[bookmark: _GoBack][bookmark: LAW_LIBRARY_RESOURCE_CENTER]SELF-SERVICE CENTER

PROCEDURES: HOW TO FILE PAPERS FOR LEGAL SEPARATION WITH MINOR CHILDREN WITH THE COURT

STEP 1:	COMPLETE the Family Department / Sensitive Data Cover Sheet (DRSDS10F-C). DO NOT COPY OR SERVE THIS FORM.

STEP 2:	COMPLETE the Parent’s Worksheet for Child Support Amount online using the Arizona Supreme Court website, http://www.azcourts.gov/familylaw/Child-Support-Calculator-Information.

[bookmark: _Hlk508286831]PRINT OUT 1 COPY of the completed Parent’s Worksheet for Child Support Amount.

STEP 3:	PHOTOCOPY: Make 2 copies of the following documents after you have filled them out:
· Summons (DR11F)
· Preliminary Injunction (DR14F)
· Petition for Legal Separation with Minor Children (DRLSC10F)
· Affidavit of Minor Children (DRCVG13F)
· Order and Notice for the Parent Information/Education Program (DR12F)
· Notice Regarding Creditors (DR16F)
· Parenting Plan (DRCVG11F)
· Parent’s Worksheet for Child Support Amount (DRS12F)

STEP 4:	SEPARATE YOUR DOCUMENTS INTO THREE (3) SETS:

	SET 1 - ORIGINALS FOR THE CLERK OF THE COURT:
· Family Department /Sensitive Data Sheet DO NOT COPY OR SERVE THIS FORM
· Summons
· Preliminary Injunction
· [bookmark: _______________With_Minor_Children”]Petition for Legal Separation with Minor Children
· Affidavit of Minor Children
· Order and Notice for the Parent Information/Education Program
· Notice Regarding Creditors
· Parenting Plan
· Parent’s Worksheet for Child Support Amount
	SET 2 - COPIES FOR YOUR SPOUSE:
· Summons
· Preliminary Injunction
· Petition for Legal Separation with Minor Children
· Affidavit of Minor Children
· Order and Notice for the Parent Information/Education Program
· Notice Regarding Creditors
· Parenting Plan
· Parent’s Worksheet for Child Support Amount

	
	SET 3 - YOUR COPIES:
· Summons
· Preliminary Injunction
· Petition for Legal Separation with Minor Children
· Affidavit of Minor Children
· Order and Notice for the Parent Information/Education Program
· Notice Regarding Creditors
· Parenting Plan
· Parent’s Worksheet for Child Support Amount
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STEP 5:	GO TO THE COURT TO FILE YOUR PAPERS WITH THE CLERK OF THE COURT:

The court is open from 8:00 a.m. – 5:00 p.m., Monday-Friday. You should go to the court at least two hours before it closes.

FEES: A list of current fees is available from the Clerk of the Superior Court.

If you cannot afford the filing fee and/or the fee for having the papers served by the Sheriff or by publication, you may request a deferral (payment plan) when you file your papers with the Clerk of the Court. Deferral Applications are available at no charge from the Law Library Resource Center.

PAPERS:	Hand all three (3) sets of your court papers to the Clerk along with the filing fee.

[bookmark: MAKE_SURE_YOU_GET_THE_FOLLOWING_BACK_FRO]MAKE SURE YOU GET THE FOLLOWING BACK FROM THE CLERK:

· Your Set of Copies		
· Your Spouse's Set of Copies

[bookmark: _Hlk508287261][bookmark: _Hlk508291455]STEP 6: 	SERVE YOUR SPOUSE with the set of copies. Remember to file your Affidavit of Service with Signature Confirmation (DR24F) or Acceptance of Service (DR22F) as soon as your spouse is served.
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