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PURPOSE:

To provide instruction for maintaining and requesting Exception Documents.
OBJECTIVE:
· To provide the necessary guidance on how to maintain and request Exception Documents correctly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. 12-282 and A.R.S. 12-130, the following procedure has been adopted and informs staff how to complete processes to deliver exception documents to the Court Divisions and to other agencies that require these documents, as well as the general public.    
EVENT DRIVER:

· Exception documents are received from or may be requested by the Court or COC staff.
PROCEDURES: 
1. Exception documents are Original Wills and Codicils.
2. Exception documents are received daily by the Public Records Manager.
3. Batches of exception documents are maintained in boxes in scan date order.
a. Each document or batch has a scanned batch slip attached to identify the scanner 

location and scan date.
4. The Public Records Counter will use the electronic court record (ECR) for exception documents requested by customers.

5. Exception documents may be requested by the Court or COC staff.
a. Exception documents will be requested by sending an e-mail to the appropriate file room mailbox in Outlook (Fileroom-CSC).
b. "Requesting Exception" document should be noted in the Subject line.
c. Locate the requested document.
d. Remove the document from the batch in the box and replace it with a copy of the e-mail request.
e. Fill out a transmittal sheet indicating who the document is being sent to, who it is from, and route the exception document to the requestor.
f. Enter information releasing the exception document on the exception log.
g. When the document is returned:
a. Put back in box. 
b. Replace the copy of e-mail request with the document.
c. Update the exception log.

POLICIES / RELATED DOCUMENTS:
· A.R.S. 12-282: Custody of records filed; purging; destruction; microphotography; electronic imaging; evidence; withdrawal of voucher; exemption; child support information
· A.R.S. 12-130: Place of holding court; accommodations
OTHER PARTIES INVOLVED:
· The Court
· COC Staff
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· ECR
· Fileroom email mailboxes
REPORTS / FORMS:
· Exception Log

DEFINITIONS:
· Exception Documents: Original Wills
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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