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PURPOSE:

To provide instruction for Auditing Nursing Subpoena Log.
OBJECTIVE:

· To provide the necessary direction to ensure that Auditing Nursing Subpoena Log is done properly and consistently over time. This task is performed by the Public Records Supervisor or Lead.
GENERAL INFORMATION:
Pursuant to Arizona Supreme Court Rule 123(b)(5), this procedure is adopted to govern public access to the records of all courts and administrative offices of the judicial department of the State of Arizona. 

EVENT DRIVER:

· Auditing Nursing Subpoena Log is required.
PROCEDURES: 
1. Collect the completed nursing subpoenas from the Public Records back counter.

2. Sort numerically by subpoena number.

3. Access the nursing subpoena database (authorization from Public Records Administrator needed).Under the main menu:
A. Enter Follow-Up menu

B. Enter Add Follow-Up information.
C. Enter ID of subpoena you wish to work.

4. Verify the name of the subpoena and the Clerk's Office employee's name.

5. Verify follow up information that was entered by the Film Alcove Clerk:

A. Found or Affidavit box is checked.
B. Case number.
C. Number of copies made.
D. Date that the copies were mailed.
E. Date that the request was complied with.

6. Close the screen and select the next subpoena number.  Repeat this process until all selected subpoenas have been audited.

POLICIES / RELATED DOCUMENTS:
· 17A A.R.S. Supreme Ct.Rules: Rule 123: Access to the Judicial Records of the State of Arizona
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· iCIS
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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