
FILED

IN THE SUPREMECOURTOF THE STATE OF ARIZONA
AOIN~STRATWEOFRCE OF THE COURTS

In theMatterof: )

CONTINUING EDUCATION ) AdministrativeDirective
POLICIES: PRIVATE PROCESS ) No. 2003- 01
SERVER PROGRAM ) (In compliancewith Arizona Code

) ofJudicial Administration §7-204)

TheArizonaCodeofJudicialAdministration,§7-204:PrivateProcessServer,asadoptedby
theArizonaSupremeCourt via AdministrativeOrderNo. 2002-110,governingthecertificationof
privateprocessservers,took effect on January1, 2003, Pursuantto §7-204(F)(7),all certified
processserversmustcompletetenhoursofcontinuingeducationeverytwelvemonths.Further,§7-
204(F)(7)specifiesthatcertifiedprivateprocessserversshall completecontinuingeducationhours
that are relevantto thework ofaprocessserver,pursuant to policies adoptedby theAdministrative
Director ofthe Courts.

Now, therefore,pursuantto theArizonaCodeofJudicial Administration§7-204,

IT IS ORDEREDthat theabovecaptionedpolicies,attachedhereto,includingAppendixA,
Continuing Education Forms,are adopted.

Datedthis ‘~-& dayof L~ ____, 2003.

David K. Byers
AdministrativeDirect~r



SECTION §7.-204: PRIVATE PROCESS SERVER CERTIFICATION

CONTINUING EDUCATION POLICIES

A. Purpose.

1. Serviceofprocessis integrally relatedto theprompt, effectiveand impartial operationofthe
judicial system. Privateprocessserversare requiredto demonstrateabasiclevel of
competencyto becomecertifiedandpracticein Arizona. Ongoing,continuingeducation
(CE) is onemeansto ensureacertifiedprocessservermaintainscontinuingcompetenceas
a processserver after certification is obtained. It alsoprovidesopportunitiesfor process
serverstokeepabreastofchangesrelating to the serviceofprocess,the law, andtheArizona
judicial system.

2. Pursuantto theArizonaCodeofJudicialAdministration§7-204: PrivateProcessServer,
(hereafter referred to as “Code Section”) all certified private processserversmust complete
continuing educationevery twelve months. Further, §7-204(F)(7)specifiesthat certified
private processservers shall completecontinuing education hours that are relevant to the
work of aprocessserver,pursuant to policies adoptedbythe Administrative Director ofthe
Courts.Thesepoliciesareintendedto providedirectionto certifiedprivateprocessservers,
and to the Presiding Judges and Clerks of the Superior Court who administer the Private
ProcessServer Program in eachcounty; to ensurecompliancewith Code Section§7-204. regarding continuing education credits, and to provide for equitable application and
enforcementofthe continuing educationrequirements.

B. Applicability.

1. Pursuant to Code Section§7-204(F)(7)all certified private processserversshall complete
at least ten hours of approved continuing education every twelve months. The private
processservershall submit documentationofcompletionofthe continuing educationon an
approved form, with theapplication for renewalofcertification. Pursuantto CodeSection
G(1)(a),a renewalperiodis for threeyears,from thedateofissuanceofthecertificate.

2. EffectiveDate. BeginningJanuary1, 2003,andfor everyrenewalofcertificationafterthat
date,all certifiedprivateprocessserversshallcomplywith theseadoptedpoliciesregarding
continuingeducation.

C. Responsibilitiesof CertifiedPrivateProcessServers.

1. It is theresponsibilityofeachcertifiedprivateprocessserverto ensurecompliancewith the
CE requirements,maintain documentationof completion of CE and to submit this
documentationwith the renewalapplication.

.
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2. Uponrequest,eachcertifiedprivateprocessservershallprovideanyadditionalinformation
requiredbythepresidingjudgewhenthejudgeis reviewingCEapplicationsanddocumentation.

3. Ifanactivity hasnotbeenpre-approved,therejectionofanactivitycompletedbyaprivateprocess
serverand submittedwith the applicationfor renewaldoesnot in anywaydiminish the
responsibility oftheprocessserver to comply with the CE requirement.

IL AuthorizedContinuingEducationActivities.

