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PURPOSE:

To provide instructions for assisting customers with public records requests particularly in pursuing waived copies of court documents for Social Security Administration benefits.
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. §39-122, the Clerk of the Court shall provide, at no charge, court documents for Social Security benefits as noted in the letter from the Social Security Administration provided by the customer. 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.
PROCEDURES: 
1. Greet customer and determine type of assistance required.
a. Copies of court records.

i. Marriage Certificates.
ii. Divorce Decrees.
iii. Other documents as noted in Social Security Administration letter
2. Ask the customer if copies are needed for obtaining Social Security Administration benefits.
a. If so, ask customer to present letter from Social Security Administration. Letter should include statement that directs customer to Clerk’s Office to obtain certified copy of required document (i.e., divorce decree or marriage license).

b. If the customer does not have a letter from the Social Security Administration or if the letter does not include the directive statement, inform customer of the fees.

3. Annotate at bottom of the request form that copies are for Social Security benefits (i.e., “SS benefits”).
4. Process request and forward document(s) to cashier for final processing.

5. While processing transaction, cashier will include annotation into the “Notes” section of cash management (i.e., “fees waived; SS benefits letter presented”, fee code, and name of customer picking up document).

6. Clerk should be using waiver entity code of “15-Social Security Administration” when processing receipt.

7. Present copy of receipt to customer.
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
· ARS 39-122: Free searches for and copies of public records to be used in claims against United States; liability for noncompliance
· 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:
· Social Security Administration
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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