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PURPOSE:

To provide instruction for the Certification of a Docket.
OBJECTIVE:
· To direct and manage staff in the process of providing certified copies of dockets.
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.  This procedure is to allow for certification of a court case docket.
EVENT DRIVER:

· A request for Certification of a case docket is received.
PROCEDURES: 
1. Print off the docket to the requested case.
2. File stamp the document (docket printout) with the current date.

3. Contact the File Counter Supervisor.

4. File Counter Supervisor will docket the document as “Rem and Docket Sheet”.

5. Document will be scanned into the case.
6. Print and certify document (hand certify or e-certify).
7. Access appropriate fees and provide to the customer after payment. 

POLICIES / RELATED DOCUMENTS:
· Processing Copies and Certifications (Electronic and Microfilm)
OTHER PARTIES INVOLVED:
· Public
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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