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PURPOSE:

To provide instructions for handling out of state government 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. F.B.I. (Brady checks) and D.P.S. (Brady checks) requests are given top priority with a 24-hour maximum processing time.   
EVENT DRIVER:
An out of state government request is received.
PROCEDURES: 
1. Requests will be received via postal mail, fax or emails. Emails will be sent to the Government Desk email COCGovernmentDesk@maricopa.gov and the Correspondence Section email COCSupportServiceCorrespondence@maricopa.gov. 
2. Government Desk clerks will access the Outlook email accounts throughout the day, but no less than in the morning before 9AM, at noon, and at 4PM daily. 

3. All requests are processed in order of receipt.  Date-stamp all requests. 
a. If a case number is not provided, affix the Unable/Able stamp to the front of the request; complete the stamp, selecting the appropriate choice.
b. Conduct research via iCIS, OnBase, L-index and/or microfiche for requests that do not have case numbers annotated. 
4. Utilize iCIS/OnBase to research the required information. 
a. Verify the individual’s name and case number. 
5. If case file is on microfilm, make copies of all requested documents. 
a. Utilize CARS to locate the roll and frame number for those requests on microfilm
6. Upon locating the case file:  
a. Make requested copies. 
b. Total the number of copies and certifications. 
c. Annotate these totals on the bottom of the duplicate (office) copy. 
d. When processing non-exempt requests, access the “government letter” template on the S:Drive at S:\Cust_Svc\CSC Public Records Forms\2018 Government letter.dotx. Complete the required information, print, and sign the form.  
i. Attach a COPY of the original request and mail to the requestor. If the request was received via e-mail or fax, the “government letter” advising of fees will be e-mailed in return. 
ii. Place the original request in the appropriate file folder that corresponds to the name of the state that submitted the request. 
e. When processing exempt requests, make notation of the total amount of pages copied and certifications to be included on your stat sheet. Maintain the original processed transaction for 90 days and then shred. 
7. Processing returned requests with payment.  
a. Once payment is received, pull the copied records from the appropriate file folder filed under state name.  Verify the case number, name, and total amount charged. 
b. Print and address an envelope, attach it to the copies and process (cashier) the request. 
c. Go into Receipting. In the “Comments” section, include the batch info (this can be obtained from the Daily Check Transmittal sheet) and the name of the requestor.
d. Once the request has been cashiered and returned, annotate case number, name, amount paid, receipt number and transaction date into the Correspondence Mail Check Log database. 
i. Enter supplement information as needed (i.e., certified copies of minute entries re: John Doe). 
8. If a request is received with a payment that isn’t enough to cover the fees, make a copy of the check and log it out of the Mail Check log.  
a. Place the copy of the request in the appropriate file folder filed under state name to await the correct amount of payment. 
b. Return the original request, payment and fee statement showing the correct amount due to the requestor. 
9. For those requests received without payment, return a copy of the request along with an attached fee statement (explaining the correct amount due) to the requestor. 
10. Maintain requests that have been processed with a receipt number for 90 days. 
11. Maintain requests that were returned to the customer with billing statements for 90 days.  NOTE: Often a payment will be received for the copies, but the customer fails to return a copy of the original request for documents.

12. Annotate the total amount of film, OnBase copies, OnBase/film certifications, e-certs, checks in/out received and credit card payments 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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