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PURPOSE:

To provide instruction for Partial Document Certification.
OBJECTIVE:
· To direct and manage staff in the process of providing mandated access to court records.
GENERAL INFORMATION:
Pursuant to Clerk of Court Policy Memo dated September 24, 1997 and reviewed on October 24, 2010.  A partial document certification may be used to certify a Decree of Dissolution without attachments only.  All pages of the Decree must be copied from the file stamp to the signature page and comprise the actual decree. Partial pages of the decree that do not comply with the policy may not be copied for certification. Attachments may include property settlement, child custody, etc.  This procedure applies only to Decrees of Dissolution.  This is the only instance when a partial document certification may be used.  
EVENT DRIVER:

· A request for Partial Document Certification is received.
PROCEDURES: 
1. Customer will complete F-D&C-1007: Request for Access to Court Records form indicating the document that is to be copied.

2. Access iCIS or OnBase to print copies requested and print copies.
3. Research film for a copy of a document on film
4. Imprint the rubber instrument stamp on the bottom of the judges signature page of the document, if there is adequate space without covering up language on the document.  If there is not enough room, place the certification on the back of the last page near the bottom of the document.

5. Date and sign in the appropriate spaces.

6. Emboss the court seal directly over the signature.

7. Complete the bottom portion of the request form and take the completed product to the cashier. 
POLICIES / RELATED DOCUMENTS:
· Clerk of Court Policy Memo dated September 24, 1997 and reviewed on October 24, 2010
OTHER PARTIES INVOLVED:
· Public
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· F-D&C-1007: Request for Access to Court Records form
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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