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PURPOSE:

To provide instructions for certifying Process Servers.

GENERAL INFORMATION:
Pursuant to A.R.S. 11-445 and Rule 4, Arizona Rules of Civil Procedure, individuals granted certification as a private process server are authorized to serve process for any court of the state anywhere within Arizona.  The Arizona Supreme Court has adopted the Arizona Code of Judicial Administration, Section 7-204: Private Process Server, providing for the statewide certification of process servers.  Pursuant to this code section, the application, certification and discipline of private process servers are administered locally by the Superior Court in each county.  Process Server application packets are available at the Customer Service Center, 601 W. Jackson Street, License Services Front Desk or online at the Clerk of Court website.  The cost for processing the application is $188.00 (non-refundable) which must be paid by cash, cashier’s check, money order or credit/debit card when the applicant returns the completed application.  The applicant must also bring a money order for the amount of $22.00 (made out to DPS).  
EVENT DRIVER:

· A Process Server applicant submits their application. 

PROCEDURES: 
1. Review the application for completeness to include the $188.00 fee, $22.00 money order, and ensuring the application is notarized. 
2. Access the Process Server folder on the S:Drive (S:Drive\Process Server) and then open the Checklist for New Applicants document (Word file). 
a. Complete the name of the applicant and the date indicated on the paid receipt. 
3. Print the checklist and mark (place a check) next to the applicable items to complete the applicant’s information. 
4. Paperclip or staple DPS money order onto the checklist and application and place into the locked file cabinet under “New Applicants”. 
5. Testing procedures. 
a. Space for the test is on a first-come, first served basis.  The testing site is capped at 15 applicants due to space limitations.  Test is administered by COC Process Server Coordinator/Lead. 
i. Due to backlogs, additional test dates may be added as required. 
b. Inform applicants that there will be no special accommodations available (reading the test questions aloud, playback of test questions for visually impaired, etc.).  Applicants must complete the test under their own power.   
i. Applicants will not be allowed to sit next to familiar individuals (e.g., family friends, family members) during testing.  
c. Ensure all applicants sign in on the roster and present a government issued photo ID (driver’s license, passport, military ID, etc.) upon sign in. Applicants will not be allowed to test without photo ID. 
d. Administer the test. 
e. Once applicant has handed in test, they will sign and date the FBI Notification  - Applicant Privacy Rights, and receive a fingerprint card with directions to proceed to the Sheriff’s Office to be fingerprinted. 
i. The tests must be graded and applicants notified of results via e-mail or USPS mail within 10 days. Applicants must have scored 85% or higher to pass. 
ii. The Sheriff’s Office will conduct a background check on the applicant and return the results within 1-2 days.  
iii. Log incoming fingerprint cards. The log can be located at: S Drive/DPS Fingerprint Authorized Users/Process Server/New Copy of Noncriminal Secondary Dissemination Log. 
f. Separate the tests into passed, failed, and failed twice. 
i. For applicants that have failed once, place their package into the filing cabinet in the “NEW APPLICANTS” folder so they can re-test the following month. 
ii. Applicants that have failed twice cannot test again for 90 days and must complete the application process anew. Applicants will receive a letter regarding failing twice.  
1. File these applications in the file cabinet under “Failed Twice”. 
2. Via USPS mail, return the applicant’s money orders, along with “Failed Twice Letter”. 
iii. If the applicant fails the test and would like to review the questions that they missed, they may contact the Process Server Coordinator/Lead to schedule an appointment to visit the Customer Service Center between the hours of 9:00 am – 1:00 pm, Mon – Thurs. 
6. Once the applicant has passed the test and the fingerprint cards are returned from the Sheriff’s Office, access the Process Server folder. Fingerprint cards are kept with each applicant’s file in a locked filing cabinet in the Process Server area. 
a. Open Process Server Registration Numbers Monthly Log (registration logs are maintained per the current year) located on the S:Drive (S:Drive\Process Server). 
b. Enter applicant’s name, in alphabetical order (last name, first name), under the appropriate month, numbering sequentially from the previous month.  Save and close the file. 
i. After the fingerprints are returned from the Sheriff’s Office, log incoming fingerprint cards. See step 5(e)(3). Prepare the fingerprint cards for Department of Public Safety (DPS) review. 
c. Remove the fingerprint cards from their file in the locked filing cabinet along with the DPS money order from the checklist/application. 
d. Prepare the DPS Transmittal Form (do not include more than three names per sheet): 
i. Include each applicant’s last name, first name, and date of birth. 
ii. Under Submitting Agency, annotate “Clerk of the Superior Court/Process Servers”, the date the form was prepared, and the preparer’s phone number. 
iii. Include the DPS Transmittal Form number (upper right hand corner of the form) on each applicant’s fingerprint card under “Miscellaneous No. Mnu”. 
iv. Staple the applicant’s fingerprint cards and checks/money orders to the back of the white copy of the form. 
v. Place the yellow copy of the form with the file(s) and place these files into the “DPS Transmittals” inbox until the results are returned from DPS. 
e. Mail the DPS form(s) along with the fingerprint cards and money orders to DPS. 
i. Mail forms to: Arizona Department of Public Safety, Applicant Team 1, Mail Drop 2250, P.O. Box 18430, Phoenix, AZ 85005-8430. 
ii. Log outgoing fingerprint cards. See step 5 (e)(3). 
f. Access the “New applicants tracking log” spreadsheet and enter when the fingerprints were forwarded to DPS. 
7. Standard order approval process (once the fingerprint cards are returned from DPS). Fingerprint cards are kept with each applicant’s file in a locked filing cabinet in the Process Server area. Log incoming fingerprint cards. See step 5 (e)(3). 
a. Access Process Server folder (S:Drive\Process Server). 
b. Click on “Standard-New”. 
c. Input the applicant’s name/registration number and the expiration date (which is three years from the date the applicant passed the test). 
d. Print the order. 
e. Complete the tracking sheet and check the “Initial App.” box. 
f. Staple the tracking sheet and standard order onto the application.   
i. Place file/envelope in a sealed envelope with a completed 3-part transmittal attached to the front, addressed to Process Server Judge. 
ii. Process Server Coordinator will drop off interoffice envelope in the ML&PP Lead area of CSC for pick up by court courier. Files are to be hand delivered by courier to the assigned judicial division. 
g. Annotate on the tracking sheet the date (and reason) the package was sent to the judge. 
h. Access the “New applicants tracking log” spreadsheet and enter when the standard order was forwarded to the judge. 
i. Log outgoing fingerprint cards. See step 5 (e)(3). 
i. If the standard order is approved: 
i. Access the Process Server folder. Click on “Process Server List.mdb” (Access Database). 
ii. Right click open “Maricopa County Process Servers” file and enter applicants information. Place asterisk (*) under “Standard”.  
iii. Access the “New applicants tracking log” spreadsheet and enter when the standard order was returned from the judge. 
iv. Log incoming fingerprint cards. See step 5 (e)(3). 
8. Processing Renewals. 
a. All renewal applications submitted must also include the $188.00 fee.  All applications must be notarized. 
b. Process Servers must complete ten (10) credit hours of CE each year before their anniversary date. 

