
	Clerk of the Court 
Internal Operating DOCUMENT
	Approved BY:  

Vonda Culp
	

	
	Area: DOCUMENT AND RECORDS MANAGEMENT SERVICES
Document Number: PRO-DRMS-1011 
Subject:  Filings Accepted in Maricopa for Arizona Counties Outside of Maricopa
Page: 1  of 4
	Effective Date: 09/09/2015

	
	
	Revision Level:

L.R.D.:



PURPOSE:

To provide instructions for the acceptance and processing of filings received, including associated filing fees, for cases outside of Maricopa County, but within the State of Arizona.
OBJECTIVE:
· To provide the necessary direction to ensure that filings received for other counties outside of Maricopa County, but within the State of Arizona, are filed and processed correctly.
· To provide the necessary direction for fee acceptance and processing of filings received for other counties outside of Maricopa.
· To provide the necessary direction for transmittal of fees to another county if funds are accepted in Maricopa County for a Superior Court case in another county.  
BACKGROUND:
· Based on the Arizona Constitution, Article 6, sections 1 and 13, the Superior Court is the State’s general jurisdiction court.  It is a single entity with locations in each county and therefore accepting and filing documents for other counties within the State of Arizona is required
· Accepting and processing fees for documents received from other counties is required.
EVENT DRIVER:
· Documents for filing in a county other than Maricopa are received.
PROCEDURES: 
1. Review documents; note that rules that apply to Maricopa County may not be the same in other counties.  Therefore, verify the following information is contained within the document:
A. Caption
B. Case number
C. Filing party information
2. Check the fee schedule to determine if a fee must be paid before the document can be filed.  
Note: If the filing is being submitted on behalf of the Respondent/Defendant in the case, appearance fees from iCIS or the Cash System cannot be confirmed. Ask the filing party if they are aware of any appearance fees due.  
A. If a fee is required, collect the appropriate fee before filing and processing the document.  The fee is based on the Maricopa County fee schedule (see Policies/Related Documents section below for link to the current fee schedule).  Advise the filing party that a statutory handling fee and mailing fee also are also charged.
a. Filing fee – varies (if applicable); Accept and file the submitted document utilizing the cash receipt system and the corresponding Service Code.
b. Use Service Code 480 for our handling fee

c. Use Service Code 490 for mailing of the documents to the other county.  

B. If no fee is required for the document submitted – still charge the handling and mailing fees.  Place the first page of the document face up in the rapid print clock placing the file stamp in the upper right-hand corner of the document.  Make sure the date, time, and name of the deputy clerk filing the document are legible.  Use the following Service Codes:
a. Use Service Code 480 for our handling fee

b. Use Service Code 490 for mailing of the documents to the other county.  
C. Any document not appropriate for utilizing the time clock or slip printer must be filed in manually. Using the blank hand file stamp; stamp the document in the upper right-hand corner, writing in the date and time of filing. Sign your name on the line provided for deputy clerk. The receipt number and the amount paid should be entered underneath the file stamp. 

Note: If there is no room to place a legible stamp in the upper right-hand corner, place the stamp on a suitable area along the right-hand margin, upper middle, or upper left corner of the document as close to the upper right corner as possible.
3. To issue a Request for Check to the other county (if applicable):
A. Provide all documents filed along with a copy of the receipt to the Lead or Supervisor in their area.

B. The Lead or Supervisor will review the receipt to determine what fees were collected and take the following steps:
a. If no Filing Fee was collected, address a 9 x 12 envelope to the other county and mail the documents that were accepted for filing.

b. If a Filing Fee was collected, a check will need to be issued to the other county for the amount of the filing fee only.  For instructions, follow PRO-ACC-1018: Creating and Processing Check Requests and use F-ACC-1018: Check Request Form (see Policies/Related Documents section below for links).
C. The Lead or Supervisor will complete a *Hand Deliver* transmittal form addressed to Financial Services DJC/MR and attach the following items:
a. A 9 x 12 envelope addressed to the other county
b. All documents filed and a copy of the Check Request Form 
4. Financial Services: the Lead or Supervisor will submit a check request through Trust Response@Mail.Maricopa.gov  and Accounting will process the check request and mail the documents and check in the addressed envelope to the other county. 

POLICIES / RELATED DOCUMENTS:
· Arizona Constitution, Article 6, sections 1 and 13

· Superior Court Filing Fees - For Maricopa County
· PRO-ACC-1018: Creating and Processing Check Requests
· F-ACC-1018: Check Request Form
OTHER PARTIES INVOLVED:
· Financial Services, if applicable
· Accounting

· Mailroom

TIME / VOLUME:
· Varied
FREQUENCY:
· Varied

PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· The Cash Receipting System
· email
REPORTS / FORMS:
· Hand Deliver Transmittal Form

DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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