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PURPOSE:

To provide instruction for Locating Documents.
OBJECTIVE:
· To inform and direct staff of their responsibilities for professionalism and effective customer service when assisting customers with Locating Documents.
GENERAL INFORMATION:
Pursuant to A.R.S. §12-282, the clerk shall keep custody at the county seat, and take charge of and safely keep and dispose of according to court rules all books, papers, and records which may be filed or deposited in custody.  Documents are stored at various Clerk of the Court locations and in three different media: electronic, microfilm and microfiche.  The location/media of a file will depend on several factors such as: is it a case file or marriage license, how old the case is, what type of case it is, and who is the court with jurisdiction over the case.   

EVENT DRIVER:

· A customer requires assistance Locating Documents.
PROCEDURES: 
1. Determine the following about the requested file: 
A. Name of parties. 
B. Date of case/marriage. 
C. Type of case (CV, CR, DR, TX, etc.).
2. Case types have been filed differently over the years. The below breakdown shows years and case types that are filed differently than today. 
A. Divorce Cases: 
a. 1878 – 1933: filed as Civil. 
b. 1934 – 1976: filed as Divorce. 
c. 1976 – 2001: filed as Domestic Relations. 
d. 2001 – Present filed as Family Court – Two case types FC (with children) and FN (without children). 
B. Paternity Cases: 
a. 1878 – 1970: filed as Criminal. 
b. 1971 – 1975: filed as Civil. 
c. 1976 – 2001: filed as Domestic Relations. 
d. 2001 – Present filed as Family Court - FC. 
C. Name Changes: 1878 – Present: filed as Civil.

D. Adoptions: 

a. 1878 – 1945: filed as Probate case.  SEALED – NOT AVAILABLE TO PUBLIC.
b. 1946 – Present: filed at Juvenile Court.  SEALED – NOT AVAILABLE TO PUBLIC. 

E. Mental Health: 1901 – 1968: Mental Health filed as Probate records.  SEALED – NOT AVAILABLE TO PUBLIC. 

3. Marriage License: 
A. Proceed to the following reference sources: 
a. 1884 – 1975: Research “Female Affidavit Roll Film”. 
b. 1871 – 1968: Research the Marriage License Roll Film Index. 
c. 1969 – Forward: Research the microfiche Marriage Affidavit Index as well as the L-Index. 
d. 1975-1995: Unused affidavits Roll Film are also available for research for licenses that have not been located through regular processing channels. 

B. 1974 marriage licenses are found on the 1979 – to current microfiche Marriage Affidavit index.  Due to program errors, marriages recorded in 1979 are missing two digits.  To locate the correct book and page numbers, review the two separate microfiche sets maintained at the Information Desk or the Correspondence Desk. 

4. Civil Case Files: Refer to the Case File Locator to determine where files are located, utilizing the reference sources indicated below:
A. 1878 – 1968: Research Roll Film Index.

B. 1969 – Forward: Research microfiche Alpha Index as well as the L-Index. 
C. July 13, 1987 – Present: iCIS. 
D. Divorce Cases prior to 1933: Roll Film, Civil Registry of Action. 

5. Criminal Case Files: Utilize the reference sources indicated below:
A. 1878 – 1970: Paternity cases filed as Criminal.

B. 1876 – 1968: Roll Film Index. 
C. 1969 – Forward: Microfiche Alpha Index as well as the L-Index. 
D. July 13, 1987 – Present: iCIS. 
6. Domestic Relations: Refer to the Case File Locator to determine where files are located.
A. 1876 – 1933: Research Civil Registry of Action, Roll Film Index. 
B. 1933 – 1968: Research Roll Film Index. 
C. 1969 – Forward: Research microfiche Alpha Index as well as the L-Index. 
D. July 13, 1987 – Present: Also research iCIS. 
E. Hash Divorces: “Hash Divorces” are named due to an attorney that did not file Divorce Decrees due to lack of payment. 
a. 1953 – 1975: Support action from another state – research Roll Film. 
b. 1976 – 2001: Support action from another state filed as Domestic Relations – research Roll Film. 
c. 1987 – Present: Research iCIS. 

F. Paternity cases may be listed with either the State of Arizona or the Female as plaintiff (i.e., State of Arizona v. John Doe or Jane Doe v. John Doe), or In the Matter of (IMO) the name of the child.

7. Probate Case Files: Refer to the Case File Locator to determine where files are located, utilizing the reference sources indicated below: 
A. 1878 – 1968: Research Roll Film Index. 
B. 1969 – Forward: Research microfiche Alpha Index as well as the L-Index. 
C. July 13, 1987 – Present: Research iCIS.
8. Mental Health Files:

A. All Mental Health files are sealed and unavailable to unrelated parties to the case.

B. Refer to the Case File Locator to determine where files are located. 
a. 1878 – 1968: Roll Film (See provided Case History Index). 
b. 1969 – Forward: Microfiche Alpha Index as well as the L-Index. 
c. July 13, 1987 – Present: iCIS. 

C. Mental Health records from 1901 – 1968 are filed as Probate records.

9. Inquest records, Notary Public Bonds, Transcripts of Judgments, Tax Appeals, Lower Court Appeals, Search Warrant, and Southeast Judicial District: Refer to the Case File Locator to determine where the files are located.

POLICIES / RELATED DOCUMENTS:
· ARS 12-282: Custody of records filed; purging; destruction; microphotography; electronic imaging; evidence; withdrawal of voucher; exemption; child support information
OTHER PARTIES INVOLVED:
· The Public
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Public Access terminals
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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