1. CEactivityshalladdresstheareasofproficiency,competencyandperformanceofandimpart
knowledgeandunderstandingofthe serviceofprocess,theArizonajudiciary andthelegalprocess
and increasetheparticipantesunderstandingoftheresponsibilitiesofacertified private process
serverandtheprocessserver’simpactonthejudicialprocess.AcceptabletopicsforCEactivities
include:

a, Ethicsforprivateprocessserversandcourtemployees,includingcooperationwith lawyers,
judgesandfellowprivateprocessservers,professionalattire,courtesyandimpartialityto all
litigants,informationvs. legal adviceandpublic relations.

b. TheArizona court systemincluding thestateandfederalconstitution,branchesofgovernment,
• Arizona courtjurisdiction andresponsibilities,Arizona tribal court system,resourcematerials

includingArizonaRevisedStatutes,ArizonaRulesofCourt,caselaw andadministrative
orders;andcurrentissuesin theArizonacourtsystem.

c. Roleand responsibilitiesofthecertified private processserverincluding CodeSection §7-
204.

d. PersonsdevelopingandpresentingCE activities shall haveexpertisein the curriculum,
knowledgeofadulteducationprinciples,andtheability toprepareandpresenteducational
materialeffectively.TheeducationfacultypresentingaCEactivityshouldconsistprimarilyof
individualswith experienceand expertisein theserviceof process,legalandjudicial
community;facultyfrom otherdisciplinesispermissiblewhentheirexpertisewill contributeto
thegoalsof a specificprogram. TheCE activity shallspecifyfor whomtheprogramis
primarily designed,thecourseobjectives,coursecontentandteachingmethods.All CE
activity shallbe conductedin an organizedsettingfreefrom distractions.

2. Pre-ApprovedActivities. Subjecttotheconditionsspecifiedin thispolicy,programs,seminars,
andcoursesofstudyofferedorapprovedbythefollowing entitiesarepreapprovedandaccredited:

a. Arizona Private ProcessServersAssociation(APPSA);
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b. ArizonaSupremeCourtCommitteeon JudicialEducationandTraining (COJET);

c. UnitedStatesPrivateProcessServersAssociation(USCRA);

d. ArizonaCourtsAssociation(ACA); and

e. National AssociationofCourt Management(NACM).

3. SponsoringEntities. Unlessa CE activity hasbeenpre-approved,entitieswishing to
administeraCE activityshallsubmittheproposedCE activity on theapprovedform, to the
program coordinator of the Arizona Supreme Court, Administrative Office of the Courts
(AOC) for consideration prior to conducting the activity. Applications submitted by a
sponsoringentity after the CE activity has beencompletedor conductedwill be rejected.

a. At aminimum,theproposalshallmeetall requirementsofthispolicy andshallinclude
the following:
(1) location, date and time oftheproposedactivity;
(2) proposedaudience;
(3) course content,objectives, teachingmethodsand the evaluation method;
(4) namesand qualifications ofthe faculty;
(5) written materials for theparticipants (acopyofthematerials shallbe included with

the proposal); and
(6) number ofCE creditsthe sponsoringentity is recommendingtheAOC grant for

completionof theactivity.

b. In addition, the proposal shall include a statement that the sponsoragreesto assume
responsibility for verifying attendanceofthe participants; will provide a certificate of
attendancefor eachparticipant who successfullycompletesthe activity and that upon
requestoftheAOC, will provide any additional information requestedto assisttheAOC
in evaluating whether to approve the activity or to ensurecompliancewith this policy.

4. ServingasFaculty. CEcredit maybegrantedfor servingasfaculty, aninstructor,speaker
orpanel memberofan approvedCE seminardirectlyrelatedto theserviceofprocess. CE
creditwill begrantedfortheactualpresentationtime,plus actualpreparationtimeup to two
hoursfor eachhourofpresentationtime. A maximumoffive hoursof CE credit will be
granted for serving as faculty in any renewal period and a private processserver maynot
receivecreditfor presentingaprogramrepeatedlythroughouttherenewalperiod. A private
processservermayreceiveCE credit for actualpresentationtime for duplicateprograms
presentedin subsequentrenewalsperiods;butwill notbegrantedCE creditfor preparation
time for thoseprograms.
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5. AuthoringorCoauthoringArticles. CEcreditmaybegrantedfor authoringorcoauthoring
an article directly related to the serviceof process,if thearticleis publishedin a stateor
nationally recognizedprofessionaljournal relating to theserviceofprocessand if the article
is a minimum ofone thousandwords in length. A maximum ofonehour of CE credit may
beearnedfor authoringan articleor articlesin anyonerenewalperiod. Credit shallnotbe
granted for the samearticle published in more than onepublication or republished in the
samepublication in later editions.

