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PURPOSE:
The purpose of this procedure is to provide guidelines for processing Case Records Access Agreements for agencies outside the Clerk of Court or Superior Court. 
OBJECTIVE:
· To provide the necessary directions for completing Case Records Access Agreements for agencies outside the Clerk of Court or Superior Court that request OnBase access.
EVENT DRIVER:

· A representative of an agency outside the Clerk of Court or Superior Court requests access to the Clerk of Court OnBase system.
PROCEDURES:
Upon initial contact by a qualifying agency, Business Analyst and/or the Deputy Director will determine an appropriate contact for coordinating registration and training, and establishing connectivity with OnBase web servers. Prior to establishing OnBase accounts for agency users, the following process will be used to execute a Case Records Access Agreement as required by Supreme Court Rule 123(g) and AZ Code of Judicial Administration 21-604.

1. Business Analyst prepares one cover letter and one agreement for each qualifying agency [RECIPIENT]
A. Preparation of F-EDMQC-1024-2: Cover Letter for Case Records Access Agreement:
a. Insert date, address of recipient, and salutation;
b. Insert due date, generally six weeks from the date of preparation.
B. Preparation of Case Records Access Agreement:
a. Select the form for either F-EDMQC-1023-1: Case Records Access Agreement for State Recipient or F-EDMQC-1023-2: Case Records Access Agreement for Non-State Recipient.
b. Insert name of agency and agency address on first page;
c. Insert agency name on the last page in place of [RECIPIENT].
2. Business Analyst prints one copy of the cover letter and agreement, and delivers them to the Deputy Director.
3. Deputy Director obtains signatures, scans signed copies of cover letter and agreement, and emails them back to the Business Analyst.
4. Business Analyst emails F-EDMQC-1024-1: Cover Email to Agency Contacts (inserting salutation and due date) with attached images of the cover letter and agreement to the agency contact.

5. Signed originals from the Recipients are returned to Business Analyst, which are then delivered to the Deputy Director.

6. Scanned copies of the completed agreement are maintained on the shared drive, and in paper in the Business Analyst office.
POLICIES / RELATED DOCUMENTS:

· PRO-EDMQC-1023: Establishing OnBase Access for Outside Agencies 
· 17A A.R.S. Sup.Ct.Rules, Rule 123: Public Access to the Judicial Records of the State of Arizona
· AZ Code of Judicial Administration 21-604
OTHER PARTIES INVOLVED:

· Deputy Director
· Business Analyst

· ITG Help Desk
TIME / VOLUME:

· Approximately once each month. 
FREQUENCY:

· As requested.
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:
· OnBase
REPORTS / FORMS:

· F-EDMQC-1023-1: Case Records Access Agreement form – State Recipient
· F-EDMQC-1023-2: Case Records Access Agreement form – NON-State Recipient
· F-EDMQC-1024-1: Cover Email for Agency Contacts form

· F-EDMQC-1024-2: Cover Letter for Case Records Access Agreement form
DEFINITIONS:

· N/A

APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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