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PURPOSE:

To provide instructions for issuing Search Affidavits.
OBJECTIVE:
· To direct staff on issuing Search Affidavits when requested.
GENERAL INFORMATION:
Pursuant to A.R.S. §12-283, A.R.S. §39-121.03 (D), and AZ Rules of Supreme Court, Rule 123 (a)-(h), the customer may request the Clerk's Office to provide certification that a particular document is not contained in the court file.  Search affidavits are completed for Non-Criminal searches, Non-Marriage searches, Non-Domestic searches, and Non-Civil cases searches.  
EVENT DRIVER:

· A request for a Search Affidavit is received.
PROCEDURES: 
1. Ask the customer to provide all aliases/names used.  Use the following applications to begin the search:
A. iCIS/Archives.  If the message, "No matches were found matching your criteria" displays during the initial search of iCIS, conduct a second search of iCIS:

a. Place a check mark (click) the Adv. box and the Archive box.
b. Input the customer's information.
c. Click the Search button to conduct the second search.
B. L-Index.
C. Microfiche.

2. Non-Criminal Searches:
A. After verifying that there are no criminal case initiations concerning the customer, prepare the affidavit.
B. To prepare the affidavit, access the form letter F-PUBREC-1003: Affidavit Criminal-No Record.
a. At the first prompt, type "January 1, 1969" as the beginning date of the search period. Hit the Tab key.
b. At this prompt, type the end date of the search period which is always ten days prior to the date the affidavit was prepared.  Hit the Tab key.
c. At this prompt, type the customer's full name.  Hit the Tab key.
d. At this prompt, type the customer's date of birth.  Hit the Tab key.
e. At this prompt, type your name.

C. Sign the affidavit and emboss (crimp) the Clerk's seal over your signature.
D. If a criminal case was previously initiated on the customer, prepare the F-PUBREC-1004: Affidavit Criminal-Record Found form letter.
a. List the case number(s) along with the date the case(s) was initiated.
b. The case initiation date is the File Stamp date on the Indictment or Information or other charging document. No other information is required.

E. Print the affidavit and exit the form letter WITHOUT saving the letter.
3. Non-Marriage Searches:

A. After verifying that there are no records of previous marriages or marriage licenses recorded in the customer's name, prepare the affidavit.

B. To prepare the affidavit, access the form letter F-PUBREC-1005: Affidavit Marriage License-No Record form letter

C. Prepare the affidavit as indicated above in step 2B, a - e.
D. Sign the affidavit and emboss (crimp) the Clerk's seal over your signature.

E. If there is a record of a previous marriage license, list the license number and the date it was recorded (unprotect the letter by clicking on Tools, Unprotect Document).  
F. Print the affidavit and exit the form letter WITHOUT saving the letter.

4. Non-Domestic Relations or Family Court Case Searches:

A. After verifying that there are no Domestic Relations/Family Court cases initiated concerning the customer, prepare the affidavit.

B. To prepare the affidavit, access the form letter F-PUBREC-1006: Affidavit Domestic Relations-No Record form letter.

C. Prepare the affidavit as indicated above in step 2B, a - e.
D. Sign the affidavit and emboss (crimp) the Clerk's seal over your signature.
E. If a previously initiated domestic/family court case concerning the customer is found, list the case number along with the date the case was initiated (unprotect the letter by clicking on Tools, Unprotect Document).  The case initiation date is the File Stamp date on the Petition or other document that serves as the "New Complaint".
F. Print the affidavit and exit the form letter WITHOUT saving the letter.
5. Non-Civil cases searches:

A. After verifying that the customer has not been involved in any civil cases, prepare the affidavit.
B. To prepare the affidavit, access the form letter F-PUBREC-1007: Affidavit Civil-No Record form letter

C. Prepare the affidavit as indicted above in step 2B, a - e.
D. Sign the affidavit and emboss (crimp) the Clerk's seal over your signature.
E. If a previously initiated civil case is found, list the case number along with the date the case was initiated (unprotect the letter by clicking on Tools, Unprotect Document). The case initiation date is the File Stamp date on the Petition or other document that serves as the "New Complaint".
F. Print the affidavit and exit the form letter WITHOUT saving the letter.
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. Sup.Ct.Rules, Rule 123: Public Access to the Judicial Records of the State of Arizona
OTHER PARTIES INVOLVED:
· The General Public - any individual.
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· F-PUBREC-1003: Affidavit Criminal-No Record form letter
· F-PUBREC-1004: Affidavit Criminal-Record Found form letter
· F-PUBREC-1005: Affidavit Marriage License-No Record form letter
· F-PUBREC-1006: Affidavit Domestic Relations-No Record form letter
· F-PUBREC-1007: Affidavit Civil-No Record form letter
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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