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PURPOSE:

To provide instructions for processing of inmate mail requests.

GENERAL INFORMATION:
Pursuant to Arizona Supreme Court Rule 123 (a) through (h), this rule is adopted to govern public access to the records of all courts and administrative offices of the judicial department of the State of Arizona.
EVENT DRIVER:

· An inmate request is received through US postal mail and forwarded to the Public Records section by other departments.
PROCEDURES: 
1. The Central Mail Room, located at CSC, will date stamp all incoming requests. 
2. Review inmate request to determine what information is being requested. 
3. Via iCIS, OnBase, microfilm or hard files, conduct research on the requested information.

a. Determine the total number of pages for the requested information.  If the request is for copies, a correspondence reply letter along with a copy of the fee schedule should be provided to the inmate. 
i. The fee schedule provides the customer with an estimate of costs for the total amount of pages provided and also the fees for postage and handling. 
4. Access the correspondence reply letter located in the applicable folder on the S:Drive.

a. Click on “Customer Services” folder. 
b. Click on “CSC Public Records Forms” folder. 
c. Click on the correspondence reply letter.dotx. 
5. Read through the “correspondence reply letter” to determine what information you will be including in your response. Unprotect the document and remove any paragraph(s) that don’t pertain to the request.  The first and the last paragraph may not be deleted and must remain a part of your response. 
6. This reply letter must be completed thoroughly.  This letter requires: 
a. Today’s date. 
b. Name and full address of customer. 
c. Date that the request was dated or received. 
d. Salutation. 
e. Applicable paragraphs corresponding to the request. 
f. Clerk’s first initial and full last name. 
7. Add any additional comments in order to answer the inmate’s letter. 
8. Print two copies of the letter, mail one copy to the inmate along with a copy of the original request. 
9. NOTE:  Requests received for outstanding financial information are to be scanned and emailed to the criminal financial obligations (CFO) unit asking them to complete the request within 5 days. 
a. Copy your supervisor on the e-mail. 
b. Once the information has been gathered, the CFO contact will return it to you via e-mail also copying your supervisor. 
c. If the request is for information from another Clerk’s Office area, please see your supervisor. 
d. Include the financial information in your reply to the customer. 
10. Print a copy of the CFO e-mail.  It will be attached to the clerk’s copy of the correspondence reply letter and the original customer request. 
11. All inmate requests shall be maintained in the filing cabinet in Support Services for 90 days (pending Administrative review). The requests shall contain: 
a. A copy of the correspondence reply letter to the customer. 
b. Copies of any documents provided. 
c. Fee schedule (if applicable). 
d. CFO or other units e-mail (if applicable). 
e. The original request from the customer. 
f. The original mailing envelope from the customer. 
12. Annotate the total amount of inmate requests received and processed into the Support Services stats database. 

POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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