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PURPOSE:

To provide instructions for Support Service procedures.
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.
PROCEDURES: 
1. Processing Credit Card Transactions. 
a. Access Cash Management System. 
b. Input information into Cash Management. 
c. Print receipt and mail to customer along with request. 
2. Processing Checks and Money Orders. 
a. Verify log in number on check or money order and request. 
b. After request has been processed, enter transaction into Cash Management System. 
c. Notify the customer via letter concerning any refunds.  If a refund (for over $10.01) is due, inform the customer that they will receive their refund within 4 to 5 weeks.   
3. Processing Waivers. 
a. Sort requests by various agencies. 
b. Compile the total number of copies and certifications.  Input these figures into Cash Management System. 
4. Processing Special Handling Requests. 
a. Process the request for special delivery of copied court case documents/other materials.

b. Inform the requestor that copies can also be requested, in person, through the Public Records Front Counter.  Additional costs would not apply in this instance. 
c. Inform the requestor that delivery costs can be charged to their FedEx account, if they possess one.  The customer must also provide a FedEx envelope with a completed return label affixed. 
d. When processing transactions into the Cash Management System, enter all amounts charged for “Miscellaneous Service and Express Mail” under code 480. 
1) This fee code default can be over-ridden by cashiers when it has been deemed appropriate to enter the exact cost/fee (i.e., any amount over the $30.00 routine fee). 
e. Inform the requestor that all transactions must be paid with U.S. Currency (cash, check, money order or credit card). 
5. Annotate the total number of film, file, OnBase copies, OnBase certifications, checks and phone calls into the stats database. 

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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