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PURPOSE:

To provide instruction for processing a Request For Access to Court Records.
OBJECTIVE:
· To provide necessary direction to ensure that processing copies and certifications are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §39-121.01, D. 1 and AZ Rules of Supreme Court, Rule 123 (a)-(h), the Clerk of the Court shall provide copies of court documents, Superior Court Case Files and other court records.  Pursuant to A.R.S. §12-284, a customer may request certification of a document.  The certification fee and per page fee apply; refer to the current Fee Schedule for appropriate fees.  This procedure is adopted to direct staff on the process of providing copies and certifications.  Pursuant to A.R.S. §12-282, Rules of Civil Procedure, Rule 74 (i) and Superior Court Administrative Order 2001-049, when a customer requests several documents from the same case file to be certified, those documents are considered to be “under one cover” and the customer will only be charged the certification fee for one document.  It is important to note that when providing Three Seal Authenticated copies of Probate file revoked Letters of a Testamentary and Acceptance cannot be authenticated/ provided to the customer. 

NOTICE: A partial document certification may be used to certify a Decree of Dissolution without attachments only. All pages of the Decree must be copied from the file stamp to the judge’s signature page and comprise of the actual decree. Partial pages of the decree that do not comply with the policy may not be copied for certification. This is the only instance when a partial document certification may be used.
EVENT DRIVER:

· A Request For Access to Court Records is received.
PROCEDURES: 
1. Retrieve the F-D&C-1007: Request for Access to Court Records form (white sheet) from the customer.

2. Print the number of copies desired by the customer.
A. If the copies are not to be certified, attach the request form to the copies and forward the package to the cashier for final processing.

3. Processing Public Access terminal copies:
A. Direct customers to computers.
B. Inform customers that the F-D&C-1007: Request for Access to Court Records form (white sheet) must be completed if documents are to be printed.
C. Once the customer has completed printing their documents, remove the copies from the printer and verify that all requested documents have been printed.
D. If the copies are not to be certified, attach the request form to the copies and forward the package to the cashiers for final processing.

4. Processing copies of Orders of Paternities: When the "Vital Records" box is checked on the Order, this directs COC staff to mail a copy of the Order directly to the Bureau of Vital Statistics (BVS).  In most cases, this is accomplished by the staff where the order is filed.
A. When a customer contacts CSC to indicate that the copy has not been received, review the order and verify that the Clerk's Office was ordered to mail the copy.
B. If the "Vital Records" box is checked, certify the copy only if directed per the court order.
a. Do not charge the customer for a non-certified copy.
b. If the Order does not specify certifying the copy but the customer desires a certified copy, charge the certification fee only.
5. Certifying copies: 
A. Clip the request form to the copies and place the package on the back counter rack.
B. Certify documents as requested by the customer. Only complete documents may be certified.  The only exception is a Decree of Dissolution of Marriage - the "Partial Certification" stamp is only to be used when certifying a part of a Decree of Dissolution document.
C. Count the total number of pages and annotate this figure on the request form in the appropriate space.
D. Place the certification stamp at the bottom of the last page of the document and sign in the appropriate area. Affix the Court Seal (crimp seal) over the signature.  If the stamp alters the document/covers wording, place the stamp on the back of the last page.
E. Certifying recently signed documents:

a. Staff will verify that the document was signed by the judge/commissioner 48 hours prior to the current date.
b. Staff will verify that Copy for Certification is stamped (in red) on the document.
c. Staff will place the certification stamp at the bottom of the last page of the document and sign in the appropriate place.
d. If the stamp alters the document/covers wording, place the stamp on the back of the last page.

F. Forward the package to the cashier for final processing.

6. Certification Under One Cover:
A. Copy or print the document(s) as requested by the customer.  Do not staple the copies.

a. Inform the customer that once stapled together, the certification is no longer valid if the documents are later unstapled or otherwise separated for copying or for any other reason.

b. Identify all pages of the document(s) utilizing the "File Stamp to File Stamp" method.
c. The first page of a document will have a completed file stamp in the upper right corner of the page. All pages following the stamped page are considered part of that document.
d. Do not include minute entries as part of a document.
B. Sort the documents chronologically with the oldest dated document on top and the most recent dated document on the bottom.
C. Access F-PUBREC-1001: One Cover form letter:
a. At the prompt, type the case number.  Press the "Tab" key.
b. Type the name of each document as it appears in the case file.  Press "Tab" to move to the next prompt.  When listing minute entries, include both the hearing date AND the file date.
c. Type Filed and then press "Tab".
d. Type the file date of the document (located on the File Date stamp).

e. Once all documents are entered, click on the prompt entitled Your name (located at the bottom right of the page).  Type your name.
f. Print and sign the form.

D. Emboss (crimp) the Court Seal directly over your signature.
E. Place the copied documents on top of the cover letter.
F. Staple all documents together at the top left margin.
G. Forward the package to the cashier for final processing.
7. Processing Requests for Marriage License Errors/Corrections - (See PRO-RECSERV-1002: Correction to Marriage License procedure for more information):
A. Print affidavit and certify affidavit with regular certification stamp.
B. Print and certify Marriage License with regular Marriage License stamp.
C. Create the ML One Cover letter

D. Forward the package to the cashier for final processing.  
8. Partial Document Certification:

A. Customer will complete F-D&C-1007: Request for Access to Court Records form indicating the document that is to be copied.

B. Access iCIS or OnBase to print copies requested and print copies.

C. Research film for a copy of a document on film.

D. Imprint the rubber instrument stamp on the bottom of the last page o the document, if there is adequate space without covering up language on the document. If there is not enough room, place the certification on the back of the last page near the bottom of the document.

E. Date and sign in the appropriate spaces.

F. Emboss the court seal directly over the signature.

G. Complete the bottom portion of the request form and forward the completed package to the cashier for processing.
POLICIES / RELATED DOCUMENTS:
· AO 2001-049: Superior Court Administrative Order; In the Matter of Time Frame for Files and Maintenance Protocol
· ARS 12-282: Custody of records filed; purging; destruction; microphotography; electronic imaging; evidence; withdrawal of voucher; exemption; child support information.
· ARS 12-284: Fees
· ARS 39-121.01: Definitions; maintenance of records; copies, printouts or photographs of public records; examination by mail; index.
· 16 A.R.S. Rules of Civil Procedure, Rule 74: Powers of arbitrator; scheduling of arbitration hearing; permitted rulings by arbitrator; time for filing summary judgment motion; receipt of court file; settlement of cases; offer of judgment.
· 17A A.R.S. Sup.Ct.Rules, Rule 123: Public Access to the Judicial Records of the State of Arizona
· PRO-RECSERV-1002: Correction to Marriage License procedure
· Superior Court Filing Fees - For Maricopa County
OTHER PARTIES INVOLVED:
· The Public
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· F-D&C-1007: Request for Access to Court Records form
· F-PUBREC-1001: One Cover form letter
DEFINITIONS:
· BVS: Bureau of Vital Statistics 
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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