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PURPOSE:

To provide instructions for providing documents to Federal and out of state agencies prior to receiving payment.
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 service is available to Federal and Outof-State agencies that need to obtain court records prior to submitting payment to the COC. This service is not advertised but may be suggested if the customer mentions that they cannot send payment until they receive the records.
EVENT DRIVER:
A phone call is received by a clerk who processes credit card phone requests and the customer has been greeted appropriately.  
PROCEDURES: 
1. Clerk will ascertain the type of service and obtain a case number or pertinent information to determine if the service can be accomplished using OnBase. 
a. If OnBase can be used to fill the request, the clerk will inform the customer of the total cost for the services (copies, certifications, mailing, etc.) by accessing the electronic images in the appropriate application. 
b. The request for copies may also need to be completed using a hard file or microfilm. 
c. The clerk will obtain information from the customer and complete the “customer service request form” available on the “S” drive at Support Service E-Request Form 2.pdf. 
d. If the customer mentions that they cannot send payment until they receive the documents, the clerk will note the expenses incurred on the request sheet and inform the customer of the amount. The clerk will need to obtain prior approval from the Support Services Supervisor or Public Records Administrator in order to send a billing statement along with the records. 
e. The clerk will advise the customer that copies of the court records will be mailed to them along with a billing statement which is due upon receipt. 
f. Customers are to submit payment within 30 days of receipt of copies. 
g. Once payment is received, the clerk will receipt check or money order using the appropriate service fee codes. 
h. The clerk will create a receipt “note” during the receipting process and capture the name and address of the customer in order to email or mail the receipt and to refer back to if necessary. 
i. The clerk will also indicate if the service was accomplished using electronic images, using the “note type” codes. 
j. The clerk will create an envelope, place the printed receipt in the mail envelope, assuring the name and address is correct (refer to the request form or receipt note) and place it in the outgoing mail basket. In the alternative, the receipt can be scanned and emailed. 
k. The clerk will advise the Support Services Supervisor of any outstanding bills past 30 days.

i. The Support Services Supervisor will advise the Public Records Administrator of any outstanding bills. 

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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