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PURPOSE:

To provide instructions for handling eFile refund requests from staff for Civil and Family court cases in the Civil/eFile Department.
OBJECTIVE:
· To verify staff requests for refunds are valid and forward them to Accounting.
EVENT DRIVER:

· PRIVATE The supervisor, lead or authorized staff member will check the CV eFile Approvals DT Inbox daily and respond to the staff refund requests preferably within 24-48 hours from the date received. 

· This mailbox can be found in the Public Folders>All Public folder>Departmental Discussions>Clerk of the Court>CV eFiling.  See Figure 1.
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PROCEDURES: 
1. Review the request (See example, Figure 2) and verify that a refund is appropriate. Common reasons for refunds include the party having already paid, or no fee due for a non-party filer.
Figure 2
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From: Kelly Laird - COSCX
To: CV efile Approvals DT
cc: AZTurboCourt-Accounting - COSCX
Subject: *~+REFUND REQUEST*** FW: AZTurbocourt filing (form set # 1181656; case # CV2012-052499) has been delivered. Fees : $237.00

i Message | “F creditMemo.pdf (265 KE)
EFILE 5993825 / CV 2012-052499

They paid the filing fee with the initial filing of the case. Can you please refund this filing fee? Thank you.

Kelly Laird
Civil E-File
Court Operations Specialist

From: TurboCourt Customer Service [mailto:CustomerService@TurboCourt.com]
Sent: Thursday, July 17, 2014 2:15 PM

To: Tania Intresys; AZTurboCourt-ClerkReview - COSCX

Subject: AZTurbocourt filing (form set # 1181656; case # CV2012-052499) has been delivered. Fees : $237.00

PLEASE DO NOT REPLY TO THIS MESSAGE.
Here are filing details:

Case Number: CV2012-052499

Keyword/Matter #:

Filed By: Andrew M Ellis- Attorney/Law firm.
Registration phone number: (602) 524-8911.

Registration e-mail address: AME@amellislaw.com.




2. If the request is valid, send a message to “Reply All” that simply says “Approved” and make sure COC Accounting is also included at AZTurboCourt-Acc@COSC.maricopa.gov. 

3. A copy will come back to the approvals inbox to be saved and filed in the Refunds 

Folder, which can be found here: Public Folders>All Public folders>Departmental Discussions>Clerk of the Court>CV eFiling, and another copy will go back to the clerk who requested the refund.  See Figure 3.

Figure 3
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4. Delete the original email received in the inbox.
POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Email: Public Folders>All Public folder>Departmental Discussions>Clerk of the Court>CV eFiling Revenue Results
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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