
SUPREME COURT OF ARIZONA 

F I LED 
~! ;~ r - s 1991 

RETENTION SCHEDULES, DISPOSITION SCHEDULES, AND PURGE LISTS 
FOR USE BY THE SUPERIOR COURT 

REVISED ADMINISTRATIVE ORDER NO. 
91- 13 

In accordance with Supreme Court Rule 79 , the Supreme 
Court shall adopt, by administrative order, retention and disposition 
schedules identifying the length of time court records must be kept 
prior to destruction and purge lists identifying documents to be 
removed from case files before storage or replication. Now therefore, 

IT IS ORDERED, that the attached records retention schedules, 
disposition schedules and purge lists are approved and shall be used 
by the Superior Court pursuant to Supreme Court Rule 79 

DATED this _6_th __ day of ___ }_~_Y ____ , 1991. 

FRANK X. GORDON, JR. 
Chief Justice 



FI LED 
APR :?O 1991 

SUPREME COURT OF ARIZONA 

RECORDS RETENTION SCHEDULES, DISPOSITION SCHEDULES, AND PURGE LISTS 
FOR USE BY THE SUPERIOR COURT 

ADMINISTRATIVE ORDER NO. 
91- 13 

In accordance with, Supreme Court Rule 79 ,the Supreme 
Court shall adopt, by administrative order, retention and 
disposition schedules identifying the length of time court records 
must be kept prior to destruction and purge lists identifying 
documents to be removed from case files before storage or 
replication. Now, therefore, 

IT IS 
disposition 
used in the 
Court Rule 

ORDERED, that the attached records retention schedules, 
schedules, and purge lists are approved and shall be 
justice courts and municipal courts pursuant to Supreme 
79 . 

DATED thi s 30th day of April 1991 ----='------, . 

FRANK X. GORDON, JR. 
Chief Justice 



ARIZONA SUPREME COURT For Use by Superior Court 

Records Retention and Disposition Schedule 

No. 

1. COURT flLES 

a. CIVIL 

.. Domestic: Relations Cases 
(lnclucks Civil Paltmity, Dissolutions, Dom~stic Custody, ~stic 
R~/atiOlU, Dom~stic Vio/mce, R«ipf'Ocai Divorce, Suppon 
EnforcetMnt, and Olhq UflSfJ«ijfed. Domutic Relatiotu Case 
Calegories) 

Dismissed Cases 

All Other Domestic Relations Cases 

.. Mental Haltll 

.Water RiplS 

After purging in ac:c:orciance with 
Administrative Order. ARCP 79(g) 
allows tile destruction of original 
permanent records after purging 
and microfilming. 

Not Authorized for Purging. 
ARCP 79(1) allows tile destruction 
of original penilanent records after 
microfilming. 

Not Autborized for Purging. 
ARCP 79(,) allows tile destruction 
of oriJiul permanent records after 
microfilming. 

Not Autbori7.ed for PurJing. 
ARCP 79(,) allows tile destruction 
of oriJiuI permanent records after 
microftlming. 

After FY received, ARCP 79(1). 
DIsc:ant without microfilming. 

Not AutlloriJJed for Purgin, 
ARCP 79(,) aIIowI tile destruction 
of oriJiaal permaDCIlt records after 
microftlmiD .. 

Ret'Q 
(Yrs) 

Perm 

Perm 

Perm. 

Perm 

s 

Perm. 

J 



ARIZONA SUPREME COURT For Use by Superior Court 

Records Retention and Disposition Schedule 

No. RecQNs Seria RcmarD Ret'n 
(Yr<.) 

2. COURT REPORTERS' NOTf.S 

a. Criminal Alter prepared [AzRCrP Rule Perm 
28.1(c») 

b. Grand Jury (Confidential. ARS § 13-2812) Perm 

c. Juvenile (Confidential. ARS § 8-120) After prepared 10 

d. Non-criminal After prepared. ARCP 43(k) or 10 
Local Rule. whichever retention 
period is shoner. 

e. Writs Habeas Corpus AzRCrP 28.1(d) Perm 

3. EXHlBrrs 

a. Civil (Includes Domestic Relations, Probate, Mental Health, 
Arbitration and other Civil case types) 

With Ordered Disposition After satisfaction of court order -

Without Ordered Disposition After mailing notice to 60 days 
responsible party(ies) to claim 
evidence. (case must be 90 days 
post-adjudiaation ad nOl on 
appeal) 

b. Criminal 

With Ordered Disposition After satisfaction of coun order -

Without Ordenld Dtspoailioa After satisfying AzRCrP 28.1 . 
I 

--- -~.~ -------



ARIZONA SUPREME COURT For Use by Superior Court 

Records Retention and Disposition Schedule 
No. 

