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Instructions to Court:

  

To participate in the FARE Program:

 

1. Please complete the form on the Court Questionnaire section of this worksheet.  For a detailed explanation of each field, refer to the Field Descriptions section.  

Note:  Not all of the information on the form will be applicable to all courts or known at the time the form is completed.  Fields may be left blank and filled in later if the information becomes available.

 

2. Please provide the court logo and sample letterhead in JPEG format.  This letterhead will appear at the top of notices sent on behalf of the court.

  

3. If available, the following information will be used to develop protocol and procedures for the Live IVR support provided by ACS.

  

a.  Sample scripts used by Court counter employees or collection office personnel.

b.  Any Frequently Asked Questions (FAQ) and the standard response you would like ACS to provide.

 

The information the court provides will be used by ACS for formatting notices sent on behalf of the court, for the ACS

 Customer Service Representatives who provide Live IVR support, and for other ACS services.

  

When completed, submit the Court Profile Questionnaire and other information to the AOC Coordinator.
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	Description of Fields



	

	Field Name
	Description 
	Example

	Court Name
	Name as court would like it entered on notices
	Tucson City Court

	Court Number:  Internal
	Number used by JUSTIS.  If not known, leave blank.
	e.g. 135

	Court Number:  External
	Number used in case numbers
	e.g. 1041

	Physical Location
	Address, City, State and Zip where violations may be paid in person
	103 E. Alameda Street
Tucson, AZ 85726-7210

	Effective Date
	Effective date of the initial court profile
	12/15/2003

	Revision Date
	Date the court profile was last modified
	01/31/2004

	Mailing Address
	Address, City, State and Zip where violations may be paid by mail
	P.O. Box 27210
Tucson, AZ 85726-7210

	Public Contact Name
	Name, if any, that court would like given out to public
	e.g. XXXX XXXXX, Clerk of the Court

	Public Contact Phone
	Contact phone that court would like given out to public
	(520) 791-4216

	Public Web Site
	Web site, if any, that court would like given out to public
	www.ci.tucson.az.us/courts/

	Public E-mail Address
	Email address, if any, that court would like given out to public
	courtweb@ci.tucson.az.us

	ACS Contact Name (Main)

	Person at court who will be primary contact for ACS communications.  (For ACS only.)
	Joan Harphant

	Primary Phone
	Primary phone for ACS contact. (For ACS only.)
	(520) 791-4189

	Secondary Phone
	Secondary phone, if any, for ACS contact. (For ACS only.)
	(520) 791-5474 x1153

	E-mail Address
	E-mail address for ACS contact. (For ACS only.)
	JHarpha1@ci.tucson.az.us

	ACS Contact Name (Financials)
	Persons at court who will be primary contact for all financial-related communications; provide at least two contacts. (For ACS only.)
	Becky Williams or Mark Flores

	Contact Phone
	Telephone number for ACS financial contact. (For ACS only.)
	Becky: (520) 791-5474 x1094

Mark: (520) 791-5474 x1071

	E-mail Address
	E-mail address for ACS financial contact. (For ACS only.)
	BWillia1@ci.tucson.az.us
MFlores1@ci.tucson.az.us

	Bank Name
	Bank name where Web and IVR payments will be deposited.
	Well Fargo Bank

	Bank Account Number
	Account number for deposit of payments.
	0734-123456

	Bank Routing Transit Number
	Routing number for deposit of payments.
	022107342

	Case Display Method
	Sample of how court would like to display case number on notices
	e.g. TR123456789 or 123456789

	Hours of Operation:  Mon-Fri
	Hours the court is open for walk-in business during the normal business day.  
	Monday through Friday 8:00 a.m. to 5:00 p.m.

	FARE Mailbox
	Email address to be used for sending FARE-related reports to the court.
	FARE1041@ci.tucson.az.us

	Authorized Court Personnel
	Persons at court who are authorized to access the FARE mailbox.  (For AOC only)
	Joan Harphant, Chris Hale, Becky Williams, Mark Flores, Eric Hansen, Hannah McMurrich, Gary Hibbs, Brian Heady

	Hours of Operation:  Other
	Hours the court is open for walk-in business.  Should be entered exactly as court would like it to appear on notices.
	e.g. Saturday 8:00 a.m. to 12:00 p.m.
     Closed for lunch from 12:00 p.m. to 1:00 p.m.
     Wednesday evenings until 9:00 p.m.

	Volume of Notices
	Estimated number of in-person and mail-in payments the court can handle in a given week.  Will be used by ACS to help the court determine the number of notices mailed each week.
	e.g. 2500

	ACS Services:
	Check box to indicate if court will have ACS provide the service indicated.  If not known at the time the questionnaire is completed, please leave blank.
	If ACS will provide Special Collections, check that box.  If TIP is done by the court itself, the TIP box should be blank.  Lockbox is an optional fee-based service offered by ACS.

	Forms of Payment Accepted
	Check boxes to indicate if the court accepts the form of payment listed.
	If Visa, Mastercard and Discover are accepted, those boxes would be checked.  If Debit Cards are accepted, check that box also.

	Forms of Payment Explanation
	Clarification of payment information, if needed
	e.g. Only Debit Cards with Visa or MasterCard logos are accepted.

	Comments
	Any additional information the court would like to provide.  For instance, special wording required on notices or clarification of information entered above.
	e.g. The Public Services counter at Tucson City Court is located on the first floor.  All visitors to the court must pass through security.
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