SELF-SERVICE CENTER
[bookmark: DRTP52pz][bookmark: PROCEDURES:_WHAT_TO_DO_WITH_THE_FAMILY_C][bookmark: AFTER_YOU_HAVE_FILLED_IT_OUT]PROCEDURES: WHAT TO DO WITH THE “MOTION TO SET TRIAL DATE” AFTER YOU HAVE FILLED IT OUT
[image: ]FOLLOW THESE PROCEDURES if you have filled out the Family Court “Motion to Set Trial Date” (commonly called “Motion to Set”) and you want a trial to be scheduled in your case.
STEP 1:       REVIEW THE “MOTION TO SET TRIAL DATE” form.  Make sure that the “Motion to Set” has been completely filled out in black ink.  Sign and date the form before you make copies, though you may want to wait until the day you file the form before filling in the dates you are planning to mail or deliver the copies as stated on page 2.
STEP 2:	COPIES.  Make 3* copies of the completed “Motion to Set”:
· 1 copy for the Judge assigned to your case
· 1 copy for your records
· 1 copy for the other party.
*If there is more than one other party, you will need a copy for each.
STEP 3:	GO TO THE CLERK OF THE COURT’S FILING COUNTER:
Hand the original and all copies of the “Motion to Set” to the Clerk of the Court where you filed your case.  The Clerk will stamp and file the original and return all copies to you.  These are now called “conformed” copies to indicate that the copies conform to (appear to be the same as) the original document filed with the court.
COPY 1 of the “MOTION TO SET” for the Other Party.  Mail one copy to the other party, or if the party is represented by an attorney, to his or her attorney instead.  If there is more than one other party to the case, you will need to mail a copy to each.
COPY 2 of the “MOTION TO SET” for the Judicial Officer.
Provide a copy to the Judicial Officer (Judge or Commissioner) assigned to your case by:
1. Delivering a copy to Court Administration,
2. By mailing it directly to the assigned judicial officer.
COPY 3 of the “MOTION TO SET”: Keep this copy for your records.
STEP 4: 	WAIT TO RECEIVE A NOTICE FROM THE COURT.  After you have filed the “Motion to Set,” you should be contacted by the office of the judge or commissioner assigned to your case to inform you of the dates of your Pretrial Conference and Trial.  The document you will receive in the mail is called a “Minute Entry,” and it will give you instructions about what to file before the Trial.
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  Arizona Supreme Court   Page  1   of  1   DRTP52P - 031414   SE LF - SE R VI C E   C E NT ER   PR O CEDURES:   W H A T   T O   DO   W I T H   T HE   “ MO T I O N   T O   SET   T RIAL   DA T E”   A FT ER   Y O U   H A VE   F I LL ED   IT   O U T   FOLLOW   T HESE   PROCEDURES   i f   y ou   ha v e   f ill ed   out   t he   Fam il y   Cou r t   “ M o ti on   t o   Set   T ri al   Da t e”   ( c ommon l y   c a ll ed   “ M o ti on   t o   S e t ” )   and   y ou   w ant   a   tri al   t o   be   sc hedu l ed   i n   y our   c a s e.   S T EP   1:         REV I EW   T HE   “ M OT I ON   TO   SET   TR I AL   DATE”   f o r m .    M a k e   su r e   t ha t   t h e   “ M o ti o n   t o   Se t ”   has   been   c omp l e t e l y   f ill ed   out   i n   b l ack   i nk .    S i gn   and   da t e   t he   f o r m   be f o r e   y ou   ma k e   c op i e s ,   t hough   y ou   may   w ant   t o   w a i t   un ti l   t he   day   y ou   f il e   t he   f o r m   be f o r e   f illi ng   i n   t he   da t es   y ou   a r e   p l ann i ng   t o   ma i l   or   de li v er   t he   c op i es   as   s t a t ed   on   page   2.   S T EP   2:   COP I ES .    M a k e   3*   cop i es   of   t he   c omp l e t ed   “ M o ti on   t o   S e t ”:   •   1   copy   f or   t he   Judge   ass i gned   t o   your   case   •   1   copy   f or   your   r e co r ds   •   1   copy   f or   t he   o t her   pa rt y.   *I f   t he r e   i s   m o r e   t han   one   o t her   pa rt y ,   y ou   w il l   need   a   c opy   f or   ea c h.   S T EP   3:   GO   T O   T HE   CLERK   OF   T HE   COUR T ’ S   F I L I NG   COUN T ER:   Hand   t he   o ri g i nal   and   a l l   c op i es   of   t he   “ M o ti on   t o   S e t ”   t o   t he   C l e r k   of   t he   Cou r t   w he r e   y ou  f il ed  y our   c a s e .    T he   C l e r k  w il l   s t amp and   f il e   t he   o ri g i nal   and   r e t u r n   a l l   c op i es   t o   y ou .    T he s e   a r e   now   c a ll ed   “ c on f o r med”   c op i es   t o   i nd i c a t e   t hat   t he   c op i es   c on f o r m   t o   ( appear   t o   be   t he   s ame   a s )   t h e   o ri g i nal   do c ument   f il ed   w it h   t he   c ou r t.   COPY   1   of   t he   “ M OT I ON   TO   SET”   f or   t he   O t her   P a rt y .    M a i l   one   c opy   t o   t he   o t her   p a rt y ,   or   i f   t he   pa rt y   i s   r ep r e s en t ed   by   an   a tt o r ne y ,   t o   h i s   or   her   a tt o r ney   i ns t ead .    I f   t he r e   i s   mo r e   t han   one   o t her   pa rt y   t o   t he   c a s e,   y ou   w il l   need   t o   ma i l   a   c opy   t o   ea c h.   COPY   2   of   t he   “ M OT I ON   TO   SET”   f or   t he   Jud i c i al   O ffi c e r .   P r o v i de   a   c opy   t o   t he   J ud i c i al   O ff i c er   ( J udge   or   Comm i ss i one r )   a ss i gned   t o   y our   cas e   b y:   1.   De li v e ri ng   a   c opy   t o   Cou r t   Adm i n i s tr a ti on,   2.   By   ma ili ng   i t   d ir e c tl y   t o   t he   a ss i gned   j u d i c i al   o ff i c e r .   COPY   3   of   t he   “ M OT I ON   TO   SET ” :   K e ep   t h i s   copy   f or   y our   r e c o r d s .   S T EP   4:     W A I T   T O   RECE I VE   A   NO T I CE   FROM   T HE   COUR T .    A f t e r   y ou   ha v e   f il ed   t he   “ M o ti on   t o   Se t, ”   y ou   s hou l d   be   c on t a c t ed   by   t he   o ff i c e   o f   t h e   j u d g e   o r   comm i ss i oner   a ss i gned   t o   y our   c a s e   t o   i n f o r m   y ou   of   t he   da t es   of   y our   P r e tri al   Con f e r en c e   and   T ri a l .    T he   do c ument   y ou   w il l   r e c e i v e   i n   t he   ma i l   i s   c a ll ed   a   “ M i nu t e   En tr y , ”   and   i t   w il l   g i v e   y ou   i n s tr u c ti ons   about   w hat   t o   f il e   be f o r e   t he   T ri a l .    

