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PURPOSE:

To provide instructions for processing Brady checks.
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.  F.B.I. (Brady checks) and D.P.S. requests are given top priority with a three day maximum processing time.
EVENT DRIVER:

· Government Desk staff receive a request for a Brady check.
PROCEDURES: 
1. Requests for Brady checks will be received via fax and/or e-mail from the F.B.I/NICS unit or DPS. 
a. Date stamp all requests. 
b. If a case number is not provided, affix the unable/able stamp to the front of the request. This stamp reads, “We were unable/able to locate a case #_________matching the name in your inquiry”. 
i. If located, annotate the case number and continue to process. 
ii. If the case number was not found, circle “unable” and fax and/or e-mail the request back to the customer. 
2. Conduct research via iCIS, L-index and/or microfiche for requests that do not have case numbers annotated. 
3. Access the Computed Assisted Retrieval System (CARS) to locate the roll and frame number for those microfilmed case files. 
4. Access iCIS/OnBase to research the required information. 

5. If case file is on microfilm, make copies of all requested documents. 
6. If the court record is sealed, a court order will be required to obtain copies. 
7. Annotate all daily statistics (film and OnBase copies, OnBase certifications) into the Government Desks Access database and the PSP Program. 
8. Fax or e-mail all completed requests (documents) to the customer. 
9. Forward all processed requests to the cashier for printing of “waiver” receipt. 
10. Maintain processed requests (with printed receipt/receipt number) for six months. 

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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