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PURPOSE:

To provide instruction for Misfiled Documents.
OBJECTIVE:
· To provide the necessary direction to ensure that the Misfiled Documents are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to Arizona Supreme Court Rule 123 (a) through (h), this rule 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:

· Documents are discovered to be misfiled.
PROCEDURES: 
1. Verify the case number for accuracy.

2. Review the original complaint and ensure the document filed matches the case number of the complaint.
3. Examples of misfiled documents include:
A. Documents placed in the wrong file.
B. Documents placed in the wrong temporary folder.
C. Documents placed in a file that bears wrong case numbers.
D. Documents placed in the file which should have been routed to another area, such as Appeals, Change of Venue, etc.

4. When a misfiled document is found:
A. The document is placed in the “Misfiles” basket located in or near the supervisor’s office.
B. The supervisor will use iCIS to verify the case number and to ensure no other corrections are needed.

5. The supervisor will keep track of the number of misfiles and report the total in the monthly report.

6. The misfiled documents will be merged in with other documents to be filed.

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:
· Misfile Report
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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