
	Clerk of the Court 
Internal Operating DOCUMENT
	Approved BY:  
Melanie Fay
	

	
	Area: FILM ALCOVE
Document Number: PRO-FILM-1002
Subject:   Arizona State Board of Nursing Subpoenas
Page: 1  of 3
	Effective Date: 11/09/2004

	
	
	Revision Level: C
L.R.D.: 08/10/2020



PURPOSE:

To provide instruction for Arizona State Board of Nursing Subpoenas.
OBJECTIVE:
· To provide the necessary guidance for processing Arizona State Board of Nursing Subpoenas correctly and consistently over time.
GENERAL INFORMATION:
Pursuant to ARS §12-283, the Clerk of the Court shall maintain and provide access to court records in accordance with applicable law.  These procedures refer to the production of certified documents that are sent to the State Board of Nursing.  Subpoenas are received at the Downtown Justice Center Administration and are recorded in the subpoena log and assigned a log number.  The subpoenas are then delivered via e-mail to selected parties, to include the Files on Film section and the Public records Supervisor at CSC.    
EVENT DRIVER:

· Subpoenas are received at the Downtown Justice Center Administration and delivered to CSC.
PROCEDURES: 
1. Review the Subpoena Duces Tecum and determine if certified copies of documents will be needed.

2. Access the case file.  The initial source of information for case files 2002 to the present is iCIS. For cases prior to 2002, sources of information will be OnBase or microfilm.
A. Generate individual certified copies of all requested documents.
B. If document cannot be located, attach a note to the subpoena indicating the document has not been made available for reproduction; follow up on a later date.
C. If a case number cannot be located, conduct a thorough name search and complete a non-criminal affidavit.
D. Enter disposition in the comment section of the subpoena log.  
3. Copy the subpoena and annotate the date, total amount of copies/certifications made and the clerk’s initials on the copy.

4. Make another copy of the subpoena (ensure it has the annotated items included) and paperclip it to the original certified copies.

A. Place all copies in a manila envelope and send to (current address): 


Arizona State Board of Nursing



1740 W. Adams Street, Suite 2000


Phoenix, AZ 85007
B. Attach a barcode sheet to the envelope and place the envelope in the outgoing mail basket located in the Mailroom area.
5. Ensure the subpoena log is updated to include: clerk's initials, case numbers found, affidavit information (if applicable), complied date, mailed date, number of pages and any comments.
6. File and save the original subpoena.  Place in the Public Records Supervisor’s Office in a stack by numerical order.
POLICIES / RELATED DOCUMENTS:
· A.R.S. 12-283: Powers and duties
OTHER PARTIES INVOLVED:
· DJC Administration
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· MEEDS
· iCIS
· OnBase
REPORTS / FORMS:
· N/A
DEFINITIONS:
· Subpoena Duces Tecum: A court summons ordering the recipient to appear before the court and produce documents or other tangible evidence for use at a hearing or trial.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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