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PURPOSE:

To provide instruction for Certifying Documents with Missing Page.
OBJECTIVE:
· To provide necessary direction to ensure that Certifying Documents with Missing Page 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.  This procedure is to allow for certification of a document when a page was not filmed or scanned, or when a page from a double-sided document was not filmed.
EVENT DRIVER:

· A request is received via an F-D&C-1007: Request for Access to Public Records form for Certifying Documents with Missing Page.
PROCEDURES: 
Missing Pages:

1. Print document from ECR (iCIS or Inactive OnBase).
2. A notation will be placed on the document stating that a page was missed during filming or scanning.

3. With supervisor or Administrator approval, access the certification under one cover form F-PUBREC-1001: One Cover form letter located on the Controlled Document Index under Forms. 
4. Complete One Cover certification per established procedures.
5. The document should then be unprotected by clicking on the highlighted padlock. 
6. Once unprotected, the following line should be added to the body of the document:
a. “This document was not captured in its entirety during the filming/scanning process.  Page ___ of this document is missing”.

7. Complete the customer request per established procedures.
From Microfilm with Missing Pages:

1.  If the case file is on microfilm, make copies of all requested documents. 
2. A notation will be placed on the document stating that the back side of a document was missed during filming. 
3. For certification, a one-cover should be completed upon approval by the Supervisor or Administrator. 
4. The one-cover form can be located on the S drive at: S:\Cust_Svc\CSC Public Records Forms\One-Cover. dotx. 
5. Complete one-cover per established procedures. 
6. The document should then be unprotected by clicking on the highlighted padlock.

7. Once unprotected, the following line should be added to the body of the document:

a. “This entire document was not captured during the filming process, page ___of this document is missing.” 
b. Complete customer request per established procedures. 

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:
· The Public
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· F-PUBREC-1001: One Cover form letter
· F-D&C-1007: Request for Access to Court Records form
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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