4. RECORDS CREATED OR RECEIVED BY CLERJrS OFFICE 

Bail Bondsmen Affidavits 

Dockets. Indices '" Computerized Records (to Satisfy ARCP 
Rule 79(a)&(f») 

Correspondence Concerning Copies of Records '" Information 

Criminal or Civil Cash Bonds 

Marriage Affidavits 

Marriage Licenses 

Matters to be Recorded (ARCP 79(d») 

Notary Affidavit Applk:ations and Bonds 

Powers of Attorney to Write Bonds 

Proc:.ess Server AppUcations 

Public: Officials Financ:ia.l Disclosure Statements 

Wills Filed in Aa:ordanc:e with ARS I 14-2901. Repealecl 1984 
a. Wills Requested by Interesred Parties 
b. All Other WiUs 

After termination of privileges 

After reference value served 
(Indices are permanent) 

After FY prepared or received 

After exonerated 

Destroy after microfilming 

Destroy or mail to couple 
after microfilming 

After reference value served 

After FY expired 

After FY expired 

After FY expired 

After term of offidal bas ended 

Ret'o 
(Yrs) 

3 

3 

Perm 

Perm 

3 

3 

3 

After satisfKtion of ARS § 14-2902 • 
Confidential per ARS § 14-2901 Perm 



ARIZONA SUPREME COURT For Use by Superior Court 

No. 

Records Retention and Disposition Schedule 

.. All Other Civil Case Types 
(Includes Administrative Review, Civil Traffic or Non· Traffic Appea4 
Contracr, Declaratory Judgment, DES Instant Judgment, Eminent 
Domain, Forcible Dttainer, Foreign Judgment, Habeas Corpus, 
HaTnssmtnt, Malpractice, Name Changt, Quit' Title, Restoration of 
Civil Rights, Seized Vehicle, Special Action Appeal, Tax Appeal, Ton, 
Transcript of Judgment, or Other Unspecified Non·Domestic Reltztions 
CMI Case Categories) 

b. CRIMINAL 

Dismissed andlor Acquitted Cases 

All Other Criminal Cases 

c. .JUVENIl.E (Confidential, ARS H 8-120 '" 8-121) 

Appeals 

Copies of JP or MUDicipal Coon fUel 

OelinqueDdel 

Juvenile TrUIIc ad Otber Vlolatioaa 

Ret'n 
(Yrs) 

After Purging in Accordance with Perm 
Administrative Order. 
ARCP 19(9) allows the 
destruction of original 
permanent records after 
purging and microfilming 

After Purging in Accordance with Perm 
Administrative Order. AzRerP 28.1 
allows destruction of original 
permanent records after purging 
and microfilming. 

Not Authorized for Purging. Perm 
AzRCrP 28.1 allows destruction of 
original permanent records after 
mic:roftlmin3-

After satisfaction of Rules of 
Pnx:eclure, Juvenile Appeals, 
Rule 28(4)h 

After reference value served 

After satisfaction of ARS § 8-247 

After child readies age 19 (not 
mic:roftlmed) 

Other (Includes Abonioa. Adoptiolll, Custody, DependeDCicl, IDdiIII. Not Audlorized for Purlin3- The Perm 
Miscellaneous Orders &; Documenfl. Out-of-state Custody Reptry, ~~ coon may order the 
and Other Unspec:ifted J1MDiIe CaIeI) dClU'UCtiOn of these cases. 



