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PURPOSE:

· To provide instructions for providing certified copies of court documents to the Maricopa County Attorney’s Office-Criminal Division. 
OBJECTIVE:
· To provide the necessary direction to ensure that MCAO-Criminal Division is provided with official court records for cases they are associated with.
GENERAL INFORMATION:
Pursuant to A.R.S. §12-282 and AZ Rules of Supreme Court, Rule 123 (a)-(h), the Clerk of the Court shall maintain and provide access to court records in accordance with applicable law. Rule 123 is adopted to govern public access to the records of all courts and administrative offices of the judicial department of the State of Arizona. 
EVENT DRIVER:

A request for certified copies is received from MCAO-Criminal Division.
PROCEDURES:
1. Requests for certified copies of criminal records will be received by Support Service staff via interoffice mail, fax and emails sent to the governmentdesk@cosc.maricopa.gov public folder in Outlook.
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Log into OnBase/Thin Client with individual login. From the main page under the “Document type groups” drop-down menu, click on either COSC-A (for active cases) or COSC-A Inactive.

3. Under “Document Types”, select COSC-A CR-Criminal.
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Enter your case number and click “search”.

5. [image: image3.jpg]FDocument Retrieval

Document Type Groups

e —

Document Types
[E0SC-A CA-Criminal

icosc-A Cv-Civil

(COSC-A FC-Family Court

(COSC-A LC-Lower Court

(COSC-A PE-Probats.

(COSCA ST-Small Tax -

Fre To Date

oiosers [ owiornons )

>

Case = =
[cR2014-003750-001
Docket Code -

I

Filing Date =

(|

/Al yyyy

party(ies) =




Once the queue is open, right click on the document requested. A drop-down menu will appear. Select “workflow”, “system tasks”.
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Select “certify document” from the drop down screen and click “OK”.

7. The document will appear on your screen. Notice at the bottom of each page of the document is a certified document-file locator number. This will appear on every page of the document.
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The last page of the document is the “Certification Page” which will contain the case number, date and time of certification, and the name of the deputy clerk that certified the document.

9. To print the certified copy, click the print icon on the top left of your screen and then click “ok”. Staple document if necessary and place in pick-up area downstairs in Public Records for MCAO to retrieve.

10. Close screen and repeat steps 5-9 for additional documents.

POLICIES / RELATED DOCUMENTS:
N/A
OTHER PARTIES INVOLVED:
· MCAO
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
SYSTEM ACCESS REQUIRED:
· OnBase
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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The foregoing instrument is a full, true and
correct copy of the original on file in this office.

Attest 2/11/2014 11:23:16 AM

MICHAEL K. JEANES, Clerk of the Superior
Court of the State of Arizona, in and for the

County of Maricopa.
By CHERYL MARZELLA, Deputy
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