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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 correctly.
· 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:
The auditor or designee checks the 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. 
1. Verify that all the batches printed on the Daily Batch Log Report are in the box. The number range on the report should be correct, and there should be no additional batches that are not on the report.  Amend the report, or print a new one, if corrections or additions to the original report are necessary.
2. Confirm that all fields on the batch slip are filled out completely, including initials at Received Date/By, Barcoded Date/By, Pepped By, and Scanned Date/By.
3. Verify that the Document Type/Origin of the documents in the batch match what has been selected on the batch slip (Filing Counter, Post Court, Signed ME, or Fingerprint ME).
4. Check 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. Note: It is not necessary to verify the document count in the batch. 
a. Enter the scan date range in the From Date and To Date fields.
b. Enter the case number or the docket entry ID as the keywords in the search criteria. 
c. Verify that the document in the Document Search Results window has the correct batch name. Note: It is not necessary to open the document.
d. Check that the Priority and Document Type/Origin keywords match the Priority and Document Type/Origin noted on the batch slip. 
5. Verify that the documents in each batch were scanned with the correct Point of Entry (POE) – Filing Counter or Post Court.

a. Retrieve each batch by Batch Name.

b. Review list of documents to determine that the batch was scanned with the correct POE.

c. Open documents to determine POE, if necessary.

d. As you review the list, look for any strange/foreign characters in the case number and docket code fields.  If found, report to the auditor.

e. If a batch is found that was scanned with incorrect POE, report to auditor immediately.  The auditor should notify the Juvenile Management Team as the POE affects documents flowing to the Courtroom Clerk eFile application for processing and other workflow processes.

6. Highlight each batch on the Daily Batch Log Report to indicate that it’s been checked.
7. 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:
· 2.0 minutes per batch audited
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· EDMS Batch Log
· OnBase
REPORTS / FORMS:
· Daily Batch Log Report

· F-EDMQC-1038: Box Audit Checklist – Juvenile
DEFINITIONS:
· None
APPLICABILITY:
This procedure applies to all EDM employees of the Clerk of the Court.
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