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PURPOSE:

It is the purpose of this procedure to provide instructions for receiving, reviewing and signing Registrar Certificates that are presented to the Probate Registrar for approval pursuant to ARS 14-3937.
OBJECTIVE:
· To provide consistent handling of Registrar Certificates over time.

EVENT DRIVER:

· An Application for Registrar Certificate is received and sent to the Registrar for review.
PROCEDURES: (Please note that the necessary links are provided toward the end of this document.)
I. Receiving Application and Registrar Certificate by File Counter, Drop Box, or Mail:
1. Customer provides an Application for Registrar Certificate and a Registrar Certificate to Clerks Office:

A. Customer completes the PB Contact Information Sheet if received over the file counter. Specialist will complete the PB Contact Information Sheet if received by Drop Box or Mail. 
B. Specialist provides customer at the file counter with a Receipt of Proposed Informal Documentation.
C. Specialist scans the PB Contact Information Sheet, Application for Registrar Certificate and Registrar Certificate to: ProbateRegistrarMail@mail.maricopa.gov
D. Specialist places documents and any monies submitted with filing in designated holding area until acceptance/reject is received back from Registrar.
II. Registrar Review:
1. Registrar opens and saves scanned image to: S:\Doc_Management\PROBATE REGISTRAR\INFORMALS.
2. Registrar logs Application for Registrar Certificate and Registrar Certificate to: S:\Doc-Management\PROBATE REGISTRAR\STATISTICS.
A. Registrar will verify the following:
a. Check the Application for Registrar Certificate to ensure that it is verified. 

b. Application for Registrar Certificate must state that no action for the estate is pending.
c. Application for Registrar Certificate must state the estate has been fully administered.
d. Registrar will check iCIS docket entries to ensure that it has been at least one year from filing of the Closing Statement. The Closing Statement must be present in iCIS, it must be signed, verified by the applicant, and notarized. It must also be signed by the attorney.  
B. If the Registrar finds all the above in compliance:

a.   Sign the Registrar Certificate.
b. Complete a Registrar Acceptance form.
c. Scan and Save the signed Certificate and Acceptance to:  S:\Doc_Management\PROBATE REGISTRAR\ACCEPTANCES
C. If the Registrar finds the above in non-compliance:
a. Complete a Registrar Rejection form. 

b. Saves Registrar Rejection to: S:\Doc_Management\PROBATE REGISTRAR\REJECTS
3. Registrar scans Registrar Acceptance form and signed Certificate or Registrar Rejection form back to the appropriate facility: 
· probateregistrarspecialist-dt@mail.maricopa.gov
· probateregistrarspecialist-och@mail.maricopa.gov
· probateregistrarspecialist-ne@mail.maricopa.gov
· probateregistrarspecialist-nw@mail.maricopa.gov
· probateregistrarspecialist-se@mail.maricopa.gov
4. Utilizing the RegistrarNotification@mail.maricopa.gov email box, the Registrar emails the approved notification email stating the Probate documentation is Accepted or Rejected to the contact email the customer provided on the Probate Contact Information Sheet form.
III.  Specialist processing of Accepted or Rejected Registrar Certificate:
1. Specialist opens and prints acceptance or rejection from mailbox. 
2. Specialist retrieves documents from PB holding area (different by location). 
A. If Acceptance is received:

a. File in using rapid print the following: Application for Registrar Certificate, signed Registrar Certificate and signed Registrar Acceptance form.
b. Conform provided copies.
c. Process any monies for certified copy of Registrar Certificate using Service Code 400 (copies) and 410 (certification fee), or contact customer if no monies are provided.
d. Put documents in PB holding area until customer picks up at counter.
e. Mail documents back to customer if documents were received by mail.
f. Once documents are picked up or mailed, detach the PB Contact Information Sheet and place into contact sheet holding bin.

B. If Rejection is received :

a. Attach Registrar Rejection form to documents and place back into PB holding area until customer returns to pick up documents. 
b. Mail documents back to customer if documents were received by mail.
c. Once documents are picked up or mailed detach the PB Contact Information Sheet and place into contact sheet holding bin.
POLICIES / RELATED DOCUMENTS:
· Arizona Revised Statutes: 14-3937: Certificate discharging liens securing fiduciary performance
· Application for Registrar Certificate
· Registrar Certificate: A certified copy of the certificate is needed to discharge any effective surety bond for the estate.
· Superior Court Filing Fees – For Maricopa County Only
OTHER PARTIES INVOLVED:
· None
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· OnBase
· iCIS
· The Cash Receipting System
· MSOutlook e-mail boxes: 
· ProbateRegistrarMail@mail.maricopa.gov
· probateregistrarspecialist-dt@mail.maricopa.gov
· probateregistrarspecialist-och@mail.maricopa.gov
· probateregistrarspecialist-ne@mail.maricopa.gov
· probateregistrarspecialist-nw@mail.maricopa.gov
· probateregistrarspecialist-se@mail.maricopa.gov 

· RegistrarNotification@mail.maricopa.gov
· Shared Drive
· S:\Doc_Management\PROBATE REGISTRAR\INFORMALS
· S:\Doc_Management\PROBATE REGISTRAR\STATISTICS
· S:\Doc_Management\PROBATE REGISTRAR\ACCEPTANCES
· S:\Doc_Management\PROBATE  REGISTRAR\REJECTS
REPORTS / FORMS:
· F-PB-1001: PB Contact Information Sheet form
· F-PB-1002: Receipt of Proposed Informal Documentation form
· F-PB-1003: Registrar Acceptance form
· F-PB-1004: Registrar Rejection form
DEFINITIONS:
· None
APPLICABILITY:
This procedure applies to File Counter, Probate Registrar and Probate Specialist.
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