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PURPOSE:

To provide instructions for assisting customers with public records requests.
GENERAL INFORMATION:
Pursuant to A.R.S. §12-282, A.R.S. §12-283,  A.R.S. §39-121, A.R.S. §39-121.01,  A.R.S. §39-121.03, A.R.S. §39-122, AZ Rules of Supreme Court, Rule 123 (a)-(h), and Rules of Civil Procedure, Rule 74(i), the Clerk of the Court is responsible for maintaining Court Case Files, Marriage Licenses and other records. Pursuant to Supreme Court Administrative Order 2006-96, the Clerk is also required to provide access to these records, provide copies and certification of the records.  The Clerk’s policy on Public Access to Court Records is stated in the Policy Memo dated November 26, 1990. Public Records Counter Staff are often the first contact a customer has with the Customer Service Center.  The Public Records Counter Staff’s main objective is to assist the public in the use of court records.  A Public Records Counter Staff member is available at all times during regular office hours to assist customers with a variety of requests. All calls or requests from the media should be forwarded to the Public Relations Office. This procedure is adopted to inform and direct staff of their responsibilities for professionalism and effective customer service.
EVENT DRIVER:

· A request for a public record is received.

PROCEDURES: 
1. Greet customer and determine type of assistance required. 
a. Redirect customer who may have come to the wrong location. 
b. Accept completed Request for Access to Court Record form and assist with initial processing of records request.   
2. Customers are: 
a. General Public – any private individual. 
b. Private Attorneys – a solo practitioner or an attorney who is associated with a law firm. 
c. Government Agency – any government agency, whether it is state, county, city, or federal. 
d. Commercial Researchers – any company or individual whose business it is to do research for profit.  They generally specialize in research for the following purposes: 
i. Background research for employment purposes. 
ii. Compile data for credit reports. 
iii. Marketing. 
iv. Locating missing persons and missing heirs. 
v. Private investigations. 
vi. Legal research. 

3. Determine type of service and medium needed to complete request.  Types of services are: 
a. View Post-2002 case files on the Public Access computers located in COC Public Record lobbies. 
b. View Pre-2002 case files under “Inactive Cases” on the Public Access computers located in COC Public Record lobbies. 
c. View court cases on microfilm or microfiche 
d. Copies of court records. 
i. Marriage Certificate. 
ii. Divorce Decrees. 
iii. Complaint. 
iv. Judgment. 
v. Probate Letters. 
vi. Will. 
vii. Presentence Investigations. 
viii. Responding to subpoenas. 
e. Create CDs of complete court case or individual court documents.

f. Docket printout. 
g. Search and/or provide various types of affidavits. 
h. Instruction on use of public equipment (microfiche or microfilm viewers, Public Access computers, etc.). 
i. Marriage license abstracts can be provided to customers upon request. All applicable fees will apply.

j. Research—iCIS is the primary application used to conduct research.
i. Commercial Users.

1. Direct commercial users/researchers to the designated Public Access computers located along the east wall of the lower lobby of CSC.

a. These computers are not for usage by the general Public.

b. If copies of documents (2002 and earlier) are needed, commercial users/researchers can print copies via the computers. 
2.  Inform commercial users/researchers that instructions for accessing these computers are located at each computer and that Public Records staff are available for further assistance if needed. 

k. Customer Service responsibilities for Returned Mail from Court File. 

i. Pull up the case file in iCIS/OnBase.

ii. Locate the document.

iii. Print the returned mail.

iv. If the customer is the addressee, inspect the customer’s driver’s license or other picture identification to verify that the individual is the addressee on the Returned Mail; and, do NOT charge the customer. Present the document to the customer. 

v. If the customer is NOT the addressee, print the returned mail documents and forward the document(s) to the cashier for final processing, charging all appropriate fees.
l. Requests for Copies by US Immigration and Customs Enforcement (ICE), US Citizenship and Immigration Services (CIS) and US Border Patrol. 

i. Photocopy and certify the requested documents. 

ii. Forward the copies to the cashier for final processing.  The initial set of copies shall be provided at no expense.  Multiple sets of copies (after the initial set) shall be charged the normal fees. 

m. Responding to subpoenas. 

i. Notify Public Records Supervisor of receipt of subpoena. 

ii. Review subpoena to determine type of service needed. 

4. Cross-reference the name of the plaintiff and defendant to ensure proper identity of court case file.   

5. Cross-reference the husband’s name and wife’s name at the time of the marriage to ensure proper identity on the marriage license. 

6. In most criminal cases on the docket, use the defendant’s date of birth to assist in verifying identity. 

7. Record the case number or marriage license number on the appropriate line of the Request for Access to Court Records form and initial. 

8. Prioritize as follows: 

a. Film requests to be viewed first by customer. 

b. Requests for copies. 
c. CD requests.
9. Monitor flow of customer requests waiting to be processed. 

a. Place all request forms in the sorter located on the back counter. 

b. Move requests forward in slots as other requests are processed. 

c. Notify Supervisor/Lead of any backlogs. 

10. Cashiers will use the Cash Management System to process customer transactions and issue receipts.  Case numbers are required for all transactions.   

a. For those cases initiated from 2000 to the present, use the following format in the “Case No.” field:  DR2000-XXXXXX (use six numeric digits after the case type and year to include a dash between the case type/year and numeric digits). 

b. For those cases initiated prior to 2000, use the following format in the “Case No.” field: 

DR99XXXXX (use five numeric digits after the case type and year—do not use dashes). 

c. Use the above formats when entering receipts and inquiring within the Cash Management System. 
d. Maintain the cashiers’ receipt (internal) tape for 30 days past the last date recorded on the tape. 

i. Once the 30 days has elapsed, destroy the duplicate tapes. 

11. Completing Deferrals/Waivers for Marriage License fees. 

a. Instruct the couple to complete the Application for Deferral of Court Fees.  Only one individual must complete the form. 

i. Ensure the personal information at the top of the first page is completed. 
ii. Instruct the applicant to complete the entire financial questionnaire beginning on page 2 of the application. 

b. Inform the couple that they will need valid government issued photo identification before the deferral can be issued. 

c. The Public Records Supervisor and Lead, License Services/Support Services  Supervisor and Leads, and Public Records Administrator are the only CSC staff that can approve/sign the deferral application. 

d. Once approved, the cashier will process the application through the Cash Management System. 

e. Once processed, the cashier will forward the package to the Public Records Supervisor. 

f. The Public Records Supervisor will forward the approved deferral form to Financial Services. 

POLICIES / RELATED DOCUMENTS:
· ARS 12-282: Custody of records filed; purging; destruction; microphotography; electronic imaging; evidence; withdrawal of voucher; exemption; child support information
· ARS 12-283: Powers and Duties
· ARS 39-121:  Inspection of public records 
· ARS 39-121.01:  Definitions; maintenance of records; copies, printouts or photographs of public records; examination by mail; index 
· 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
· ARS 39-122:  Free searches for and copies of public records to be used in claims against United States; liability for noncompliance
· Rules of the Supreme Court of Arizona, Rule 123 (a)-(h):  Superior Court Clerks
· Arizona Supreme Court Administrative Order 2006-096:  Superior Court Clerks

APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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