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PURPOSE:
To provide instructions for voiding a recorded Criminal Restitution Order and processing exception documents and preparing affidavit of Erroneous Recording.
OBJECTIVE:
· To provide the necessary direction to ensure that Criminal Restitution Orders are voided at the request of the Recorder’s Office.
· To provide correcting Criminal Restitution Orders which have errors.
· To provide preparing Affidavits of Erroneous Recording for Criminal Restitution Orders which have been recorded twice.
EVENT DRIVER:

· E-mailed request is received from the Recorder’s Office that a Criminal Restitution Order was recorded in error.
· On the Recorder’s website, the Order Status screen shows Orders with errors.
· Notification that a Criminal Restitution Order has been recorded twice in error.
PROCEDURES:
1. Voiding a Recorded Criminal Restitution Order: Upon e-mail notification from the Recorder’s Office of an improper recording that requires the recording to be voided, login to the Digital Recording Account. (See Figure 1).
A. Go to the website:  http://recorder.maricopa.gov/recdocdata/
B. Log in as account ADMIN.  If the account is not already defaulted to log in as ADMIN, click on the Click here link to change the account type from USER to ADMIN.
C. Enter the Customer ID (1018) in the Customer ID: field.
D. Enter the password.
E. Click on the Sign in button.

Figure 1
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F. On the menu bar, select the Contact Us option. (See Figure 2.)
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G. Select the Digital Recording Void Request.

H. Enter the following information in the appropriate fields:

a. Your Email address
b. Your name
c. Your Company Name (should already be defaulted to Clerk of Superior Court)
d. A phone number where you can be reached 
e. Date document was recorded (See Figure 3)
f. Click on the Search button
Figure 3
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I. Select the order/file number to be voided. The email notification from the Recorder’s office usually contains the number (see Figure 4.)
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J. Once the file number is selected, the recording number for the document is available. Select the recording number. (See Figure 5)

Figure 5
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K. Enter the reason for the void in the space provided.  Click on the Send button. (See Figure 6)
Figure 6
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L. If the void request was sent successfully, a message that the email was send will be displayed. (See Figure 7)

Figure 7
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M. If the Recorder’s Office accepts the void request, you will receive an email that the document was voided. (See Figure 8.)

Figure 8
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N. The document must be re-recorded with appropriate corrections, if applicable.

2. Correcting Orders with errors:
A. Each day, sign into the County Recorder’s website (see Steps 1 A.-E).
B. On the left hand side of the screen there is a calendar.  The default date is always today’s date.  If you wish to look at a different date, click on whatever day you wish to view.  (See Figure 9)
Figure 9
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C. Click the Orders with errors section.  There will be a dropdown list containing one of the following messages:
a. 3-1-1 Documents presented for recording shall not contain more than five numbers that are reasonably identifiable as being part of an individual’s social security number.
i. Retrieve the image in OnBase.
ii. Using PRO-EDMQC-1008: Electronically Correcting or Changing Images, place an opaque text box over the SSN# or Driver’s License # on the second page of the image.
iii. After making the correction, click on File and select Save As and select TIFF. (See Figure 10)
Figure 10
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iv. Import the TIFF image into OnBase.  Combine the first and second pages of the TIFF images.  Delete the second page and the original image.  The corrected TIFF image will automatically process through workflow and be re-routed to the Recorder’s office.
b. Extra pages.  
i. Each document should contain two pages:  the Criminal Restitution Order and the Information Statement of Judgment Creditor.  If other pages are attached, such as a payment history sheet or a letter from Adult Probation, they will need to be removed.
ii. Enter the County Recorder CRR Export queue in OnBase. (See Figure 11)
Figure 11
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iii. Highlight all of the document image in the queue and sort by case number by clicking on the Document Name bar.
iv. Locate the document image in question and highlight it.
v. Open the document image and delete the extra page or pages.
vi. Click on the Send Documents to Add Coverpage Queue task button. (See Figure 12)  The document will be re-routed through the CRR workflow.
Figure 12
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c. 3-1-1—Lines or streaks are present across/down the image.
i. If the document contains lines or spots, they need to be removed.
ii. Using the PRO-EDMQC-1008:  Electronically Correcting or Changing Images. Use the opaque text box to cover lines, streaks or spots on the document.
iii. Save as a TIFF document (See Steps 2 C.a.iii.-iv.).

d. 4-1-1—Document or page(s) of document are scanned at an angle.
i. Other errors, such as scanning problems, missing judgment information sheet, missing pages, etc., should be fixed or referred to the courtroom clerk who filed the document.
e. CFO…
i. Errors beginning with the text CFO…. (See Figure 13) will be handled by the Criminal Financial Obligations Supervisor.
Figure 13

3.  Affidavit of Erroneous Recording:
A. If a CRR has been recorded twice in error, it is necessary to fill out and send an Affidavit of Erroneous Recording to the Recorder’s Office.  
B. Go to the Recorder’s Recorded Document Search screen (http://recorder.maricopa.gov/recdocdata/ ) and enter the defendant’s last name and first name. (See Figure 14)  

 Note:  It takes approximately 7 to 14 days before the recorded document appears on the Recorder’s website.
Figure 14
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C. Using the drop down list, select the Restitution or Racketeering Lien option. (See Figure 15)
Figure 15
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D. If you locate the defendant’s name and the recently recorded lien, the Recording Number is right next to the name. (See Figure 16)

Figure 16
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E. Fill out the F-EDMQC-1022: Affidavit of Erroneous Recording form and sign it in front of a notary public.  (See Figure 17) Contact Human Resources department for Clerk of Court to determine which staff member(s) is/are a notary public.
Figure 17
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Your name, being first duly swomn states under oath as follows:

1. The affiantis the Job Title for the Clerk of the Superior Courtof Arizona;
Maricopa County, andin that capacity is duly authorizedto execute this Affidavit

2. Byinadvertence and mistake, on Date, under recording number.
the Clerk ofthe Superior Court causedto be recorded for a secondtime in the
Recorders Office of Maricopa County, Arizona, a Criminal Resfitution Order
against Defendant Name for the amount of restitution amount

3. The purpose of this Affidavitis to make null and void this duplicate Criminal
Restitution Order under recording number

Dated this Date
BY
Your name
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STATE OF Arizona )
County of Maricopa )

Subscribed and sworn to me, the undersigned Notary Public, on
by Name.

WITNESS my hand and official seal

My commission Expires: Notary Public





F. Send the notarized signed Affidavit of Erroneous Recording to the Criminal Financial Obligation Supervisor (either by scanning and emailing or by interoffice mail); they will send it for recording to the Recorder’s Office.
POLICIES / RELATED DOCUMENTS:
· PRO-EDMQC–1008: Electronically Correcting or Changing Images
OTHER PARTIES INVOLVED:

· Recorder’s Office
· Criminal Financial Obligations Supervisor
TIME / VOLUME:

· Image corrections:  Once or twice per week.  Time required: approximately 4-5 minutes each.
· Affidavit of Erroneous Recording:  Once in six months.  Time required: one hour each.
· Voiding a Criminal Restitution Order:  Once in six months. Time required: 30 minutes each.
FREQUENCY:

· Weekly, or as requested.
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:
· OnBase  
· County Recorder’s Website
REPORTS / FORMS:

· F-EDMQC-1022: Affidavit of Erroneous Recording form
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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