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PURPOSE:

To provide guidelines and instruction for file stamps and file stamp corrections indicating that a document has been received by the Clerk’s Office and approved for inclusion in the court record.
OBJECTIVE:
· To provide the necessary direction to ensure that file stamps are complete, legible and consistent.
· To ensure consistent handling of corrections to file stamps.
· This procedure does not affect PRO-EDMQC-1008: Electronically Correcting or Changing Images or PRO-EDMQC-1042: Electronic Corrections Using TrueSign Application.
EVENT DRIVER:

· All documents filed in for the Office of the Clerk of the Court become part of the court record.
· On occasion information that may include date and/or the time that documents are received for processing require approval or correction.
Policy: 
I. File Stamp Guidelines:
1. Every file stamp shall be legible and contain the following:
A. Black ink (preferred for scanning)  
B. The full name of the appointed/elected Clerk of Court. 
C. The date of filing
D. The time of filing, including a.m. or p.m. (Military time is not acceptable except on cash receipting stamps).
E. A deputy clerk’s legibly written name (first initial, last name).

a. There should be NO guess work in who filed a document.

b. If your signature is not legible, print your name clearly instead

c. The name may be hand-written or a pre-printed name stamp may be used. 

F. The file stamp shall be in the far upper right-hand corner of the document when you are looking at the front of the document, whenever feasibly possible. (See placement section below)
G. The file stamp shall not overlap case numbers or other pre-printed text.
II. File Stamp Trouble Shooting Do’s & Don’ts
1. Placement

A. Upper right corner: If the far upper right-hand corner of a document contains text or there isn’t enough room for the file stamp, you must place the file stamp as close to the upper right-hand corner as possible.

B. Bottom of page: Avoid stamping a document at the bottom of the page whenever possible.

C. Back of page: Never place a file stamp on the back of a page.

D. Upside-down stamps: Do not place upside-down file stamps and try to avoid vertical stamping as much as possible.

III. File Stamp Corrections
1. Corrections made to any File stamps must be followed up with a Notice to File.  A supervisor or manager will complete form F-DRMS-1005: Notice to File.
2. If a file stamp or portions of a file stamp need to be corrected, make the changes transparent and obvious.  Do not correct someone else’s file stamp unless it is requested by the clerk who filed the document; otherwise, it must be approved by a supervisor.
3. Follow these guidelines to correct information on an unacceptable file stamp, including hand-file stamps:
A. Cross one line through the inaccurate or illegible information.  One clean line is sufficient and preserves the original information should 
questions ever arise.

B. Do not scratch out or white out the original information so that it is obscured.
C. Write the accurate information above or directly below the inaccurate information.
D. Do not write over the top of the inaccurate information causing potential confusion or an illegible result.
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4. Create a new file stamp if necessary.  Example: Entire file stamp is over text or is illegible.
A. Place a clean “X” through the incorrect file stamp.
B. Re-file the document using the original date and time of the initial filing and file it under your name.
C. Use 5:00 p.m. if the filing date is available, but the time of day is not known.
D. Provide the corrected document to your Supervisor or Manager for creation of a Notice to File. 

IV. Document Depository Received Stamps
1. 
Corrections made to any Document Depository Received and/or Filed stamps must be followed up with a Notice to File.  A supervisor or manager will complete form F-DRMS-1005: Notice to File.  
2. 
Documents received in any of the Document Depository Boxes are required to meet all of the above file stamp criteria.  

3.
A Document Depository “received” stamp by itself is not an official 
file stamp.

4. 
The “received” stamp only becomes an official file stamp when the document is reviewed and accepted, then stamped with an authorized “Filed By” name stamp.
A. The “Filed By” stamp should be centered under the received stamp.
B. If there is text directly below the received stamp, place your “Filed By” stamp as near to the received stamp as you can.
C. If a Depository “received” stamp is too light, is illegible, is stamped on top of pre-printed text, or the filing date and/or time is not accurate, take these steps:

a. If date/time is over text, rewrite date/time as shown below:
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b. If the stamp is completely illegible, apply a hand-file stamp.  Copy the date and time from the received stamp onto the hand-file stamp and legibly sign your name as deputy clerk.
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c. If the time portion of the received stamp is missing because it extends beyond the edge of the page, do not add a time by trying to guess what it might be; simply leave it off.
V. Responsibilities of Filing Clerks.
1. If you are using a Rapid Print clock it is your daily responsibility to ensure that the quality and accuracy of your file stamp meets all outlined expectations.

A. Check the file date and time daily.
B. Test and preview your stamp regularly including the a.m. and p.m. at the start of every new day.
C. Check screws routinely and tight the screws on the name plate if they become loose.
D. Check your ribbon daily.  Have extra ribbons on hand and know how to insert the ribbons correctly. Note: If ribbons are not inserted correctly, they will not advance forward.
E. Clean your name plate monthly using an alcohol wipe and/or a brush.
F. Report problems timely.  If there is a problem use a hand-file stamp until it is resolved.
G. Update the date and time on the first of each month.  The time clock will not automatically roll over to the correct date on the first of the month.   
POLICIES / RELATED DOCUMENTS:
OTHER PARTIES INVOLVED:
· Court Clerks
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
REPORTS / FORMS:
· F-DRMS-1005: Notice to File
DEFINITIONS:
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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