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PURPOSE:

To provide instructions for Water Case (Gila River Adjudication) General Procedures.
OBJECTIVE:
· To direct staff on proper Water Case (Gila River Adjudication) General Procedures.
GENERAL INFORMATION:
Pursuant to A.R.S. 45-252 (c), the general adjudication shall be brought and maintained in the superior court in the county in which the largest number of potential claimants resides.  Pursuant to Pre-Trial Order Number 1, dated May 30, 1986, the purpose of this order was to set a general structure within which the adjudication of water rights in the Gila River System and Source could be determined.   The Clerk of the Court in which the petition is filed shall notify the Supreme Court and the Supreme Court shall be responsible for assigning the general adjudication to a superior court judge and appointing a master and for consolidating the general adjudication with other pending general adjudications, if appropriate.
NOTE: The Water Case folder on the COC shared drive (S: Drive) is restricted access. Supervisory and/or Administrator approval is needed before ITG will allow access.
EVENT DRIVER:

· Water Case (Gila River Adjudication) documents are received and to be filed or a copy is requested.
PROCEDURES: 
1. Receiving documents.
a. If documents are received at the Public Records Counter, verify that the document (s) are original and for Maricopa County Superior Court. 

b. File stamp the document (s) with the current date.  

c. In many cases, the customer may require a conformed copy (use the conformed stamp, if applicable). 

d. Place the stamp in the upper right-hand corner of the first page of each filed document.

e. If the Special Water Master emails documents to the Water Case Specialist, they will be treated as an original. The Water Case Specialist will print, file and distribute both copies and originals documents received by email.  

f. The filed copy and the original will be forwarded to the Water Case Specialist’s desk. 

g. The Water Case Specialist will docket and file the original.

h. Occasionally a single document is filed for multiple cases.  Be sure to make additional copies of the document for all the cases.

i. At the end of the month, check for any duplicates.  Remove and discard any copies.  Only keep the original copies and “duplicate originals” for docketing and scanning.
2. Deconsolidating a Case – The Special Water Master may decide to “deconsolidate” a consolidated case by separating the consolidated case into multiple single cases.

a. Unless the Special Water Master specifically orders that previous filings be separated from the original consolidated case, leave everything where it is.

b. Treat each single case being “deconsolidated” as a new initiated case(s) going forward.
c. Ensure a copy of the deconsolidation order is in each new case file.

d. File all subsequent related documents for that specific deconsolidated case in that new initiated file.
3. Create the Monthly Reports Folder at the beginning of each month.
a. Access the S: Drive, click on the “Customer Services” folder.
b. Click on “Water Case”, click on “Maricopa County” folder, and then “Reports”.
c. Click “New Folder” at top menu ribbon to create a new folder.  Name the folder with the month and year of the reports being created (i.e., SEPTEMBER '14).  
(1) Monthly reports are created for each case that has documents to be filed.
4. Create the Monthly Reports (also referred to as "dockets").  Reports are created for the previous month (i.e., on the first workday of December, create November's reports).
a. Remove the documents from the filing basket and separate them according to case number.  Documents are to be listed on the reports in file date order.
b. Access the main reports (supplements) folder on the S: Drive:  S:\Customer Services\Water Case\Maricopa County\WaterCaseSupplements.
c. Open the required Water Case report (i.e., "W1 Supplements", "W1-11-605 Supplements". etc.).  Scroll down to the last page.
d. Review the last docket item (number).  Annotate the next docket item sequentially on the documents to be filed (i.e., if the last docket item ended with 189, the next numbering sequence will begin with 190).  
e. Once the docket numbers are annotated on the documents, begin inputting the current month's data on the report sequentially and in file date order.  

f. Once all information has been added, click the “Save” icon.
g. Copy the newly added information.
h. Access the report templates.  Templates are located at the following folder: S:\Customer Services\Water Case\Maricopa County\WaterCaseSupplements\Water Case Report Templates.  Open the required report template.
i. Remove old data found in the report template and paste the new information onto the report.  Click the “Save” icon.
j. Number the pages sequentially (continued from the previous month's report - i.e., JUNE 2012 ended on page 93; JULY 2012 will begin with page 94).  
(1) Continue this process for each separate case (report).
k. Next, save the document in the “Reports” folder, located at the following order:  S:\Customer Services\Water Case\Maricopa County\Reports.
(1) Click “File”, then “Save As” to rename the document with the case number month/year (i.e., W1-307 July 2012).  NOTE:  Save the file to the appropriate Reports folder.
(2) Continue this process for each separate case (report).
(3) Create a cover sheet that lists the group of reports created for that month by copying the last month's cover sheet and updating appropriately with the current month's report titles.
5. Distribute Reports - Once all reports are created, they must be distributed as follows:
a. Send an e-mail (and include as attachments, all current month's reports/cover sheet) to the Water Case Special Master and the Water Case attorney at the Arizona Department of Water Resources (ADWR).  
(1) Include as a "cc" to the e-mail: The Public Records Administrator and the Special Master's assistant.
(2) Send an e-mail to the ITG Help Desk (include as attachment, all current month's reports).  “This RFS is to request the following items be posted on the water case docket section of the Clerk of Court public site.  The site is located at http://www.clerkofcourt.maricopa.gov/watercase.asp Please note: They are for Maricopa County.” 
(3) Monthly dockets are received from Apache County regarding the Little Colorado River General Stream Adjudication.

a. Email/forward to ITG at the beginning of next month (include the Apache County attachments) with the same instructions as Maricopa County docket.

b. Make sure to add “Please note:  They are for Apache County”.
6. Once the reports are completed, the documents will be filed in the appropriate case file.

a. Locate the Superior Court file date and file the document in chronological order with the most recent date on top.
7. Copies of Documents: Water Case files are open to the general public. If a customer requires copies of any water case documents:  
a. Instruct the customer to complete the Request for Access to Court Records form. 
b. Access the case file via OnBase. 
c. Print the requested copies. 
d. Forward the completed package to the cashier for final processing (state agencies are not charged for copies). 
e. Keep account of all customer contacts, files pulled and copies made. Report this data monthly to the Public Records Administrator.
8. Processing Statement of Claimants (SOC) which are specific documents forwarded from ADWR.  They are maintained in the water case file area.
a. Once received, stamp each SOC with the ADWR file stamp and place the document(s) into their respective SOC files (also provided by ADWR).
b. The only exception when filing a SOC is if it has been made part of a specific W1-11 (contested) case.  Docket this under that W1-11 case.
9. Notice of Expenditure:  Financial Services will prepare a Notice of Expenditure and forward this to CSC for docketing and filing into the W1 (main) case file.
a. The Notice of Expenditure will include:
(1) The Main Case
(2) The case number

(3) The type of Expenditure.

B. Financial Services is responsible for ensuring all parties on the court-approved mailing list are properly notified.
C. Financial Services will prepare a Credit Memo whenever deposits are made to the account.

POLICIES / RELATED DOCUMENTS:
· ARS 45-252: General adjudication; representation; superior court; assignment to judge; petition
· Pre-Trial Order Number 1, dated May 30, 1986
OTHER PARTIES INVOLVED:
· General public
· Financial Services

· Public Records Administrator 
· Special Master's assistant
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· S:\Customer Services\Water Case\Maricopa County\WaterCaseSupplements
· S:\Customer Services\CSC\Water Case\templates
· COC Public Website
REPORTS / FORMS:
· F-D&C-1007: Request for Access to Court Records form
DEFINITIONS:
· ADWR: Arizona Department of Water Resources
· SOC: Statement of Claimants 
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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