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PURPOSE:

To provide instruction for processing a Certificate of No Record.
OBJECTIVE:
· To provide necessary direction to ensure that processing Certificates of No Record are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §12-284, the customer may request the Clerk's Office to provide certification that a particular document is not contained in the court file (Example: Judgment and Renewal of Judgment, Criminal Records Search, or other Affidavits of No Record).  This procedure starts after a search has been conducted and the clerk has determined that the document is not on file.
EVENT DRIVER:

· A request for Certificate of No Record is received, a search has been conducted, and the clerk has determined that the document is not on file.
PROCEDURES: 
1. After researching and verifying that the requested document is not contained in the court file, advise the customer that the document is not on file.
2. Proceed to step 3 if the customer requires certification that the document is not on file.
A. While conducting research, review the automated docket and OnBase. 

B. If the requested document has a file date of less than five years from the current date, do not issue the affidavit.

3. Using Microsoft Word, go to the CSC Public Records Forms directory and retrieve the appropriate pre-approved affidavit or document and follow the merge prompts in the form.  
A. Enter the complete case caption listing all plaintiffs and defendants in the case. 

B. At the By: line, affix your signature.
4. Affix the raised court seal over the deputy clerk's signature. 
5. Complete processing the customer request in accordance with certification and other procedures.
POLICIES / RELATED DOCUMENTS:
· ARS 12-284: Fees
OTHER PARTIES INVOLVED:
· The Public
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· The appropriate pre-approved affidavit or document in the CSC Public Records forms directory.
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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