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PURPOSE:

To provide instruction for processing Notices of Documents Filed in Wrong County.
OBJECTIVE:
· To provide the necessary direction to ensure that Notices of Documents Filed in Wrong County are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to Arizona Supreme Court Administrative Order No. 2006-96, effective January 1, 2007, the electronic court record is the official record in the Maricopa County Superior Court. This Order allows for paper documents to be audited and disposed of after scanning.
EVENT DRIVER:

· A Notice of Document Filed in Wrong County is received.
PROCEDURES: 
1. Images are rejected to EDM-QC by either of these two ways: 

A. When an image is trying to create a pre-docket on iCIS but fails due to no matching case number. 
B. When an image is created successfully as a pre-docket, staff attempts to complete the pre-docket but realizes the parties’ names do not match with iCIS. 

2. EDM-QC staff, upon investigating the images and determining that the case is not a Maricopa County Superior Court case, will forward the image via e-mail to the Public Records Supervisor and the Change of Venue clerk for further processing. 

3. The Change of Venue clerk will:
A. Print a copy of the image. 
B. Access F-D&C-1005: COV Notice of Out of County Filing form.  This form informs other counties that the original document was disposed of after scanning and that the electronic copy will serve all purposes as the original. 
C. Address the form to the receiving county. 
D. Mail the form and document to the receiving county.

POLICIES / RELATED DOCUMENTS:
· AO 2006-96: Authorizing a pilot program in Maricopa County to dispose of paper case file records after replacement with electronic images and designating the electronic image as the original record
OTHER PARTIES INVOLVED:
· EDM-QC
· Court Operations Supervisor

· Change of Venue Clerk

TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· iCIS
· e-mail
· S:\Cust_Svc\CSC Public Records Forms
REPORTS / FORMS:
· F-D&C-1005: COV Notice of Out of County Filing form
DEFINITIONS:
· COV: Change of Venue
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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