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PURPOSE:

To provide instructions for processing mail requests.
GENERAL INFORMATION:
Pursuant to 17A A.R.S. Sup. CT. Rules, Rule 123(a)-(h), public access to records is associated with various costs as detailed.  Support Services Section receives requests for services via the mail.  Requestors must pre-pay for any services; therefore, a check, cashier’s check or money order should accompany requests.  Requests that do not include payment are returned to sender with fee statement.  If request with payment is received that was not forwarded via a Centralized Mailroom (CMR) Transmittal Log, return request and payment to CMR.  CMR will forward requests with payment attached to CSC.  Centralized Mailroom will make an initial entry into the automated log, stamp the payment (check or money order) and corresponding request with sequential numbers and forward to the Correspondence Section with two copies of the transmittal log (one white and one green copy).  CMR forwarded requests with payment are received via interoffice mail.   
EVENT DRIVER:
A request is received in the mail.
PROCEDURES: 
With Money
1. Verify the number of checks/money orders forwarded with the transmittal log.   

2. Sign and date a copy of the log and return the copy to CMR via interoffice mail.  File the white copy and retain for six months.  If check or money order is missing, notify CMR. 

3. Review requests, make copies as necessary. 

a.  Keep the checks in sequential order as listed in the correspondence log.  

b.  CMR will annotate the transmittal sheet with “NTE” for checks made for a “Not To Exceed” amount and will usually place these items at the back of the stack. 

4. Stamp the current date on the first page of a request. 

5. Stamp each request with the “Login Stamp”. 

a. Enter the amount of the check in the “Amt’s Rec’d” space, requestor’s name, case number, and envelope code (YME-If return envelope enclosed and NME-If no return envelope).   

b. If there is no case file number on the request, stamp request with “Able/Unable to Locate” stamp. 

6. Review the correspondence to determine what is being requested.  Research case numbers, if necessary. 

a. The clerk who is assigned that portion of the alphabet will research pre-1969 case numbers and determine, if possible, whether or not the check amount is sufficient to cover all fees.  

b. If the amount is insufficient, write “return” on the face of the correspondence requests. 

c. Highlight with a yellow marker only the text needed to understand what is being requested and requestor’s name. 

7. Log requests into the automated correspondence log with requestor’s name, case number, information requested, any other relevant comments, and from whom the payment was received.  

8. Separate payments from requests, keeping them in sequential order. 

9. Place checks/money orders and a copy of the request in check organizer/accordion folder. These are kept locked in the ML&PP vault.

10. Separate requests into film, file and Government requests.  Distribute to appropriate clerk. 

11. Return to requester any requests with insufficient payment, along with check/MO and fee statement or invoice.  Checks must be logged out prior to returning to requester. 

12.  Prepare mailing labels, if customer did not provide self-addressed envelope. 

13.  Determine if requested document(s) is from file or film and count for statistics. 

14.  Locate requested document(s) (file, OnBase) and make necessary copies.  Certify if requested. 

15.  If case file is on microfilm, make copies of all requested documents. 

16.  Complete the Login Stamp by entering the following information: 

a.  Number of pages copied. 

b.  Number of certifications. 

c.  Date request completed. 

d.  Case number. 

e.  Amount of overpayment (if any). 

17.  Annotate the initials of person completing request. 

18.  Verify that the request was accurately completed and if necessary, photocopy the customer’s request letter. 

19.  Place requested document(s) in mailing envelope.  Retrieve corresponding payment from check organizer.   

20.  Paperclip original request, payment and requested documents together and place in basket for cashier. 

21.  Cashier processes requests and payment (see separate cashier procedure.) 

22.  Annotate the total amount of film, file, OnBase copies, OnBase certifications, hard copy certifications and phone calls received into the stats database. 

23.  Log out original completed request returned from cashier in the automated correspondence log with clerk’s name, total dollar amount for request, receipt number, and date cashier processed payment. 

24.  File completed requests in cabinet. Retain for 90 days. 

25.  Checks Received Via Reject/Transfer Log. 

a.  Verify that the dollar amount on the Reject/Transfer Log agrees with the amount on the check.   

b.  Contact the originator of the log if the amounts do not match to resolve differences. 
Without Money
Much of the mail received by the Correspondence Section is not accompanied by a Centralized Mail Room Transmittal Log since there is no money with the correspondence.  This may be due to several reasons such as the customer not knowing to send money, customer just asking how much money to send, or the customer being exempt from paying for services.  If money is found with the correspondence do not use the instructions in this section.
1. Date stamp the first page of the customer's request. 

2. Staple all documents together and highlight essential text. 

3. Determine if fees are due. 

4. Stamp back of correspondence with the “Request Control Stamp” and enter the appropriate information. 

5. Sort requests into following categories. 

a. Fees required or request cannot be satisfied. 

b. Research required.  After research, place request in the appropriate category. 

c. To be forwarded to another office. 

d. To be processed. 

e. To be forwarded to General Accounting Support Processing (requests for Payment Histories only) – “Payment History” folder.   

6. Forward requests for Payment Histories to Support Processing as follows: 

a. If case file is in hard copy, forward entire customer request. 

b. If case file is on microfilm: 

i. Make copies of any other documents requested. 

ii. Forward copies and customer's correspondence to Support Processing. 

c. Support Processing will be responsible for completing and forwarding the customer’s request. 

7. Obtain information from/make copies of hard copy files as requested.  The initial source(s) of information for cases 2002 to the present are OnBase, MEEDS or iCIS. 

8. If case file is on microfilm, make copies of all requested documents. 

9. Complete the information needed for the “Correspondence Control Stamp” as appropriate. 

10. Prepare and mail appropriate letter to customer if fees are required for the requested services. 

11. Photocopy the customer request and requested information/documents/letter and mail to requestor. 

12. Special Handling Requests:  If requested, the Correspondence Desk will send the requested copies/information via special delivery (i.e., USPS Overnight Express, FedEx, etc,). 

a. Inform the requestor that these costs are often higher than the usual postal rates and said costs will be billed to the requestor. 

b. Inform the requestor that delivery costs can be charged to their FedEx account, if they possess one.   

i. 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. Use code 480 in the Cash Receipting System for those amounts charged as “Miscellaneous Service and Express Mail”. 

i. This 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). 

d. Inform the requestor that all transactions must be paid with U.S. Currency (cash, money order, cashier’s check or credit card). 

 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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