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PURPOSE:

To provide instructions for processing the New Weekly Filing (NWF) spreadsheets.

GENERAL INFORMATION:
Pursuant to A.R.S. §12-282, A.R.S. §12-284 and Arizona Supreme Court Rule 123 (a) through (h), these rules are 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:

· The Public Records Administrator (PRA) pulls the New Weekly Filing lists from U-drive maintained by Court Technology Services (CTS) for distribution to customers. 
PROCEDURES: 
1. The PRA will copy and paste the Civil, Family, Criminal and Probate spreadsheets into a separate e-mail and send to the following e-mail address (CSC Correspondence):  supportservicecorrespondence@mail.maricopa.gov.  
2. The PRA will also save four (4) New Weekly Filing list for each week into a designated folder on the S-drive under Customer Services then New Weekly Filings

3. The Supervisor, lead and/or Specialists will save the e-mail with the 4 attachments into a designated folder on their personal (H :) drive. 
4. When a customer request for NWFs is received (in most cases, via phone), CSC Support Services staff will: 
a. Ask the customer if their request is for commercial purposes or private use. 
b. If the request is for private use, staff will proceed to #5 below. 
c. If the request is for commercial use, staff will verify that the customer’s name is on the list for COC Bulk Data Agreements (provided and updated by the PRA). 
d. If the customer’s name is not on the list, staff will transfer the customer to the PRA for inclusion on the list. 
e. If the customer’s name is on the list, staff will proceed to #5 below. 
5. Staff will access the correspondence mailbox and retrieve the spreadsheets for the requested week of new filings. 
6. Support Services staff will verify the customer’s e-mail address and then create an e-mail to be sent to the customer. 
a. Staff will ask which specific spreadsheet (or all four, if requested) the customer requires.

b. Staff will copy and paste the requested spreadsheet(s) into the newly created e-mail.

7. BEFORE sending the e-mail, staff will access the cashiering system to process and cashier the $30.00 weekly data transmission fee. 
a. Regardless of how many spreadsheets are sent to the customer, charge only $30.00 for the weekly fee. 
8. Staff will process the customer’s request as a “credit card” request (MasterCard, Visa, or American Express only). 
a. Be sure to record the required information in the “note or comment” section of the cashiering system. 
9. AFTER credit card approval, send the requested information to the customer. 

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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