i. The continuing education (CE) forms must be original documents. 
c. Issue a fingerprint card to the applicant(s) and direct them to the Sheriff’s Office for fingerprinting.  

d. Pull Process Server’s file.
e. Printing renewal orders: 
i. Access the Process Server folder (S:Drive\Process Server). 
ii. Open Standard-New Word document.   
iii. Input the applicant’s name and certification number.  Change the expiration date to three (3) years from the current expiration date. 
iv. Print the order. 
v. Complete the tracking sheet and check the “Renewal” box.  
f. Staple the tracking form to the order and application.  Paperclip the CE paperwork to the tracking form.   
g. Rubber band the package to the outside of the applicant’s file. 
h. Place the file into the “Waiting for Fingerprints And/Or Statements” in-box until the fingerprint results are returned from the Sheriff’s Office. 
i. Once the fingerprints are returned from the Sheriff’s Office, remove the file from the inbox, arrange on top the tracking form, order, application, criminal history and fingerprint card (in sealed envelope) in this order.  Place fingerprint card inside Process Server’s file. 
j. Log outgoing fingerprint cards. See step 5 (e)(3). 
i. Place file/envelope in a sealed envelope with a completed 3-part transmittal attached to the front, addressed to Process Server Judge. 
ii. Process Server Coordinator/Lead will drop off interoffice envelope in the ML&PP Lead area of CSC for pick up by court courier. Files are to be handdelivered by courier to the assigned judicial division. 
k. Annotate on the tracking sheet the date (and reason) the package was sent to the judge. 
l. Access the “Renewals tracking log” spreadsheet (S:Drive\Process Server).  Enter the applicant information and when the renewal order was forwarded to the judge. 
m. When renewals are approved and returned: 
i. Log incoming fingerprint cards. See step 5 (e)(3). 
ii. Access the “Renewals tracking log” spreadsheet and enter when the renewal order was returned from the judge.  
iii. Access the Process Server folder.  Click on “Process Server List.mdb” (Access Database).

