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PURPOSE:
To provide instructions for auditing boxes of scanned documents prior to sending them to the Customer Service Center (CSC) for destruction or storage.
OBJECTIVE:
· To provide the necessary direction to staff so they can ensure that (1) only documents authorized for destruction are placed in boxes that will be destroyed; and (2) all documents in the boxes have been scanned.
· To ensure these actions are conducted consistently over time.
EVENT DRIVER:

· Boxes of scanned documents must be removed from the scanning areas and sent to CSC for destruction. 
PROCEDURES:
One person from each area will be assigned to check boxes which are to be transported to CSC each day. Preferably, this will be someone other than who scanned the documents in those boxes. Check the day after the documents have been scanned. The person assigned to check the boxes will perform a Batch Check and a Box 0 Check.
I. Batch Check:
1. Verify that all the batches printed on the Daily Batch Log Report are in the box.
a. Remove the batches from the box to verify them

b. Check that the number range on the report is correct
c. Ensure all scanned batches are on the report
d. Add any additional scanned batches to the report

e. Bring any un-scanned batches to the supervisor and note them on the Box Audit Checklist 
f. Amend the report, or print a new one, if corrections or additions to the original report are necessary.
2. Check at least one document from each batch in OnBase to confirm that each batch has been scanned and released into OnBase. If it appears that any batch was not scanned, confirm with EDM QC by emailing the ECR Hotline at ECRHotline@mail.maricopa.gov.  
a. Do not verify the document count in each batch.

b. Enter the scan date range in the From Date and To Date fields.
c. Enter the case number of one document in the Case # keyword field. 

d. Open the document in OnBase and verify it is the same document in the paper batch. 

Note: If the first document checked doesn't come up, leave it in the batch but check a different document, too.  If the second document comes up, then no further action is necessary. If the second document does not come up, contact EDM QC by emailing the ECR Hotline. 
3. Highlight each batch on the Daily Batch Log Report to indicate that it has been checked. 

4. Remove any batches or documents with orange Box 0 sheets from the box. See the Box 0 Check sections below for more instruction.
II. Box 0 Check - Wills
1. Only original Wills are Box 0. They will be stamped Original Court Document.  Original Wills that are attached to Affidavits of Transfer of Title for Real Property (APE) may be included by docket staff in batches of Wills, and are also Box 0 items. Copies of Wills are not Box 0 items, although they may be docketed as Wills.

a. If an original Will or an APE with an original Will attached is found in a box other than box 0, remove it. Fill out the bottom of the batch slip to include the following information:

i. Case #

ii. Doc Title

iii. Initials

iv. File Date

v. Reason for removal (Box 0 document)

b. Make a copy of the batch slip, attach it to the Will or APE, and place in Box 0.
III. Box 0 Check – CRRs (Downtown only) 
1. Search for CRRs (Certification of Record on Review) – LC case type ONLY.
a. In OnBase, click File, Open, Custom Query, then select Box 0 – Cert Record on Review from the list of custom queries.
b. Enter the scan letters in the Scanner ID field. For example, enter WWW if searching for scanner W. 
c. Enter the scan date range in the From Date and To Date fields.

d. Click Submit.
e. Highlight the search results.
f. Right click and select Create List Report and then click Create. 
g. Right click on the List Report and select Print.
h. Make sure the documents listed on the report are in Box 9 and have an orange cover sheet. Include the printed report when sending these items to CSC.
IV. Box Audit Checklist  
Complete one Box Audit Checklist for each box audited. Place the completed checklist inside the box. 

POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· Fileroom CSC
TIME / VOLUME:
· 1.0 minutes per batch audited
· Monthly Average for July - October 2012: 113 hours / 6804 batches 
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· EDMS Batch Log
· OnBase
REPORTS / FORMS:
· Daily Batch Log Report

· F-EDMQC-1006: Box Audit Checklist – CCB
· F-EDMQC-1006-1: Box Audit Checklist – Adult
DEFINITIONS:
· None
APPLICABILITY:
This procedure applies to all EDM employees of the Clerk of the Court.
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