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PURPOSE:

To provide instructions for handling Petition for Hearing (Objection to Petition to Modify Income Withholding Order) at the Family Court Filing Counters for the Office of the Clerk of the Court.
OBJECTIVE:
· To accurately file a Petition for Hearing on a Petition to Stop or Modify an Income Withholding Order.
EVENT DRIVER:

·  Customer submits a Petition for Hearing at the filing counter.
DOCUMENTS REQUIRED FOR FILING:

· Petition for Hearing

· Copies of Petition for each party

PROCEDURES: 
1. Verify that a Petition for Stop or Modify Income Withholding has been filed by utilizing the automated cashiering system or iCIS/OnBase.

A. If a Petition to Stop or Modify has not been filed, inform the customer that no Petition has been filed and clarify how the customer would like to proceed. You may refer the customer to the instruction packet or the Self Service Center. 
2. Check all documents for complete address including zip code, phone number and attorney bar information.  Information should be located in upper left hand corner.  
3. The petition must be signed.
4. Collecting Fees.

A. An Appearance fee must be paid or deferred before a party can file documents in a case. If the appearance fee is being collected the clerk must complete an electronic credit memo and process payment using the automated cashiering system.
5. Collect the Post Adjudication filing fee according to the Clerk of Court Filing Fees - For Maricopa County Only.
6. or process waiver/deferral documents.  File in the Petition using the automated cashiering system utilizing Service Code 260.  
7. Conform up to five sets of copies upon request of the customer. 
8. Return conformed copies to the customer.
9. Original Petition will be routed to EDM/Docket for processing.
POLICIES / RELATED DOCUMENTS:
· A.R.S. 12-284: Fees
· A.R.S. 25-504: Order of assignment; ex parte order of assignment; responsibilities; violation; termination
· Clerk of Court Filing Fees - For Maricopa County Only
· Petition for Hearing

· Copies of Petition for each party

OTHER PARTIES INVOLVED:
· Family Court Modification Tracking
TIME / VOLUME:
· Varied

FREQUENCY:
· As received
PERFORMANCE MEASURE:
· None
SYSTEM ACCESS REQUIRED:
· iCIS
· The Cash Receipting System
REPORTS / FORMS:
· None
DEFINITIONS:
· None
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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