6. University,CollegeandOtherEducationalInstitution Courses.A certifiedprivateprocess
servermay receive CE credit for a courseprovided by a university, college or other
educationalinstitution if theprivate processserversuccessfullycompletesthe coursewith
a grade of “C” or better or a “pass” on a pass/fail system. Theprivate processservermay
receiveCE credit upon documentationthecourseis relevantto theserviceofprocess.If the
courseis approved,credit will be awardedby multiplying the numberof credit hours
awardedbytheeducationalinstitutionbytwo, however,themaximumtotalofCEcreditsfor
completionof coursespursuant to this subsectionshall not exceed50 percentofthetotal
numberofCE hoursrequiredfor therenewalperiod.

7. MinimumTime. EachCE activity shallconsistofatleast30minutesof“actualclocktime”
spentby aregistrantin actualattendanceat andcompletionof an approvedCE activity.
“Actual clock time” is the total hours attended, minus the time spent for introductory
remarks, breaks,mealsand businessmeetings.After completionofthe initial 30 minutesof
CEactivity, creditmaybegivenin fifteenminuteincrements.A processservermaynotuse
additionalearnedCE creditsfor subsequentrenewalperiods.

8. Maximum Credit. Unlessa CE activity is directly related to the private processserver
profession, a private processservermay not receivemore than 50 per cent of the credit
requirement for the renewal period through one activity.

9. Conferences.CE credit maybe requestedfor attendanceat aconferencerelevant to thework
of a processserver. A processservermay receive 100 per centof the CE creditsfor
attendanceat the conference,if theconferenceis directly relatedto thework ofaprocess
server. The processservermustprovide documentationof the specific sessionsof the
conferenceattended.Credit will not begrantedfor attendanceat generalsessionsof the
conference.

10. Repeatof an Activity. Generally,creditwill notbegrantedforprocessserverswhorepeat
an activity within the samerenewal period. Exceptionsmaybegrantedif it is determined
theactivity is directlyrelatedto thework ofaprocessserverprofessionandduplicationof
the continuingeducationactivity will enhancethe processserver’sknowledge,skill and
competency.
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11. DocumentationofAttendanceorCompletion.WhenattendingorcompletingaCEactivity,
eachprocessserver shall obtain documentationof attendanceor completion from the
sponsoringentity.

a. At a minimum,this documentationshall includethe:

(1) nameofthe sponsor;
(2) nameoftheparticipant;
(3) topic of thesubjectmatter;
(4) numberof hoursactuallyattendedor thenumberof credit hoursawardedby the

sponsoringentity;
(5) date and place ofthe program;
(6) signatureofthe sponsor,or thedocumentationshall be an official documentofthe

sponsoringentity; for example,acollegegradereport,etc.; and
(7) signatureoftheprocessserver,eitherin thespacespecificallyprovidedontheform

for this purpose, or the processserver may sign acrossthe documentation (for
example, the collegegrade report) to indicate attendance and completion at the
activity.

b. A processservershall not requestandcredit shallnot begrantedif theprocessserver
attends part, but not all ofthe provided activity.

c. ProcessserversrequestingCE credit for self study shall submit documentationof
completionon an approvedform.

E. Non-Qualifying Activities.

1. The following activities, regardlessofwhether or not the activity is approved for COJET
credit shall not qualify for CE credit for certified private processservers:

a. Completionoftheexaminationrequiredfor initial certification;

b. Attendanceorparticipationatprofessionalor associationbusinessmeetings,general
sessions,elections,policymakingsessionsorprogramorientation;

c. Servingon committeesorcouncilsorasofficersin aprofessionalorganization;and

d. Activities completedasrequiredby thepresidingjudgeaspartofadisciplinaryaction.

F. DecisionRegardingContinuingEducationCredits.

1. Upon a reviewofan application for renewal ofcertification and the required accompanying
CE documentation,thepresidingjudgemay:
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a. ApprovetheCE credit;

b. Approve part,but not all of the requestedCE credit;

c. Requireadditionalinformationfrom therequesterbeforemaking adecision;or

d. DenytheCE credit.

2. Theprivateprocessservershallbenotifiedof thedecisionregardingtheCE credit.

G. Complianceand Non-Compliance.

1. An applicant for renewalofcertification maybe requestedto supply additional information
to verifycompliancewith theCErequirements.If theapplicantfailsto providetherequested
information,thepresidingjudgemayautomaticallydenythe CE credit.

