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PURPOSE:

To provide instruction for Certifying Probate Letters of Testamentary & Acceptance.
OBJECTIVE:
· To provide necessary direction to ensure that Certifying Probate Letters of Testamentary & Acceptance are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §14-1305, the Clerk of the Court shall provide certified copies of Letters Testamentary and Acceptance, Letters appointing Guardian or Conservator to be referred to as Letters in this procedure, issued by the court.  The Clerk's Office cannot certify any Letters that have been revoked, superseded, or terminated.  In this procedure, the term "revoke" also means superseded by more recent Letters and terminated by operation of law, or by court order.  Certificates relating to Letters must show the date of the order or statement appointing the Personal Representative, Guardian, Conservator, Administrator, or Special Administrator. 

EVENT DRIVER:

· A request for Certifying Probate Letters of Testamentary & Acceptance is received.
PROCEDURES: 
1. Obtain the Probate case number or other identifying information from the requestor and access the Probate case file through iCIS.
2. Review the docket starting with the most recently filed document, to determine if there are any of the documents listed in step 2F or 2G.  These documents may revoke any Letters issued prior to the date of the revoking document.
A. The search must also include identifying documents that would reinstate a revoked Letter.

B. Do not research any documents filed before the most recent Letter filed.

C. All Letters issued prior to the most recently dated Letter are revoked and therefore cannot be certified.  
(1) If any documents have been filed after the Letter, ensure these documents do not revoke the most recently dated Letter.

D. If the research of the file reveals any of the documents indicated below or there is any uncertainty whether the letter should be certified, consult the Probate Registrar.  
(1) Inform the customer that they are being referred to the Probate Registrar in order to ensure they receive correct service.
E. The most recently dated Letter appointing an individual as the representative revokes all previous Letters.

F. A Citation or Order for Citation--these documents may suspend the individuals' powers while matters are pending, depending on whether the Citation was issued at the CCB or the Southeast Court.

G. Use the following to determine if the Letter has been revoked:
a. CCB Citations/Order for Citations--state that powers of individuals are suspended pending their appearance before the Court.  Therefore, Letters cannot be certified during the period.
b. The Letters can be certified if the Citation/Order for Citation has been superseded by another Letter or there is documentation (normally a minute entry) re-instating the Letter.
c. Southeast Court Citations/Order for Citations--do not suspend the Letter until after the individual appears before the Court and there is a Minute Entry specifying the revocation of the Letter.
d. If a Minute Entry indicates the Letter is revoked, the Letter cannot be certified.

H. An Order of Discharge revokes all Letters issued prior to the date of discharge.

I. A Closing Statement one year old or older revokes Letters unless there is a court order older than the Closing Statement specifying otherwise.

J. A Final Accounting or Decree of Distribution may revoke a Letter.

K. If the requested letter is revoked, explain to the customer why a certified copy cannot be provided.
L. If the customer wants an uncertified copy, provide the copy and charge the regular copy fee.

3. Search for the date the appointment was signed by the court.  It is normally located near the court official's signature. 
4. Print the Letters requested by the customer.
5. Stamp the Court Seal (Probate Letter Seal) on the first page of the copy just to the left of the court's official's signature (the By will be inside the edge of the seal).

6. Place the Probate Letter Certification stamp at the bottom of the last page of the printed document.  
a. If space is limited or if the stamp will alter the document/cover wording, place the stamp on the back of the printed page.

7. Enter data in the blank spaces of the stamp as follows:
A. If the Letter appoints an individual as a Personal Representative, Special Administrator, Conservator, or Guardian, place the "X" in the appropriate space.
B. On the Was signed on line, enter the date the order was signed by the court official.
C. On the Attest line, enter the date.
D. On the By line, affix your signature.

8. Emboss (crimp) the Court Seal (Certification Seal) directly over your signature.
9. Forward the package to the cashier for final processing.

POLICIES / RELATED DOCUMENTS:
· ARS 14-1305: Records and certified copies
OTHER PARTIES INVOLVED:
· The Public
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· N/A
DEFINITIONS:
· Revoke: In this procedure, also means superseded by more recent Letters and terminated by operation of law, or by court order.  
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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