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PURPOSE:
To provide instructions for processing returned mail and re-mailed mail. This procedure does not apply to Distribution or to RCC. 
OBJECTIVE:
· Returned mail and re-mailed mail processed by the Clerk’s Office will be scanned or efiled according to this procedure.
EVENT DRIVER:

· Documents mailed to parties are returned to the Clerk’s Office by the United States Postal Service (USPS).
PROCEDURES:
1. USPS returns mail to the Mailroom at the Customer Service Center at 601 West Jackson Street.
2. The Mailroom separates mail by location.   
3. The Mailroom sends each location its own mail, and keeps all the mail that does not have a specific location indicated. Each location processes its own mail.
4. Distribution processes the mail where no location is indicated.
5. For Distribution, follow procedure: Distribution – Returned Mail. For RCC, follow procedure: PRO-CROPS-1052. 
For all other areas, continue to step 6.

6. Create a Returned Mail Template as in steps 7-14 below.  
7. Access the Returned Mail Template located at S:\Doc_Management\Returned Mail. See Figure 1.

Figure 1.
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8. Right click on Returned Mail Template.

9. Select Send to then Desktop (create shortcut) from the drop-down menu. See Figure 2. 

Figure 2.
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10. Complete the template.

a. Select View/Edit Document. Data can only be entered in the form fields. See Figure 3 for the description of the form fields.
b. If the case is sealed in iCIS, give the mail to your supervisor.

c. Use the down arrow to move from one field to the next. Only fill in the fields that you have information for, and leave the other fields blank.

d. Text fields will display in ALL CAPS.

e. Date fields must include a dash or slash, and will display in mm/dd/yyyy format.

Figure 3

	Form Field
	Description

	iCIS Docket Number
	The line number of the docket event. This appears on the far left column of the docket screen. 

	Document Title
	The title of the document as it appears in the “type” column.

	File Date
	The filing date on the document.

	Hearing Date
	Hearing date is used on minute entries. No entry is needed for documents that do not have a hearing date. 

	Re-Mail Date
	The date the document is re-mailed. This does not apply if there is no forwarding address.

	Re-Mail Address
	Forwarding address from the USPS. This comes from the returned envelope. No entry is needed if there is no forwarding address. For protected address, enter “UP”.

	Case Number
	Complete case number from the returned document. Use the case-type prefix, dashes, and defendant identifiers as applicable. 

	Returned Mail Received For
	The complete name or names to whom the mail was sent. This could be a business name.

	At the following Address
	The address where the mail was originally sent. For protected address, enter “UP”.

	Drop-down for “Undeliverable”, “Forwarding Address Provided”, or “Summons Re-Issued”
	Select one from the drop-down by using your mouse, or by using Alt+arrow, then Enter on the keyboard. Select “Undeliverable” if there is no forwarding address, “Forwarding Address Provided” when the USPS provides a forwarding address on the returned envelope, or “Summons Re-issued” when a summons is re-issued. 

	Prepared by
	This is your first initial, and last name.




11. When the form is completely filled in, select File / Save As.

12. Enter the case number as the file name.

13. Save the template to the folder that corresponds with your location, located in S:\Doc_Management\Returned Mail. See Figure 4.

Figure 4.
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14. Save to the appropriate sub-folder by month for your location.
15. If the USPS label on the returned envelope gives a forwarding address:
a. Check if the party’s address is protected in iCIS.
i. If so, use the Address Change Needed Notice – Protected form. 
ii. If the address is not protected, proceed to step b.

b. Check if you can update the address in iCIS. Locate a document on the docket filed by the party within the last six months. 
i. If the filer’s address on the document matches the forwarding address on the USPS label:  
1. Re-mail the document to the forwarding address.
2. Update the party’s address on the address screen in iCIS.
ii. If the document does not have the same filing address as the forwarding address on the USPS label. 
1. Re-mail the document to the forwarding address.
2. Include the Address Change Needed Notice – General form. 
3. Do not update the party’s address in iCIS.
c. See PRO-DRMS-1021 for more on iCIS address changes.
d. Proceed to step 17, below.  
16. If the mail is undeliverable and cannot be forwarded to a different address:
a. Discard the returned mail.

b. Proceed to step 17, below. 

17. Scan or eFile the template. 

a. To Scan:

i. Print the template(s).
ii. Apply a file stamp to each template.

iii. Prep and scan as docket code RTM.

1. Do NOT tape the returned envelope to the template.

2. Do NOT scan the documents that were returned.

a. Discard any documents that were returned.

3. Scan the template.

b. To eFile:
i. Log into eFiling Online located at https://efiling.clerkofcourt.maricopa.gov/
ii. Select File Now. 
iii. Follow steps 1-7 below to complete the filing. See Figure 7.
Figure 7
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1. Enter the Case Number including dashes and then click Confirm Case.
2. The case name will display in the Case Summary field. If this is the correct case, continue with step 26.

3. Click Browse to select the template you wish to upload.

4. Select the Filing Type - RNM. 
5. The Document Title will automatically fill in.

6. Select Upload Document.
7. Select Complete Filing.
iv. NOTE: Before staff can eFile templates, managers or supervisors must first register staff as users in eFiling Administration on the COC Web under secured applications. 

1. Select Manage Users / Add User. See Figure 6.

Figure 6

[image: image5.png]e e
@ e nre
(@ —rr—Tra— D)

Manage Users





2. Fill out the required fields, using the staff person’s Clerk of Court email address.

3. Select one of the following roles from the Role drop-down menu:

a. COC-DRMS for COC Docket and EDM staff

b. COC-CFO for Criminal Financial Obligations staff 
c. Distribution for Distribution staff
POLICIES / RELATED DOCUMENTS:

· https://efiling.clerkofcourt.maricopa.gov/eFileUsersManualCriminal.pdf
· https://efiling.clerkofcourt.maricopa.gov/eFileUsersManualFamily.pdf
· Return Mail Template - S: Document Control/F-EDMQC-1016-10
· Distribution Procedure: Distribution – Returned Mail
· RCC Procedure: PRO-CROPS-1052
· Address Change Needed Notice – General
· Address Change Needed Notice - Protected
· Update Address Procedure - PRO-DRMS-1021
OTHER PARTIES INVOLVED:

· Distribution staff
· Docket staff
· EDM staff
TIME / VOLUME:

· Approximately 2500 Returned Mail each month.
FREQUENCY:

· Daily
PERFORMANCE MEASURE:

· Documents scanned
· Scanning errors for 500 audited images per month
SYSTEM ACCESS REQUIRED:
· OnBase
· Kofax
· Efiling Administration

· Efiling Online https://efiling.clerkofcourt.maricopa.gov/
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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