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PURPOSE:

To provide instruction for Certification - Entire Case File.
OBJECTIVE:
· To provide necessary direction to ensure that Certification - Entire Case Files are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to ARS 12-282, and ARS 12-284 when a customer requests a certified copy of an entire case file, the customer will be charged the certification fee for one document along with the per page copy fee; refer to Fee Schedule for appropriate fees.  Requests for certification of Juvenile documents will be referred to the Juvenile Division. 

EVENT DRIVER:

· A request for Certification - Entire Case File is received.
PROCEDURES: 
1. Print the entire case file, except for Probate cases - do not print revoked Letters of Testamentary and Acceptance.
2. Sort the documents chronologically with the oldest dated document on top and the most recent dated document on the bottom.  Do not staple the copies together until the end of the procedure.
3. Access the certification under one cover form F-PUBREC-1001: One Cover form letter located on the Controlled Document Index under Forms, or using the Word template in the CSC directory and follow the merge prompt. 
a. In the blank space below the first paragraph: Type, in all caps, one of the following: 

(1) When all pages of a file have been printed: “THIS CONSTITUTES THE ENTIRE FILE AS OF THIS DATE”. 
(2) When a Probate file contains revoked Letters of Testamentary and Acceptance: “THIS CONSTITUTES THE ENTIRE FILE AS OF THIS DATE EXCEPT THE LETTERS OF TESTAMENTARY WHICH ARE REVOKED AND NOT ELIGIBLE FOR CERTIFICATION”. 
(3) When a Probate file also contains a Will, type in either (1) or (2) above and “I FURTHER CERTIFY THAT THE DECEDENT WAS/WAS NOT DOMICILED IN THIS STATE AND THAT THE PROBATE WAS FORMAL/ INFORMAL, ACCORDING TO A.R.S 14-1305”. 

b. At the By: line, affix your signature on the line above Deputy Clerk.

4. Affix the court seal directly over your signature.
5. Attach the One Cover form behind the last printed page of the case file by stapling the entire completed document together.
6. Provide documents to the customer upon payment of the appropriate fees.
POLICIES / RELATED DOCUMENTS:
· 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 14-1305: Records and certified copies
· 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-PUBREC-1001: One Cover form letter
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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