ARIZONA SUPREME COURT For Use by Superior Court 

I Records Retention and Disposition Schedule , 

No. ReconII SerieI RCIIIUb Ret'o 
(Yrs) 

d. LOWER COURT APPEALS - Civil or Criminal 

Remanded Civil Cases Alter satisfaction of Appellate -
Rula of Superior Coun - Civil 
11(d) 

Remanded Criminal Cases Alter satisfaction of Appellate -
Rules of Superior Coun -
Criminal 12(b) 

Remanded Case Transfer [ndex ('" Associated Remand Minute Orders) Perm 

All Other categories Refer to Appellate Rules for -
disposition 

Photocopies of Remanded Cases After reference value served -

e. ORAND JURy RECORDS (Confidential. ARS f 13-2812) After a>urt order for destruction 
", 

or microftim and destroy ~' 

f. MISCElLANBOUS FD..INOS 

Administrative Orden" Other Documents Issued by the Court Mlcroftlm and destroy original Perm 

Habeas Corpus Mk:roftlm and destroy original Perm 

Landmark and HislOrk:a1ly Sipifkul ease. Retain case file intact ad Perm 
ALL CASE TYPES mtcroftlm in accordance with 

AAmiDiltraUw Order. 

"Sealed by Order of 1M Coun" remrdl Pur&e udIor microfilm in -
ac:cordaDce with Administrative 
Order after sadstyin. 
ARCP 79(1) or AzRerP 28.1. 
Sealed until opened by coun order. 

Special WarraalS 

Contidenuat Wire T ... &: 'ea Rqilten ~r flliDl- CDnftdeatial. ARS 10 
I 13-3011. See also ARS I 13-3918. 

Other (Searcb WarraalS, Trap aDd Trace. Haactwritia. Alter flliDl- See also 10 
Exemplaries) AU • 13-391& 

~------. -'~-- - "~--



ARIZONA SUPREME COURT For Use by Superior Court 

Records Retention and Disposition Schedule 

No. Ret'n 
(Yrs) 

5. COURT FINANCIAL RECORDS (OriJiDal aDd EIecuoDic Recorda) 

Banking Records - All 

Cash Books & Supporting Records for non-Bond Accounts 
(Includes Receipts and Distribution Recordings) 

Cash Books & Receipts for Bond Trust Accounts 

Child Support Payment Records 

Child Support Enforc:ement (IncludingIV-D Cases) 

Computer Program Conversion Data 

Individual Computerized Files 

Court Payment Orders (Visiting Juctges. Coun Reponers, 
Law Ubrary, Attorney Fees, etc.) 

Expense Accounting Records 

Financial Summary Reports 
Budget - OperalioDll 
MODthly BuctFt Reports 
Quarterly or AIlIIual Repol1l 

Other FiDaDCill Reports 

Journal Entries for tt.dtutiolll, Fines " Reimbursements 

Juror Voucbers 

After FY prepared or received 

After FY prepared or received 

Alter FY prepared or received 

After FY of payment and 
satisfaction of arrearages 

3 

3 

5 

5 

Alter FY conversion of hardware 5 
and software completed. CFR 45-
74.20,45-74.21 & 45-74.22 

After FY of payment and 5 
satisfaction of arrearages (CFR 
45-74.20, 4S·74.21. 4S-74.22) 

After FY paid 3 

After FY paid 3 

Alter FY prepared 3 
After FY prepared 3 
Alter FY prepared - Evaluate for 5 
funbel' retention. 
After FY prepared 3 

After FY of payment and 
salilfac:tioa 

After FY prepared 

- -- -~--~--- "--~------

3 

3 



ARIZONA SUPREME COURT For Use by Superior Court 

Records Retention and Disposition Schedule 

No. 

6. COURT ADMINISTRATION 

Calendars 

Records of Visiting Judges 

Coun Visitor Files 

Former Chief Presiding Judge Business Papers 

7. ADMJNIS1'RAnvE RECORDS 

General Correspondenc:e 

After reference value served 

After FY prepared 

After prepared 

After satisfaction of term. 
Arrange transfer to State 
Arcbives 

After prepared or received 

Employee TIme Sheets or payron sheets (Omda1 copies at County Fi~) After prepared 

Statistical Reports 

..... :~;--

After preparec:L Evaluate for 
further retention 

Ret'D 
(Yrs) 

3 

10 

2 

1 

s 



- ARIZONA SUPREME COURT 

CASE-FILE PURGE LISTS FOR USE BY 
SUPERIOR COURTS 

• CRIMINAL 

• DOMESTIC RELATIONS 

• CIVIL 

PI'qKD'Id August 10, 1990 

--------- -- .. --~-"-----~-



Discard/Destroy 

CRIMINAL CASE FILE PURGE LIST 

Documents to be Discarded 

All Criminal case files are to be kept intact except that the foUow;nl files can be purged. 

