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PURPOSE:

It is the purpose of this procedure to provide instructions for filing and processing the election challenge petition (ECP) also known as election challenge.

OBJECTIVE:
· File ECPs timely, Expedite the processing of the documents and work with the appropriate Clerk of the Court staff and Superior Court staff.
EVENT DRIVER:

· A customer submits a new complaint, with a coversheet marked as “Elections Challenge”
PROCEDURES: 
I. Requirements for filing:
1. ECPs can be filed at any file counter that processes civil documents; the cases are assigned a “CV” case number utilizing the Case Number Assignment program. 
2. ECPs require a Civil Coversheet as well as the Initiating Petition/Complaint.  The service code for processing is 121.
3. The petitions are titled “Verified Complaint”, “Nomination Petition Challenge”, “Challenge to Election” or another phrase identifying the case as it relates to elections/nominations.  Sometimes the petitions are titled “Special Action”; however, these cases do not receive the typical “LC” case number designation. Often, there is verbiage below the title of the complaint regarding elections.
4. Because of the nature of these cases, immediate and special processing of these petitions is required as all order to show cause (OSC) hearings are statutorily required to be held within ten (10) days of the date of filing.
5. All customers will be provided with instructions to contact Civil Court Administration after filing the petitions.   

6. Copies of all ECPs are required to be transmitted, via email, to Civil Court Administration immediately after filing.
II. Special Window:
1. Downtown Facility:  All ECP filing parties will be directed to use the QMatic kiosk for retrieval of a ticket.  The ticket will call automatically to the lobby Service Desk.  The Service Desk clerk will then place the ticket at the front of the queue to be called by the first available clerk.  On deadline days, the Downtown facility will designate one window, open at all times, to process ECP filings.  This window will treat all ECPs as priority filings and take customers out of line as necessary.
2. Outlying Facilities:  During peak ECP times, each file counter will have at least one designated window open at all times.  A sign will be displayed and this window will treat all ECPs as priority filings and take customers out of line on the deadline dates as necessary.
III.  Filing Procedures:

1. ECPs are processed in accordance with established New Complaint filing procedures.
2. Once the Petition is filed, the customer will be instructed to confirm the assigned Judicial Officer with Civil Court Administration. They will also be provided with the appropriate Election Contest Handout.
3. File counter clerks at all locations shall notify their supervisor, lead or manager when an ECP has been filed to ensure that immediate and correct processing takes place.
4. For Petitions filed downtown, the supervisor, lead or manager will scan the entire Petition immediately after filing.  They will email the Petition to the Civil Court Administration contact.
5. For Petitions filed at an outlying facility, the file counter clerk, supervisor, manager or lead will scan the entire Petition immediately after filing and email the scanned item to the downtown Supervisor, Manager and Lead at the Downtown File Counter using “Election Case” as the subject line.  The downtown management team will then forward to the Civil Court Administration contact.  
6. The downtown Civil File Counter supervisor and/or lead will maintain a log of all ECPs filed and notify the appropriate Clerk of the Court and Superior Court staff that a case has been filed.
7. Upon completion of filing and transmitting, all original Petitions will be routed expeditiously to the Docket/EDM area and processed immediately.
IV. Depository Box Information:
1. Internal Depository Boxes: During peak filing times, the internal depository boxes at all locations will have signs posted to instruct customers to file their Petitions directly at the file counter during regular business hours. This will help to ensure the filing parties receive appropriate instructions on how to obtain their judicial assignment and OSC hearing date. This will also help to ensure the Elections Department receives a copy of the Petition timely.  

In the event that an ECP is deposited in an internal depository box, it will be processed in the manner outlined in the external depository box procedures below.
2. External Depository Boxes: After normal business hours, ECPs could be deposited in any of the external 24-hour depository boxes at the various locations. These petitions should be processed immediately at the beginning of the next business day once the documents are retrieved from the depository boxes.  In the event the customer does not date stamp their documents or provide the necessary fee prior to placing the documents in the depository boxes, the documents will be filed with the next business date.
Appropriate signage will be affixed to the external depository boxes.
V. Important Deadline Date Information:
1. FOR THE CUSTOMERS THAT WERE IN LINE/IN THE LOBBY BY 5:00PM BUT DID NOT REACH A WINDOW UNTIL AFTER 5:00PM, THE DOCUMENTS WILL NEED TO BE HAND STAMPED WITH 5:00PM AS THE FILING TIME. Documents placed in the Depository box after 5:00pm should not be changed unless staff knows the customer was standing in line at the depository boxes by 5:00pm. The Elections staff will be available to handle any case processed after 5:00pm on the deadline date.
2. On the filing deadline dates (primary and general election dates only), all locations will be required to extract all ECPs from all of the depository boxes and file and docket the documents immediately.   Both the internal and external boxes should be checked by 5:15 p.m. to ensure that all petitions are processed that evening.  At least one docket staff will need to be available to docket all ECP cases.  Scanning can be handled the same business day.
3. The supervisor, lead or manager from all outlying facilities will send an email to the supervisor and lead at the DT File Counter once all ECP cases have been pulled from the lines and the depository boxes as confirmation all ECP cases are processed. The DT File Counter lead or supervisor will contact the Civil Court Administration Contact to advise them that all facilities have completed the processing of these cases.
POLICIES / RELATED DOCUMENTS:
· A.R.S. §16-351 Challenge of Nomination Petitions

· A.R.S. §16-671 - §16-678 Contest of Elections

· A.R.S. §12-2041 - §12-2045 Quo Warranto

· A.R.C.P. 8.1 Appeals in Expedited Election Matters
OTHER DEPARTMENTS INVOLVED:
· Downtown Elections Department
· Civil Department Court Administrator 
· Presiding Civil Judges Division
TIME / VOLUME:
· Cases are generally filed during election challenge timeframes. 
FREQUENCY:
· Most election challenges are filed during the months of May - August in years ending in even numbers (ex. 2020, 2022 etc.); however, filings can be done throughout the year.
PERFORMANCE MEASURE:
· Not available at the time these procedures were established
SYSTEM ACCESS REQUIRED:
· Cash Receipting

· Clerk Connect
REPORTS / FORMS:
Forms and Signs

· Election Contest Handouts 
· External Box Sign 
· Window Sign
DEFINITIONS:
· None
APPLICABILITY:
This procedure applies to supervisors and staff that file civil documents in the Clerk of the Court’s office.
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