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PURPOSE:

To provide instructions for assisting customers with public records requests particularly in pursuing waived copies of Criminal Restitution Orders for claimed victim’s right(s).
GENERAL INFORMATION:
Pursuant to A.R.S. §12-282, A.R.S. §12-283,  A.R.S. §39-121, A.R.S. §39-121.01,  A.R.S. §39-121.03, A.R.S. §39-122, AZ Rules of Supreme Court, Rule 123 (a)-(h), the Clerk of the Court is responsible for maintaining Court Case Files, Marriage Licenses and other records. Pursuant to Supreme Court Administrative Order 2006-96, the Clerk is also required to provide access to these records, provide copies and certification of the records.  Pursuant to A.R.S. §39-127(a), the Clerk of the Court shall provide, at no charge, the minute entry or portion of the record of any proceeding in the case that arises out of the offense committed against the victim and that is reasonably necessary for the purpose of pursuing a claimed victim’s rights., along with A.R.S. §13-805(e) which notes that the victim cannot be charged to obtain the documents necessary to properly record the order. The Clerk’s policy on Public Access to Court Records is stated in the Policy Memo dated November 26, 1990. Public Records Counter Staff are often the first contact a customer has with the Customer Service Center.  The Public Records Counter Staff’s main objective is to assist the public in the use of court records.  A Public Records Counter Staff member is available at all times during regular office hours to assist customers with a variety of requests. This procedure is adopted to inform and direct staff of their responsibilities for professionalism and effective customer service.
EVENT DRIVER:

A request for a public record is received for waived copies of Criminal Restitution Orders for claimed victim’s right(s).
PROCEDURES: 
1. Greet customer and determine type of assistance required.
a. Waived copies of court records.

i. Customer (victim) or customer’s attorney (an attorney of record in iCIS) will submit request for free certified copy(ies) of Criminal Restitution Order (CRO).
ii. Request must include case number and victim’s name.

2. If the customer is seeking to file a lien, explain to the customer that such an action may have already been taken by the Clerk of Superior Court County Collection Unit (CCU).
a. Provide the contact information for CCU; phone number 602-506-0073 or email: collection@maricopa.gov.

3. If customer is insistent on acquiring free certified copies (in pursuit of claiming victim’s rights), review case information, view the CRO, verify the victim’s name on the CRO or the attorney of record in iCIS with a valid ID.
a. Offer an e-certified copy (via e-mail) to the customer free of charge, informing them that they (the customer) can print off as many copies as needed immediately.

b. If customer insists on hard copy(ies) of the documents, they should provide the number of copies needed.

i. Provide up to four (4) free manually certified copies. Provide only the requested amount of copies up to four (4) copies (i.e., if the customer requests two copies, provide only two copies). 

ii. If the customer is not making the request in-person, inform the customer that the copies will be mailed to their home address. If they are in-person, provide them once copies have been made.
c. If the customer requires additional certified copies (more than four (4) copies), contact the Administrator or Deputy Director for approval.

i. If approval is denied, inform the customer that there will be a charge for each requested additional copy.
4. When entering transaction into the Cash Management System, use receipting system code “02 Pro Per”
a. Annotate “Waiver” in the Comments section noting the customer’s name, the date the free certified CROs were provided, the total amount of copies provided, initials of the processing clerk, and the entity code “02 Pro Per”.
POLICIES / RELATED DOCUMENTS:
· ARS 12-284: Fees
· ARS 12-282: Custody of records filed; purging; destruction; microphotography; electronic imaging; evidence; withdrawal of voucher; exemption; child support information
· ARS 12-283: Powers and Duties
· ARS 39-121:  Inspection of public records 
· ARS 39-121.01:  Definitions; maintenance of records; copies, printouts or photographs of public records; examination by mail; index 
· ARS 39-121.03:  Request for copies, printouts or photographs; statement of purpose; commercial purpose as abuse of public record; determination by governor; civil penalty; definition
· A.R.S. §39-127(a): Free copies of police reports and transcripts for crime victims; definition
· A.R.S. §13-805(e): Jurisdiction
· Rules of the Supreme Court of Arizona, Rule 123 (a)-(h):  Superior Court Clerks

· Arizona Supreme Court Administrative Order 2006-096:  Superior Court Clerks

OTHER PARTIES INVOLVED:
· County Collection Unit
TIME / VOLUME:
· Varied
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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