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PURPOSE:
To provide instructions for preparing documents that have been barcoded for scanning.
OBJECTIVE:
· To provide the necessary direction to ensure that documents are properly prepared for scanning.
EVENT DRIVER:

· Hard copy court documents are received and need to be scanned.
BACKGROUND:

· Prepping is the first line of defense for scanning. Make sure that all batches are ready for scanning with minimal need for correction by the scanner.  
· Altering Documents: The Clerk’s Office is the official record keeper of Superior Court.  Clerk’s Office staff can only modify documents in specific ways that have been approved, such as changing an incorrect case number, or replacing tabbed divider pages that cannot go through the scanner. Once a document is filed, it cannot be altered without a court order.  So be sure the document is correct before filing.  If you have questions about what is permitted, always ask your supervisor.
· Each batch must have a batch slip. Batch slips are available on the Controlled Document Index: F-EDMQC-1016-1.
PROCEDURES:

I. Removing Staples: (Note: Never prep at a scanner station)
1. Remove all staples, paper clips, and binder clips prior to scanning.
2. Keep your desk clean.  Remove loose staples and bits of paper after prepping each batch.  Loose staples can get caught in the scanner and cause damage.
3. Fan through the documents at least twice to remove all loose staples and bits of paper from the batch. 
II. File Stamps:
1. Ensure that there is a file stamp on the first page of the document. Documents without file stamps cannot be scanned. See your supervisor if a document does not have a file stamp.

A. Depository Stamps: Stamps from the document depository are receipt stamps. They are not file stamps until staff adds a Filed By stamp near the depository stamp which states Filed By: M. Smith. 
B. Preppers must check to ensure the Filed By stamp is there.

2. Ensure that every part of the stamp is dark enough to be easily read and is not smudged. If numerous stamps are light or smudged, notify your supervisor ASAP so the person stamping the light file stamp can be contacted.

3. Ensure that there is only one file stamp on the document. 

A. If there are two file stamps, one must be crossed out. Consult your supe.0rvisor as to which file stamp should be crossed out. 

B. Received stamps do not need to be crossed out.

C. File stamps on pages other than the first page of the document do not need to be crossed out. 

4. Ensure that the stamp is not covered by printing that makes it illegible.

A. If the area around an illegible stamp is crowded, and corrections may be confusing or obscured, apply a new hand-file stamp in a less crowded area. 
B. Cross through the original stamp, and use the same date and time as the original file stamp. Sign your own name.

III. Case Number Format:
1. All case types:  Make sure that the case type identifier - CR, CV, PB - is included at the beginning of the number.

2. All case numbers from 2000 forward have a four digit year followed by a six digit number (CV2008-012345).  If a document does not have this format, (i.e. CV08-12345), re-write the number in the correct format.

A. Pre-2000 case numbers may have a two digit year followed by a five digit number (CV99-01234). There is no need to re-write pre-2000 case numbers in this format. It is acceptable if a pre-2000 number has the four digit year followed by a six digit number (CV1999-001234).  

3. Criminal and Lower Court case types:  Starting with case year 2003 forward, include the defendant identifier in the case number. (CR2009-012345-004, LC2010-001023-001.)

4. Obscured or hard to read numbers:  Cross through the entire number and print out the number in a clear space as close to the original number as possible.

IV. Tabs, Bindings, and Divider Sheets:
1. Tabbed pages: Replace tabbed pages with the Exhibit, Attachment, number, or letter forms available on the Controlled Document Index: F-EDMQC-1016-3 through F-EDMQC-1016-6.
2. Bindings:  Large documents are sometimes bound and placed in a plastic cover. Discard the bindings and the plastic cover.

3. Dividers with printing or writing:  Photocopy the divider. Replace the divider with the photocopy, and discard the original.

V. Cutting and Trimming Ragged Edges:
1. Always cut away ragged edges. Small bits of paper from ragged notebook edges and torn or worn sheets of paper may get lodged in the scanner, creating poor copies, equipment trouble, and delay.  

A. If the sheets are too small to scan properly, tape them to a standard-sized piece of paper. 
B. If there are two sides to the sheet, photocopy the back and create a second page before taping the first page to a standard-sized piece of paper.

VI. Clippings: Affidavits of Publication:
Newspaper clippings are often filed as part of other documents, particularly on Affidavits of Publication. Cut any portion of the newspaper notice that hangs below the edge of the page and tape it to an empty area on the page or to a second page.  
VII. Receipts, Notices, Certifications or Post it Notes:
1. Carefully remove any receipt, notice, certification or Post-It Note that obscures the content of a document. Tape to an empty area on the page, or on the back side of the page. Never tape it over the writing on the page. 
2. If a receipt, notice, certification or Post-It Note is attached with a staple, remove the staple and tape the item as above. 
3. If the document doesn’t fit in one of these two categories, or you have some concerns about the Post-It Note (for example, if it is taped over information), please consult your supervisor or EDM QC staff.

