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PURPOSE:

· To provide instructions for providing certified copies of court documents to the Maricopa County Attorney’s Office (MCAO), Bureau of Immigration Customs Enforcement (ICE), and other Arizona Counties.
OBJECTIVE:
· To provide the necessary direction to ensure that the MCAO, ICE, and other Arizona Counties are 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 Maricopa County Attorney’s Office, ICE, and other Arizona Counties.
PROCEDURES:
1. PROCESSING MCAO/AZ COUNTIES REQUESTS

A. Requests will be received via postal mail, fax or emailed to COCGovernmentDesk@maricopa.gov or COCSupportServiceCorrespondence@maricopa.gov.

B. Log into OnBase; click on appropriate category and input case number.

C. Click on document.

D. Click on “Certify Document” icon located in the “Task” menu on the right side of the screen.

E. Click on the Adobe icon located at the right side of the tool bar.

F. Click on “Share”

G. Click on “Send as attachment”; Outlook should appear as “default” email; click “Continue”.

H. Outlook email will appear; enter email address of requestor

I. In the Subject line, input the case number, the names of the documents, and the defendant’s name.

J. Click “Send”; repeat steps for all additional documents

K. If hand certified copies are needed, repeat as indicated, print and certify documents.

2. PROCESSING ICE REQUESTS

A. Requests will be received via postal mail, fax or emailed to COCGovernmentDesk@maricopa.gov or COCSupportServiceCorrespondence@maricopa.gov.

B. Log into OnBase; click on appropriate category and input case number.

C. Click on document.

D. Click on “Certify Document” icon located in the “Task” menu on the right side of the screen.

E. Click on the Adobe icon located at the right side of the tool bar.

F. Click on “Share”

G. Click on “Send as attachment”; Outlook should appear as “default” email; click “Continue”.

H. Outlook email will appear; enter email address of requestor

I. In the Subject line, input the case number, the names of the documents, and the defendant’s name.

J. Click “Send”; repeat steps for all additional documents.

K. If hand certified copies are needed, repeat as indicated, print and certify documents
POLICIES / RELATED DOCUMENTS:
N/A
OTHER PARTIES INVOLVED:
· MCAO
· ICE

· Arizona Counties

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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