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PURPOSE:

To provide instructions for processing requests for copies from ICE, CIS and Border Patrol.
GENERAL INFORMATION:
Pursuant to 42 U.S.C.S. 3753(a) (11) and AZ Supreme Court Administrative Order 2006-47, upon documented written requests, the Clerk of the Court will provide certified or non-certified copies of the following documents, at no expense and no fee, whether the request was made in person, by mail or fax number within the United States, or by any other effective means of electronic transmission: pre-sentence reports including supplemental information, warrants, probation relocation orders, probation violation notices, plea agreements, judgment of conviction and sentencing, and the indictments and/or complaints; this also includes judgment of convictions, sentencing and warrants, original indictments and/or complaints for previous convictions. The Clerk of Court shall charge for multiple or duplicate copies of documents.  The requests will be processed in a reasonable amount of time, normally 48 hours; however, depending on the urgency of the request, shall be expedited.  In determining a reasonable amount of time for provision of documents, staff shall recognize and address the immediate need for records in detainer matters and for those persons subject to immediate deportation.  The United States Bureau of Customs and Border Protection, including United States Border Patrol, is a successor agency of ICE (INS) continuing under the Department of Homeland Security.  Administrative Order 2006-47 does not cover any other successor agencies.
EVENT DRIVER:

· Government Desk staff receives a request for copies from ICE, CIS or Border Patrol.
PROCEDURES: 
1. Requests will be faxed to the Government Desk section on the fax request sheet which has been provided to the agency. 
a. The initial source(s) of information for cases 2002 to the present are OnBase, MEEDS or iCIS.
2. Request the appropriate document from OnBase for cases prior to 2002.  If a case is on microfilm, make copies of all requested documents. 
3. Copy the requested documents.  Certify them if indicated on the request. 
a. If the agency needs a “RUSH”, they will come to the Customer Service Center located at 601 W. Jackson.  The procedures for assisting a walk-in customer will apply.  
4. Sort and count requests as follows: 
a. Sort and count requests into two piles according to case file location. 
i. iCIS/OnBase 
ii. Film 
b. Count the number of requests for OnBase files and the number on film. 
5. To process a hard copy file, proceed to step 6.  To obtain and process a reel film file, proceed to step 8. 
6. Process the requested documents.  Proceed to step 9.
7. Complete the request sheet by entering your name, the date, number of copies made, number of certifications and note either “Onbase” or “film”.  
8. Place the completed original request form and copies in the appropriate bin next to the cashier on the Public Records counter.  ICE or Border Patrol staff will pick them up at their convenience. 
a. Total the number of pages and the number of certified copies that were provided.  Make a notation for the monthly stats. 
b. Note the number of copies that were faxed or sent to the agency by any electronic means as opposed to mailed or given to the agency in person. 
c. On the first of every month, forward the monthly stats to the supervisor.      
9. In the Access database, enter the daily totals (received and processed). 

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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