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PURPOSE:
To provide instructions for preparing a non-standard item for scanning.
OBJECTIVE:
· To provide the necessary direction to ensure that any non-standard items filed are properly prepared for scanning. 
EVENT DRIVER:

· A document filed with an attachment (such as a CD, large map, sealed envelope, etc.) that will not fit through the scanner.
PROCEDURES:

I.  Non-Standard Item Attached to a  Filed Document:
1. Remove the attachment (such as a CD, large map, sealed envelope, etc.) from the document. 
2. Complete the Removal of Exhibit/Attachment from Filed Document form 
F-EDMQC-1020-1 (see Figure 1) and scan in place of the non-standard item.  Do not try to copy the attachment.

3. After scanning, place the non-standard item back with the original document in the batch and place the batch in the box of scanned documents to be sent to CSC for destruction.

II. Non-Standard Loose Item:
1. Complete the Notice of Loose Non-Standard Item form F-EDMQC-1020-2. (See Figure 2)

2. File stamp the form.

3. Docket, barcode, and scan.

4. After scanning, place the Notice of Non-Standard or Loose item form and the loose item in the batch and place the batch in the box of scanned documents to be sent to CSC for destruction.

III. Non-Standard Sealed Item:
5. Remove the attachment (such as a CD, large map, sealed envelope, etc.) from the document.

6. Complete the Removal of Exhibit/Attachment from Filed Document form F-EDMQC-1020-3 (see Figure 3) and scan in place of the non-standard item. Do not try to copy the attachment.
7. After scanning, place the non-standard item in an interoffice mail envelope. Include the original sealed envelope or a copy of the first page of the document for identification purposes. Use a transmittal form. Send the envelope to CSC – Discovery & Confidential.
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Figure 2
[image: image2.png]IN THE SUPERIOR COURT OF THE STATE OF ARIZONA
INAND FOR THE COUNTY OF MARICOPA

v. CaseNumber.

Notice of Loose Non-Standard Item

Brief description of contents

Docket Code: NOT
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Removal of Exhibit/Attachment from Filed Sealed Document

Pursuant to Maricopa County Local Rule 2.8(a), exhibits attached to a
pleading or other filed paper must be of comparable size and format to the
main document to permit fastening into the court file or scanning and
imaging with the pleading as a single document.

Due to the size and/or format of this exhibit/attachment (as indicated
below) it could not be imaged and has been removed prior to scanning and
will be maintained in the Discovery & Confidential area.

[ ]CD ROM or DVD

[ ] VCR Tape Cassette

[ 1Map(s)

[ 1 Chart(s)

[ ] Oversized Photograph(s)
[ 1 Unopened Envelope

[ ] Other:

This sheet inserted by the filing party at the file counter who retained
custody of the non-standard exhibit/attachment.

This sheet inserted by Clerk of Courtat time of scanning.





POLICIES / RELATED DOCUMENTS:

· None
OTHER PARTIES INVOLVED:

· Docket staff
· Prepping staff
· Scanning staff
TIME / VOLUME:

· Approximately 5 minutes. Volume varies
FREQUENCY:

· Varies
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:

· F-EDMQC-1020-1: Removal of Exhibit/Attachment from Filed Document form
· F-EDMQC-1020-2: Notice of Non-Standard or Loose Item form
· F-EDMQC-1020-3: Removal of Exhibit/Attachment from Filed Sealed Document form
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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Removal of Exhibit/Attachment from Filed Document

Pursuant to Maricopa County Local Rule 2.8(a), exhibits attached to a
pleading or other filed paper must be of comparable size and format to the
main document to permit fastening into the court file or scanning and
imaging with the pleading as a single document.

Due to the size and/or format of this exhibit/attachment (as indicated
below) it could not be imaged and has been removed prior to scanning and
will follow the current document disposal process.

[ ]CD ROM or DVD

[ ] VCR Tape Cassette

[ 1Map(s)

[ 1 Chart(s)

[ ] Oversized Photograph(s)
[ 1 Unopened Envelope

[ ] Other:

This sheet inserted by the filing party at the file counter who retained
custody of the non-standard exhibit/attachment.

This sheet inserted by Clerk of Courtat time of scanning.