CrimiDal cues that result in acquittal for all defendants. 

Criminal cases in which an defendaftcs are dismisled. 

All documents in the dismisMd or acquitted 61es are to be discarded except the initiating 
document (i.e., initial indictment. complaint and inlormaCio1l sheets), the verdict (for 
acquitWs), and the judpsentlorder or miDute entry of ditmiuaVacquittal. 

2 



Discard/Destroy 

DOMESTIC RELATIONS CASE FILE PURGE LIST 

Documents to be Discarded 

Domestic Relations cases include eM! Paternity, Dissolutions, Divorce. Domestic Custody. 
Domestic Relations, Domestic Violence, Reciprocal Divorce, Support Enforcement, and 
Other Unspecified Domestic Relations cases. 

Only dismissed Divorce and Domestic Relations cues that are dismissed are subject to 
this purae requirement. 

When a Domestic Relatioaa case is formally dilmilled all documents are to be removed 
from the file and disc:arded, except the initial petitioll and final order of dismissal 

ALL CASE FILES THAT ARE Nor DISMISSED MUST BE 
RETAINED WITHOUT PURGING. 

3 

-----------
~-.---------------~- ~~-----~ 



Discard/Destroy 

CIVIL CASE·FILE PURGE LISTt'~ 

Documents to be Discarded 

Civil cases are defined for tlUs Ust as case fila that are not domestic relations, probate ..... 
mental health or tax appeaJa. , 

Wben a eM) case is clOled, whether by judpsent, dilm ; .... or seulemene; and all appeals 
deadlines have paued. the documents listed OIl the fOUowiDI pales, must be purged 
(removed) from the file UId dacroyed prior to IDicrofDminI the file content. 

Ptease refer to Rules of CMI Procedure, Rule 79 ell. Arizona Rula of Coun for 
iUidance Oft detennia"" wbIIl • ci¥iI cue fill is DO Ionaer subject to modification. 

All taapd abibh:l JDUIt be proc_.1CI ia ICCOIdaDce with Arizona Rulet of Civil 
Procedure. 

ExceptioDi to thiI puqI lilt .., be ... ia • fIw c:u. if the Court determines that 
some or aU of tile docu.... iD ., call III IbouId be protected from puram .. 
Exceptionlaupt iDcIude 1M ,., fIw Jandmerk __ or __ wbicIa mipt have historical 
value. 

4 

• 



Discard/Destroy 

CIVIL PURGE LIST 

Documents to be Discarded 

AFFIDAVIT 

• relatinl to diIcovery matters 

NOTICSOF 

• appointment of auditor/rec:eiver 

• appearance 
• appointment of special proc:eu server 

• a.uociadoll of COUDSel 

• c:baD&e of judp 

• deUDqueat brieft 

• depoIidoat 

• diIcIaIure 
• fDIDa foreip judpnt aDd afBda¥it 
• fDiDI of repcxter's cru.cripC of mdeDc:e 
• lilt of wiID._ IDd abibitI 

• sbIdI' ..... · .... --
• .... EFE 
• .... < __ Nan of .... of procell iI iDdicated) 

• M 11,.1 .. of .. of Ju;nDI 

• .. of jo-1pIeat · ..... -
• witbdra ... of" •• 
• .,....at of .......... 

• " .... ' al 

5 

. ----~ -------- -
'--'-~'-'------' ------­------- - -- --~--------~----- . 



Discard/Destroy 

MOTIONS FOR 

.to accelerated hearini'uial date 
t additional disclosure 

• chan .. of venue 

• failure to join pany 

• leave to exceed pap limitations 

• more deflslitt stalemenc 

• pretrial discovery/disclOlure 

• rearpment 

• summary judplenc 

• voir dire examination 

• directed wrdic:t 

• j\JdpleDt 

• n_triaI 

• saDC1ioaI 

6 



Discard/Destroy 

MOTIONS TO 

-t- compel discovery 

• dismiss (i.e., for lack of jurisdiction, insufficienc:y of process. failure to 
state c~ etc) 

• extend time limits within which to file pre-trial motions 

• file delayed appeal 

• release bond 

• quash/prevent issuance of subpoena 

• set trial 

• stay proceedinp 

• suppreu 

• tramfer 
t vacate conferenceJhearin. 

