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PURPOSE:

To provide instruction for Media and E-Mail Requests for Copies of Documents.
OBJECTIVE:
· To inform and direct staff of their responsibilities when assisting customers with Media and E-Mail Requests for Copies of Documents.
GENERAL INFORMATION:
Pursuant to Rule 123 Arizona Rules of Court, A.R.S. § 12-283, A.R.S. § 39-121.03(D), the Clerk of the Court shall maintain and provide access to court records in accordance with applicable law, and shall promptly furnish copies of such records.   Pursuant to 17A A.R.S. Sup. CT. Rules, Rule 123(a)-(h), public access to records is associated with various costs as detailed.     

EVENT DRIVER:

· Public Records Section or Support Services Section receives requests for services via e-mail.
PROCEDURES: 
1. Public Records Section requests: 

A. Media requestors will email their request for documents, to include case number(s), caption(s), name of document(s) and file date(s), to MediaRequests@maricopa.gov .
B.  Public Records staff will access this public folder multiple times throughout the day. 
C. These requests will be processed on a RUSH with same day service, where possible. 
D. Public Records staff will contact the requestor to inform them of the number of pages and costs.  The appropriate per page copy fee applies; refer to current Fee Schedule. Requests will be paid with a credit card. 
E. For Public Records requests: once payment has been obtained, assigned Public Records or Lead will e-mail the copies, along with a copy of the receipt to the requestor. 
2. Support Service Section requests: 
A. Once payment has been obtained, assigned Support Service staff will e-mail records using the following procedures:
(1) The subject line should state “Records Request, the party name(s), the case number; for example, “Records Request Dale Hausner CR2008-006364”. 
3. To scan a document to an e-mail address: 
A. Scan employee badge on copy machine. 
B. Select Scanner. 
a. Select manual entry, click OK. 
b. Type in e-mail address. 
c. Place the document in the top document feeder. 
d. Select Start. 

C. You can also e-mail the document to your individual e-mail address to have a record of the date and time it was sent; and, then e-mail the customer by: 
a. Scan employee badge at copier. 
b. Select Scanner. 
c. Select employee name. 
d. Place the document in the top document feeder, select Start. The document has now been e-mailed to employee. 
e. Send e-mail as usual. 

POLICIES / RELATED DOCUMENTS:
· ARS 12-283: Powers and duties
· ARS 39-121.03: Request for copies, printouts or photographs; statement of purpose; commercial purpose as abuse of public record; determination by governor; civil penalty; definition

· 17A A.R.S. Supreme Ct.Rules: Rule 123: Access to the Judicial Records of the State of Arizona
· Superior Court Filing Fees - For Maricopa County
OTHER PARTIES INVOLVED:
· The Public
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· mediarequests@mail.maricopa.gov
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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