VIII. Blank Pages:
Stamp blank pages with the BLANK stamp. This prevents confusion when users view images.  If blank sheets appear in an image, someone viewing it may assume that there is missing or redacted information, or the image is so light it cannot be seen. You may also use the BLANK form available on the Controlled Document Index: F-EDMQC-1016-7.
IX. Backs of Pages:
1. Any returned mail documents with pages that have return addresses on the back side or TJ initiating documents with certification stamps on the back side of the page must be stamped with the BACK PAGE CONTENT stamp. This ensures that those particular back pages will be captured by the scanner.

A. Other information on the back sides of pages, such as received stamps, date stamps, or handwritten notes, may or may not be picked up by the scanner. If the scanner captures the image leave them as a part of the document. Do not use the BACK PAGE CONTENT stamp to capture them. 

X. Unopened Envelopes Other Than Returned Mail:
Unopened envelopes that are not returned mail should be given to your supervisor. Follow PRO-EDMQC-1020: Scanning and Processing Non-Standard Items on the Controlled Document Index.
XI. Soiled Documents:
1. Consult with your supervisor on how to handle soiled documents.  This includes documents containing dirt, grease, oil, food, lipstick, or biological contamination (such as blood).  
A. Usually, the document is photocopied and the copy is scanned. Each page is placed in clear, plastic sheet protectors prior to copying. After the document is copied, the original is placed in the recycle bin and the copies are scanned.
XII. Damaged Documents:
Documents that are received with stains, tears, or are in poor condition may be stamped by your supervisor with the DAMAGED BEFORE FILING stamp prior to scanning.

XIII. Two Originals:
Two originals that look exactly the same are to be left in the batch. Often two originals are indeed filed. They may appear identical but have subtle differences in signature, dates, etc.
XIV. Graphic or disturbing photographs:
The content of the pleadings is the responsibility of the person who presented the filing.  If you have concerns, or if you see an item which you believe should not be scanned, ask your supervisor. 
XV. Items labeled confidential:
COC staff routinely removes the confidential criminal history section from all Presentence Reports. However, if you notice a copy of a criminal history attached to a different document, don’t assume it should be removed; instead, ask your supervisor.
XVI. Non-Standard Items:
1. For documents that cannot fit through the scanner because of size or format, like CDs or maps, complete the Removal of Exhibit/Attachment from Filed Document form, F-EDMQC-1020-1 in the Controlled Document Index, and scan that in place of the attachment. Do not try to copy the attachment(s).  Remove the item from the document and in insert the form in its place.  

2. After scanning, the form remains with the document. The document is placed in the box for destruction (or Box 0 if an exception document) in accordance with PRO-EDMQC-1020: Scanning and Processing Non-Standard Items.
XVII. Large Documents (Over 250 pages):
Large documents over 250 pages need to be scanned in parts. Follow the procedure Scanning Large Documents posted on the Controlled Document Index: PRO-EDMQC-1019: Scanning Large Documents.
XVIII. Returned Mail:
Use forms F-EDMQC-1016-8 through F-EDMQC-1016-14 when preparing returned mail or re-mailed mail for scanning.
XIX. Box 0 Documents - Wills and Certifications of Record on Review:
Original Wills and Certifications of Record on Review are not destroyed. These documents must be batched and scanned separately from documents that can be destroyed. Place a Box 0 Flag Sheet on bright orange paper on top of these batches so they are easily identified. These flag sheets are located on the Controlled Document Index: F-EDMQC-1016-15 and F-EDMQC-1016-16.


POLICIES / RELATED DOCUMENTS:

· PRO-EDMQC-1019: Scanning Large Documents
· PRO-EDMQC-1020: Scanning and Processing Non-Standard Items
· REFDOC-EDMQC-1003: File Stamp Guidelines and File Stamp Corrections
· F-EDMQC-1016-1through16: Scanning and Document Preparation Forms
OTHER PARTIES INVOLVED:

· None
TIME / VOLUME:

· See DRMS EPA System for performance requirements.
FREQUENCY:

· Daily
PERFORMANCE MEASURE:

· See DRMS EPA System for performance requirements.
SYSTEM ACCESS REQUIRED:
· COCWEB EDM
· Microsoft Word and Excel 
REPORTS / FORMS:

· Work Instructions and Forms on the Controlled Document Index
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees deputized by the Clerk of the Court.  Failure to adhere to the provisions of this policy may result in disciplinary action up to and including dismissal.
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