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PURPOSE:

To provide instructions for generating a correction letter. 

NOTE: FOR CORRECTIONS TO PROTECTIVE ORDERS – SEE YOUR SUPERVISOR

OBJECTIVE:
· To provide consistent handling of correcting case number errors.
EVENT DRIVER:

· An incorrect case number is identified requiring the notification of the associated parties.
PROCEDURES: 
I. Correcting the clerical error:
1. Complete the Correction Letter form (F-FC-1003).
A. Print an original and copies for each party including FC Court Administration.

B. Using the rapid print file, the original and conform copies.
2. Contact the filing party and explain the reason for your call and inquire whether or not service has been completed.

A.  If service has been completed:

a. Mail copies of the correction letter to all parties and attorneys.
B. If service has not been completed or the filing party cannot be contacted:

a. Mail corrected letter to the filing party and instruct them to include a copy of the correction letter with each set of documents to be served.

II. Correcting the original documents:

1. Make the appropriate corrections by stamping the correct case number on all original documents.
2. If the case number was receipted incorrectly, the case number and receipt number must be corrected on the complaint and in the cash receipting system.
3. If the filing has already been scanned into iCIS/OnBase, notify the ECR Hotline to correct the case number on the images and correct the receipt number if applicable.

POLICIES / RELATED DOCUMENTS:
· PRO-FC-1003: 9999 Cash Receipting Correction procedure
OTHER PARTIES INVOLVED:
· ECR Hotline:  ECRHotline@mail.maricopa.gov
· FC Court Administration

TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· The Cash Receipting System
REPORTS / FORMS:
· F-FC-1003: Case Number Correction Letter
DEFINITIONS:
· None
APPLICABILITY:
This procedure applies to File Counter.
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