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PURPOSE:

To provide instructions for the IV-D Desk.
GENERAL INFORMATION:
Pursuant to Rule 123 Arizona Rules of Court, A.R.S. § 12-283, A.R.S. § 39-121.03(D), the Clerk of the Court shall maintain and provide access to court records in accordance with applicable law, and shall promptly furnish copies of such records. Case files are maintained at the Customer Service Center (CSC) and are subject to review by the general public and various outside agencies. This procedure is to establish a process whereby outside agencies can request copies of court documents relating to IV-D matters.
EVENT DRIVER:
An IV-D request is received by fax, e-mail via Microsoft Outlook Public Folders, postal mail or inter-office correspondence.  
PROCEDURES: 
1. The e-mail public folder can be located via Microsoft Outlook Public Folders. 

a. All e-mails pertaining to IV-D are moved to personal e-mail for processing.
b. Requests are received from various interstate and out-of-state agencies including but not limited to: 
i. Department of Child Support Enforcement (DCSE). 
ii. Attorney General. 
iii. Child Support Services of AZ. 
iv. West Valley Paternity Unit/Child Support Enforcement. 
v. DCSE unit 029C-4 East Valley. 
vi. 028C-9 North and South Valley. 
vii. 032C-4 West Valley. 
2. File stamp all incoming requests (faxed and mailed) with the month, date and year. Make copies of each request sheet. 
a. Maintain the original request for processing the waiver at the end of the month.  The copy is returned to the requestor along with the requested documents. 
3. Forward requests for pay histories via e-mail to payhistoryrequests@mail.maricopa.gov or by inter-office mail to CCB/FSS. 
4. Change of case status (whether open or close) are forwarded via e-mail to supportfinancecoc@cosc.maricopa.gov or by inter-office mail to CCB/FSS.

5. Sort requests by file or film.  Highlight all case numbers with a marker.  
a. If case file is on microfilm, make copies of all requested documents.   
6. Conduct research on missing case numbers for out-of-state and interstate requests. 
7. On the bottom left-hand corner of the requests annotate the number of copies, the number of certifications and whether they came from OnBase or microfilm. Include the date and your initials.  
8. Return completed requests to the requestors, ensuring to use site codes, if given. 
9. Log daily stats into the PPP-DCMS database (used exclusively for IV-D). 
10. Log daily stats into the Government Desk 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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