower court. The remaining copy will be filed in and docketed. 

3. The case will remain in the pending drawer for 30 days from the date on the Request for Transmittal. If 30 days have passed, complete a Second Request for Transmittal form. Print 2 copies of the form and send one copy to the lower court. The remaining copy will be filed in and docketed. 

III. Transmittal Received:

1. Review the Transmittal of Record on Appeal to Superior Court form to reconcile the documents with the transmittal. Pull the Complaint, Appellant Memorandum, and Appellee Memorandum (if provided). Pull out Exhibits, Compact Discs, and Transcripts if they are included in the transmittal. All remaining documents will remain with the Transmittal of Record on Appeal to Superior Court form. 

2. Stamp all documents with the case number and file stamp. 

3. If exhibits and compact discs are included prepare an Exhibits Coversheet. For both exhibits and CD’s, print 2 copies of the Exhibits Coversheet and file stamp both. Place exhibits in a yellow envelope and seal the envelope. Attach one copy of the coversheet to the front of the envelope. The remaining copy will be docketed. 

4. Docket and barcode the documents in the following order:

A. Complaint

B. Appellant memorandum

C. Appellee memorandum (if available)

D. Transmittal

E. CDs

F. Transcripts 

G. Exhibits
5. Add the charges from the complaint into the case in ICIS. 

6. When docketing and barcoding is complete, prepare documents for scanning. Include the pink “Additional Processing” sheet to prevent destruction. 

POLICIES / RELATED DOCUMENTS:
· None
OTHER PARTIES INVOLVED:
· None
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· LCA COC Staff access to ICIS
· Read and Write privileges in LC-CV Specialty Folder
· COC Cash Receipting
REPORTS / FORMS:
· Traffic Appeal Notice of Fee Due
· Request for Transmittal

· Second Request for Transmittal

· Exhibits Coversheet

· Additional Processing Form (for scanning)

· Patch T type Separator Sheet (for scanning)
DEFINITIONS:
· Appeal:  To apply to a higher court for a reversal of the decision of the lower court.
· Appellant:  A person who applies to a higher court for a reversal of the decision of a lower court.

· Appellee:  The respondent in a case appealed to a higher court.

APPLICABILITY:
This procedure applies to Supervisors and staff that files Lower Court appeals documents in the Clerk of Court’s office.
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