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PURPOSE:

To provide instructions for Support Services/Public Records Counter - Customer Service Staff.
OBJECTIVE:
· To provide necessary direction for staff on the process of researching and preparing documents properly and consistently over time.
GENERAL INFORMATION:
Pursuant to Supreme Court Rules, Rule 123 Arizona Rules of Court, A.R.S. § 12-284, 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. Case files are maintained at the Customer Service Center (CSC) and are subject to review by the general public and various outside agencies.
EVENT DRIVER:

· A Request for Access to Public Records is received.
PROCEDURES: 
1. Single Source Research - This type of research only requires using one source to obtain the information. Research sources are: film, L-index/microfiche, and iCIS.
A. Single source searches may encompass multiple years and multiple rolls of film.
B. Variations of the source can be used (i.e., iCIS, L-Index, Archived iCIS, etc,).
C. For single source research conducted on years prior to 1969, a fee of $30.00 is to be charged.
D. For single source research conducted for years 1969 and higher, a fee of $30.00 is to be charged.

2. Multiple Source Research - This type of research requires more than one source to obtain the information.  Research sources are: film, L-index/microfiche, and iCIS.  For multiple source research conducted for years 1969 to the present, charge a fee of $30.00 per source:


Example: 
First source fee: iCIS - $30.00


Second source fee: film - $30.00


Total fees charged: $60.00
3. Research conducted when preparing an affidavit for years 1969 to present (as the affidavit specifies) will be charged a fee of $30.00.  
A. An additional $30.00 will be charged for preparing the affidavit, making a total of $60.00 for this type of product.

4. Reasons for conducting research when preparing an affidavit may include non-criminal, non-marriage and non-renewal of judgment.
A. In the case of an affidavit, this type of research is conducted to prove that there is no record of the case/marriage/document being researched.
B. For research in the years prior to 1969 and up to the present when preparing an affidavit, a fee of $30.00 per source will be charged.
a. Research source for years prior to 1969 is microfiche/L-index.
b. Research sources for years 1969 to the present are film and iCIS.
C. When researching multiple sources, charge $30.00 per source, plus a $30.00 affidavit preparation fee:


Example: 
First source fee: iCIS - $30.00



Second source fee: film - $30.00



Affidavit preparation fee - $30.00



Total fees charged: $90.00
D. If the affidavit is revised to indicate years prior to 1969 (when applicable), this is considered a multiple source research.

5. Complex research fees will be assessed at the discretion of the Administrator on a case-by-case basis.


Example (Defendant One):  




First source fee (pre-1969): fiche - $30.00




Second source fee: film - $30.00




Affidavit preparation fee - $30.00




Defendant One total fees charged: $90.00


Example (Defendant Two): 




First source fee (pre-1969): fiche - $30.00




Second source fee: film - $30.00




Third source: case file/iCIS - $30.00




Affidavit preparation fee - $30.00




Defendant Two total fees charged: $120.00




Total Research fees charged: $210.00




(This is the combined total for the complex fees).

6. When a customer requests that information be e-mailed, they will be charged $.50 per page. 
7. Information on a CD/DVD:

A. If a customer requests that documents are placed on a CD, or the determination is made that the size of the information is too large to be e-mailed and therefore is placed on a CD, the customer will be charged $30.00 per case plus $1.00 for the cost of the CD.  If the customer requests that the CD be mailed, they will be charged the $7.00 postage and handling (P&H) fee.
B. If the customer requests information from more than one case and the information is placed on either a single CD or multiple CDs, they will be charged an additional $30.00 per case.
8. Information on microfilm - If a customer requests information on microfilm:
A. If not enough information is provided by the customer to easily locate the case, a $30.00 research fee will be charged. If there is more than one year, they will be charged the $30.00 research fee per year or per source.
B. If the customer requests copies of the information, or if the information needs to be copied in order to be scanned, they will be charged $.50 per page.
C. If the customer is requesting the information be e-mailed or placed on a CD, they will be charged a $30.00 conversion fee for the scanning of the copied information.
D. If the customer requests that the information be e-mailed or placed on a CD, they will be charged $30.00 (plus the cost of the CD if applicable).
E. If the customer requests that the CD be mailed to them, they will be charged the $7.00 P&H fee.

9. Faxing and Shipping:

A. Faxing - customers are charged $.50 per page, plus $7.00 P&H fee for any faxed information/documents.
B. Shipping - customers will be charged the standard &7.00 P&H fee for any information shipped.  If the total shipping cost exceeds $7.00 or if the customer requests a special service, they will be charged the actual shipping cost. 
POLICIES / RELATED DOCUMENTS:
· ARS 12-284: Fees
· Superior Court Filing Fees - For Maricopa County
· 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. Sup.Ct.Rules, Rule 123: Public Access to the Judicial Records of the State of Arizona
OTHER PARTIES INVOLVED:
· The General Public - any private individual.
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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