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PURPOSE:

To provide instruction for processing Multiple Case Numbers.
OBJECTIVE:
· To provide the necessary direction to ensure that Multiple Case Numbers are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §12-282, the Clerk shall keep custody at the county seat, and shall take charge of and safely keep and dispose of according to court rules all books, papers and records which may be filed or deposited in custody.  When items are brought to the Discovery & Confidential Area with multiple case numbers, the master file is cross-referenced with each case number on the items.
EVENT DRIVER:

· Items are brought to the Discovery & Confidential Area with multiple case numbers.
PROCEDURES: 
1. Process the items under the lowest case number on the items unless otherwise specified on the item.  The guiding case number may be specified by having been highlighted or circled. 
2. Process the item according to established procedures. 
POLICIES / RELATED DOCUMENTS:
· ARS 12-282: Custody of records filed; purging; destruction; microphotography; electronic imaging; evidence; withdrawal of voucher; exemption; child support information

OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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