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PURPOSE:

To provide guidelines and instructions for filing subsequent documents or packages under seal.

OBJECTIVE:
· File and process subsequent documents and/or packages under seal via a court order.

EVENT DRIVER:

· A customer provides documents previously ordered sealed by the court to be filed into their case matter.

PROCEDURES: 
1. PRIVATE 
To file and process documents under seal, the court has to have previously ordered    the case or document sealed.  Check iCIS to determine if the entire case or if certain   documents are ordered sealed.  
A. If iCIS shows case is sealed, NO court order is required and the document does not need to be presented in an envelope.  File in as normal and sort using normal sorting processes.  
B. If the order reads that certain documents or objects are sealed, they must be       presented to the clerk in a sealed envelope or package.   If document is not enclosed in a sealed envelope, the clerk will offer a customer a manila envelope. Manila envelopes can be processed through the cash system using service code 488 for $.50 apiece.
C. If NO order is presented with the sealed envelope or package, the clerk will search iCIS for the Order or Minute Entry allowing the document to be filed under seal. 

a. If NO order is found by searching iCIS, Onbase, or MEEDS, the clerk CANNOT file the sealed envelope or package. 

b. If an order is found, the clerk will print the Order or Minute Entry sealing and attach it to the sealed envelope or package.

2. A face sheet must be attached to the front of the envelope and/or package. The         format must follow Maricopa County Rule 2.15 and Rule 10(d) of Civil                     Procedures.  Pursuant to these rules, the face sheet shall state the number of the     action, title of the court, title of document, the name, address and Arizona Bar          Number (if applicable) of the filing party or pro per. 
3. If the filing party does not have a face sheet, fill out and provide a blank face sheet (Form #207: Blank Face Sheet). 
4. The clerk will verify the information provided on the face sheet against the Order or     Minute Entry sealing the document. 
A. The face sheet should list what is inside the sealed envelope. 
B. The Order or Minute Entry should list all document(s) or object(s) to be filed under seal.  
5. Place file stamp on face sheet in upper right hand corner. Leave face sheet attached to sealed envelope. Verify that Order or Minute Entry is attached by rubber band,     paperclip, binder clip or stapled to the envelope. 
6. Place copy stamp on up to five copies.
7. The Downtown Facility will sort the original in the designated EDM/QC bin location in the mailroom where EDM/QC will pick them up.  The outlying facilities will sort the original in their designated Discovery & Confidential bin where a courier will pick them up and deliver them to D&C.
POLICIES / RELATED DOCUMENTS:
· A.R.S. Sup.Ct.Rules, Rule 123 
· Rules of Civil Procedure 26(c)
· MC Rule 2.15 (face sheet format)

· Rule 10(d) of Civil Procedures (format)

OTHER PARTIES INVOLVED:
· Discovery & Confidential (D&C)
· EDM/QC

TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· iCIS
· Onbase
· MEEDS
· Cash System
REPORTS / FORMS:
· Form #207: Blank Face Sheet
DEFINITIONS:
· N/A 
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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