• waive applicable time limits 

• demurrer to complaiat 

• ill UmiDI 

• amnd compIaiDt 

• CODIOIidIte 

• coatiDue 

• ....... far ..... 

• elDMirata boIId 

• q-.~ 
• ... 
• .-.W dlfaultldefault P ..... 

• wldldaw __ 1 

7 

------ ~-~- -~~-



Discard/Destroy 

REQtJESTSIPETrrIONSIDEMANOS FOR 

• appointment of private process server 

• jury trial 

• pre.trial conference 

• production 

• transcript 

• trial 
• writ of auilWlcc and order 

• admit 
• intervenor 
• admilaioD 
• leaw to file crau-claim 
• relief for judp:leDt or order 

APPUCA'nONS FOR 

• actaI'MJ feel 
• cenilcadoa of ilaterlocutory appeal 
• c:oaIa ... daa of arbitrat:kxa award 

• oaadrI ..... c. ...... pc III'IIiIIp 

• speciII ;.til • • .,,1.8 .. "'I:I"U_ ad ardIr 

• .. It .N 

8 



Discard/Destroy 

ANSWERSIRESPONSES TO 

.• demand for early trial date 

• motion to continue 

• motion to demand jury trial 

• motion to ~nd time to file motions 

• motion to file delayed appeal 

• motion to preserve evidence 
• motion to suppreu 
• notice of chan. of judp 

• request for productioll 
• motion for sanctions 

• modoll to dismiq 

• appUcaticm for cenifJcatioll of interlocutory appeal 

• pmisluDellt 

• interroptOriel 
• motioII for ... trial 

REPUESTO 

• NIpaI to ..... ..., trial data · r. _ to IDCldaa to demeacl Jur7 trial 

CERTIFICATES 

• ca:acu'" _ .... · ~Ipp--. 
• ~I"'ns. · ~"""~ __ ~IfI"". 

9 



Discard/Destroy 

STlPULA nONS/CONSENT 

• settlement alfeement 
• to extend time 

• for substitution of counsel 
• to subititution of parnes 

JUDGMENTSIORDERS 

• executed or quuhed body attachments/civil arrest warrants 

• sberitI'. nmam 011 GICUtioa 

• of writI 
• of sail of pencm1 property UDder Special Eacution and Order of 

Sale 

lONDIIDiJiOS1'lS · ..... ' .. 
STATDG!NTS OF 'ACrIllIEPS 

• SW, ... oI'. 
• bdJf ...... . 

• brIIII 

10 



Discard/Destroy 

FtNANCIAL RECORDS 

• bookkeepin. rec:ord 
• credit memo (e.,., paid answer, appellee fee, cost bond. etc) 

CLERK OF COURT WORK SHEETS 

• (e . .., for arJUments, office/pre-trial conference, trials, evidentiary 

hearinp, etc.) 

CORRESPONDENCE 

• ( e • .., letten of traDSminal, confirmation of dates, rescheduling 
problema, etc ) 

DEPOSmONS 

DJSa.AIMER OF PROCESS SERVER . 

11 



Discard/Destroy 

MEDICAL RECORDS 

LETrERSIMEMORANDA 

PROPOSED JURy INSTRucnONSlPRA YERS 

STATEMENT OF COSTS AND NOTICE OF TAXATION OF COSTS 

SUBPOENAS 

TRANSCRIPTS 
(acept default bearinI trIIIICripa) 

rumcs COURT D()CUI PAGE 

stJPEIUOR COURT APPEALS INDEX 

MINtJTB BNTIUES mAT ARB Nor ORDERS 
(La.; 'lRAT DO NOr CONTAIN WORDDfG • rr IS ORDERED ... ") 

SATlSPACI10NS OF JUDGIMINT POll JURy PEES 

12 



Discard/Destroy 

ARIZONA SUPREME COURT 

CASE·FILE DOCUMENT RETENTION LISTS 

FOR USE BY SUPERIOR COURTS 

• CRIMINAL 

• DOMESTIC RELATIONS 

• CML 

13 

--~---------



Discard/Destroy 

Prepared 9/13/90 

CRIMINAL CASE FILES 

Documents to be Retained 

All Criminal case files are to be kept intact acepc that the foUowinl mes can be purged. 

