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PURPOSE:

To provide instruction for Deferral for Copies.
OBJECTIVE:
· To provide necessary direction to ensure that Deferrals for Copies are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §12-302, the Supreme Court shall adopt forms and procedures for deferral of court fees and costs.  Except as provided in subsection E, the court shall grant an application for deferral of court fees and costs if the applicant establishes by affidavit, including supporting documentation, that the applicant has a gross income that as computed on a monthly basis is one hundred fifty percent or less of the current poverty level established by the United States Department of Health and Human Services (HHS).  Gross monthly income includes the applicant’s share of community property income.  Upon proof that the applicant is permanently unable to pay fees or costs, the court shall waive them.  For purposes of this subsection, “permanently unable to pay” meant the applicant’s income and liquid assets are unlikely to change in the foreseeable future.  The HHS poverty guidelines are a simplified version of the Federal government’s official statistical poverty thresholds.  Both thresholds and guidelines are a series of income levels, with different values for family units of different sizes, below which the family units are considered poor for statistical or administrative purposes.  The current poverty guideline for a family of one, two, three, etc. can be obtained from the HHS website at www.hhs.gov. in the section: I would like info on… Poverty Guidelines.
EVENT DRIVER:

· A request for Deferral for Copies is received.
PROCEDURES: 
1. Instruct the customer to complete the Application for Deferral of Court Fees. Once the application is completed, the following will apply for deferral consideration:
A. Fees for obtaining one certified copy of a temporary order in a Domestic Relations case or final order, judgment or decree in all civil proceedings.
B. Deferrals cannot be completed in CR cases.  Customer needs to motion the assigned Judge in the case.
C. Review the certified copy to determine the fee amount.
D. Review the application and Order to ensure completion.  The application must be signed and notarized (or if needed, verify the signature of the customer).  If the customer chooses not to complete the required information on the application, the application will be denied.
E. Full Deferrals:

a. The customer must provide proof of current enrollment (an award/eligibility letter or verification card) in TANF (assistance to needy families) or SNAP (US Food Stamp Program).

b. Have an income of 150% or less than the current US Poverty Guidelines.

c. Be represented by Community Legal Service.

d. Application fee is assessed and added to the deferral amount.

e. No down payment is required.

F. Obtain the number of dependents (from page 2 of the application) and monthly income information (page 3) and utilize the current HHS Poverty Guidelines grid provided for each area to determine if the customer qualifies.

G. If the customer qualifies, check the boxes on the Order that indicates the customer has been granted deferral of fees.
a. Check the box on the deferral to indicate the specific conditions that apply.
b. Sign the Order.
H. Make a photocopy of the deferral order for the customer and explain the conditions to them.
I. Provide the customer with the Deferred Fee Application Information sheet and ask them to complete the top portion.  Instruct the customer to sign on the designated line (acknowledging deferral approval).
J. Enter the transaction into the COSC Receipting System:

a. Enter the service code (Service Code 482 - Deferral Application Fee), select Deferral in the field marked D/W/P.

b. When the Entity Type pop-up window appears, click on the drop-down menu to select the appropriate entity type.  Click Save.

c. On the main screen, enter any comments into the Comments field and select Save.

d. The receipt will print indicating the transaction is filed into the Cash Receipting System.

e. Provide copies of the document to the customer.

K. Staple the generated receipt to the Deferred Fee Application Information sheet and send to the Finance Department at CCB.
L. The original completed application and order get filed stamped and sent to the docket area.
M. If the applicant does not qualify for a deferral within the specified guidelines, will not complete the application, does not have acceptable identification, or wish to contest the decision, direct them to a judicial officer for approval.  Consult with the supervisor before directing the applicant to the judicial officer.  Each facility has specific on-site procedures for contacting and remitting the application/order to the appropriate judicial officer as determined by Court Administration.

POLICIES / RELATED DOCUMENTS:
· ARS 12-302: Extension of time for payment of fees and costs; relief from default for nonpayment; deferral or waiver of court fees and costs; definitions
OTHER PARTIES INVOLVED:
· The Public
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· www.hhs.gov
REPORTS / FORMS:
· Application for Deferral of Court Fees
DEFINITIONS:
· HHS: Health and Human Services
· Permanently unable to pay: For purposes of this subsection, means the applicant’s income and liquid assets are unlikely to change in the foreseeable future.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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