iv. Right click open on “Maricopa County Process Servers”.  Locate the process server’s name and update the expiration date (and other applicable information) as needed.  Place an asterisk (*) under the “R” for Renewal. 
n. If the renewal is denied, contact the applicant and place the package in the large locked filing cabinet under “Denied”.   
i. The applicant has 15 days to file an appeal.  The card does not expire until the last day of decision or hearing

9. Lost or stolen cards. 
a. Access the Process Server folder (S:Drive\Process Server). 
b. Click on “Affidavits for Loss of Card”. 
c. Complete the required information. 
d. Print the form and have the Process Server sign the form. 
e. The fee for the replacement card is $30.00.  Use fee code 415 and adjust the fee. 
f. Access Process Server information from card database.  If they lost the old card, they must come in and have their photo taken. 
10. Change of name or address. 
a. Process Server will e-mail a name or address change.

b. Access the Process Server folder (S:Drive\Process Server). 
c. Update the Process Server List by right clicking open on “Maricopa County Process Servers”.

11. Appeals – when the applicant is denied and would like to appeal the judge’s decision: 
a. Instruct the applicant to submit an appeal letter to the judge within 15 days. 
b. Stamp the letter with the “Received” date stamp. 
c. Print the new order. 
d. Annotate on the tracking sheet the date (and reason) the package was sent to the judge. 
e. Paperclip the letter to the front of the file along with the denial letter. 
i. Place file/envelope in an interoffice envelope with a completed 3-part transmittal attached to the front, addressed to Process Server Judge. 
ii. Process Server Coordinator/Lead will drop off interoffice envelope in the ML&PP Lead area of CSC for pick up by court courier. Files are to be hand delivered by courier to the assigned judicial division. 
f. Log outgoing and incoming fingerprint cards. See step 5 (e)(3). 
12. Complaints. 
a. Date stamp the complaint. 
b. Pull the Process Server folder and the Complaint folder.  Create new folder if no folder exists.

c. Print the “Master Complaint Coversheet” Word document (S:Drive\Process Server).  
d. Complete the required information on the Master Complaint Coversheet. 
e. Photocopy the complaint letter, redact all personal information, and photocopy the letter once again. Original complaint goes to the Judge. Redacted copy is mailed to Process Server.

f. Access the “Complaint Letter (template)” Word document (S:Drive\Process Server), input the process server’s name and address where applicable, and print the letter.

i. This letter is used as a coversheet for the complaint package. 
g. Access the “Complaints Log” spreadsheet (S:Drive\Process Server) and enter the applicable information. 
h. Forward the letter and photocopied redacted complaint to the process server.  The process server has ten (10) days to respond to the complaint.  
i. Place the complaint package into the “Waiting for Fingerprints And/Or Statements” inbox until the response is received from the process server. 
i. After 10 days have passed, forward the complaint package to the judge with or without the process server’s response. 
j. Once the response is received: 
i. Date stamp the response letter. 
ii. Remove the complaint package from the “Waiting for Fingerprints And/Or Statements” in-box and annotate the date the response was received. 
iii. Make copy of response and mail copy to complainant with letter. 
iv. Access the “Complaints Log” spreadsheet (S:Drive\Process Server) and enter the date the complaint package was forwarded to the judge. 
v. Attach the response letter, complaint form, and complaint letter to the file. 
vi. Log outgoing fingerprint cards. See step 5 (e)(3). 
vii. Place file/envelope in a sealed envelope with a completed 3-part transmittal attached to the front, addressed to Process Server Judge. 
viii. Process Server Coordinator/Lead will drop off interoffice envelope in the ML&PP Lead area of CSC for pick up by court courier. Files are to be hand delivered by courier to the assigned judicial division. 
13. Quarterly Reports. 
a. Access Process_Server folder. 
b. Click on “Process Server List”.  Right click open on Maricopa County Process Servers. 
c. Scroll to “N”, “R”, “E” columns. 
d. Right click on “R”.  Click on “Descending” (which will group all renewals). 
e. Highlight all asterisks “*” under “R”. 
f. Click “Copy”. 
g. Open Microsoft Word. 
h. Paste the copied items to Word.  Save as “Renewals for Quarter” and add dates (i.e., 1/08-4/08).  Follow same process for “Expired” and “New” (also referred to as “Standard” reports).  
i. Reformat into appropriate columns. 
j. Print reports and review for accuracy. 
k. Send to procserv@courts.az.gov. 
l. After the report is completed and sent, remove all asterisks for that specific report. 
14. Retention Period. 
a. Process Server records are retained for five years from date of expiration. Records are secured and kept in the Non-Court Records Section in the lower level of CSC.
POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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