Criminal cases that result in acquittal for aU defendants. 

All documents in the <tilaUleed or acquitted me. are to be diIcarded except the initiating 

document (i.e., iDitial iDdictwlllt, c:ampIaiDt aDd iDfonDadoa sbeets), tbe verdict (for 

acquittals), aDd the jud .... tIordIr or IIIiaute .., of c"=iaIVacquittal. 

14 



DOMESTIC RELATIONS CASE FILES 

Documents to be Retained 

Domestic Relations cases include Civil Paternity, OisIolutions. Divorce. Domestic Custody, 
Domestic Relations. Domestic Violence, Reciprocal Divorce, Suppon Enforcement, and 
Other Unspecified Domestic Relations cues. 

Only dismissed Divorce and Domestic Relations cues that are dismissed are subject to 
this purae requirement. 

When a Domestic: RelalioDl cue is formally dismissed all doc:wnents are to be removed 
from the file and discarded, a:ept the initial peUdoa ud tiDal order of dismissaL 

• keep the iJUtial documeDt IIId the dfamispl order for an cases that 

eDeS ill dfemWII ODIJ. 

• keep lOO1i of aD cue mea tbat eDd ill • decree of dissolution. or 
otber court order aDd judpDIat, -=ept for diamiMe<l cases.For the 
din' Zid ca., refer to tbI dIIcIrd lilt. 

ALL CAR PILlS THAT ARB NOr DISMISSED MUST BE 
aBTAINIID wrrHOtTI' PURGING. 

15 



CIVIL CASE·FILES 

Documents to be Retained 

When a Civil case is closed, whether by judpaellc, dismillal or settlement. and aU appeaJ 
deadlines have puaed, the documents lilted below are the minimum that must be retained 

in the case me when it is prepared for mmi ... 

The Civil case me purse list sbowl the documen that must be discarded before the file 

is microfilmed for permanent preservatioD. 

All taged exhibits entered into • cue must be proceued in accordance with Arizona 

Rules of CMl Procedure. 

16 



Retain 

CIVIL CASE DOCUMENTS TO BE RETAINED 

COMPLAINTS 

• initial 

• amended 

SUMMONS 

ACCEPTANCE AND RETURN OF SERVICE 

CROSS CLAIMS 

INTIRVENORS 

. 
JOINDER OF ADDmONAL PARTIES 

17 

------



Retain 

NOTICES 

• of appeal 
• of voluntary discovery 

• of filinl bankruptcy 

• of publication 

• of seizure of vehicles 

REQUESTSI?E IIIIONSIDEMANDS 

• for writ of assistance and order 

• iftte~or 

ANSWERSIRESPONSES 

REPLIES TO COUN1"ER a.AIMS 

11URD PARTY ACI'IONS 

• afe' I 

.. 

18 



Retain 

JUDGMENTS/ORDERS 

• keep all judaments and orden even if they are attached to documents 
that are on the discard list. 

Some examples of judlDlents and orden follow: 

• declaratory judplent 

• default judpnents 

• dismjsula 

• final order in condemnation 
• release of judament 
• relief from judplent or order 

• special verdicts 
• findiIIp of fact, conclusioftl of law 

• judpleDt apinIt pmishee 

• ill tomb" detaiDer 

• arbiUadoa award 
• order for __ ..... 

• judllMDtI 

• verdicts 
• order far joiDder 
• miD ...... tbat COIdIiD .. wardI ORDER or rr IS ORDERED 

01' ........... _ 

• tee ... tar ahIi. or ....... 
.• reprared mal ..... cudI 01' .... 

19 

- ~ --~~~ ------ - --_ .. ---------



SAnSFAcrtONS OF 

• judpnent 
• judpnent apinst garnishee 

-• partial satisfaction of amended judsment 

BONDWEPOSrrs 

• except if there is an indication that the bond is exonerated 

APPELLATE MANDATE 

ACCEPrANCE OF SERVICE 

SUPREME COURT MANDATES 

MINtJTE ENTRIES THAT INCLUDE COURT ORDERS 

20 