2. Pursuantto CodeSection§7-204(H)(l);acertifiedprivateprocessserverwho fails to meet
the CE requirement,falsifies CE documents,orwillfully misrepresentsCE activities and
attendanceatCEactivitiesis subjectto denialofrenewalofcertification,disciplinaryaction,
orboth.

.
AdoptedJanuary14, 2003,AdministrativeDirective2003-01
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APPENDIX.
CONTINUING EDUCATION FORMS



PRIVATE PROCESS SERVER PROGRAM
PROPOSAL FOR COURSE ACCREDITATION

PleaseTypeor Print in Ink

Faculty (IndividualNameor Names __________

(Attach Infbrmationon Qua4ficationsofFacultTI

CourseTitle _______________________________

DateandTime of Presentation _______________

Location_____________________________________

ProposedAudience ________________________

Actual InstructionalHours(ProposedCE Hours)

CourseContent ___________________________

Objectives ___________________________________

EvaluationMethod _______

OVER



Proposal for Course Accreditation Page Two

OUTLINE FOR
PRESENTATION

TIME
ALLOCATION

METHOD OF
PRESENTATION

Thesponsoragreesto assumeresponsibilityforverifyingattendanceoftheparticipants,will provide
a certificate of attendancefor eachparticipant who successfullycompletesthe activity, and will
provide any additional information requestedto assistthe Administrative Office of the Courts in
evaluatingthis proposal.

SignatureofFacultyMember Date

SUBMIT THIS FORM, WITH COURSE MATERIALS TO:

PrivateProcessServerProgram
AdministrativeOfficeoftheCourts,Certification andLicensingDivision

1501 WestWashington,Suite 104
Phoenix,AZ 85007

Approval: Administrative Office ofthe Courts: Date
PrivateProcessServer Program



CERTIFICATE OF ATTENDANCE

THE UNDERSIGNEDCOURSESPONSORCERTIFIESTHAT THE PARTICIPANT
INDICATED WAS IN ATTENDANCE AT THE COURSEDESCRIBED.

Sponsor: __________________________________________________________

CourseTitle:

CourseLocation:

CourseDate(s):

Faculty:

Total Credit* Hours:

* Credit hours: To calculate credit hours: 1) Take total hours attended, 2) Subtracttime spentfor introductory
remarks,breaks,meals,businessmeeting,3)Enterremaininghoursin spaceprovided.Exception:A collegeaccredited
courseis the numberofcollegecredithoursx 2.

Datedthis _________ dayof , 20.

Sponsor’sNamePrinted Sponsor’sSignature

CERTIFICATION OF PARTICIPANT

I, _________________________________(printed name) certify I attended a total of
_____________ credit* hours at the coursedescribedabove. I am submitting this documentationin
accordancewith the Arizona CodeofJudicial Administration 7-204(F)(7).

Datedthis ______ dayof________________, 20.

Participant’sSignature Date

Keepthis certificate in your file until you are ready to file your application for
renewalofcertification. Do not file it with the Clerk ofthe Court until you file
your renewal application.



APPLICATION FOR CREDIT FOR INSTRUCTION
PRIVATE PROCESS SERVER PROGRAM

Name,Address and TelephoneNumber ofApplicant:

Name,Addressand TelephoneNumberof Sponsor:__________________________

Title of Courseor Activity: _____________________________________________________

Date,City andExactLocationofEachPresentationof theCourse: ______________

SubjectMatterTaught: ___________________________________________________

Number of Clock Hours Spent in Teaching (at a Single Presentationof the Course):

Numberof Credit HoursRequested: _______________________________________________

Pursuantto SectionD(4) oftheadoptedContinuingEducationPolicies,an individualmayreceive
creditfor actualpresentationtime,plus up to two hoursfor eachhour ofpresentationtime. A
maximumof5 hoursper twelvemonthperiodmaybegrantedfor serviceasfaculty.

Signature Date

SUBMIT THIS FORM, WITH COURSEMATERIALS TO:

PrivateProcessServerProgram
AdministrativeOffice of theCourts,CertificationandLicensingDivision

1501 WestWashington,Suite 104
Phoenix,AZ 85007

Approved CreditHours Disapproved

Signature,Administrative Office ofthe Courts Date
Private ProcessServerProgram


