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PURPOSE:
To provide instructions for scanning photographs.
OBJECTIVE:
· To provide the necessary direction to ensure that photographs are scanned correctly
EVENT DRIVER:

· A photograph is included in a document to be scanned
PROCEDURES:

1. All photographs will be scanned
2. If a photograph will not go through the scanner because it is old, fragile, on thick paper, etc., photocopy the photograph. 
A. Scan the photocopy instead.
B. Leave the original photograph in the paper batch.

3. If a photograph is presented in a format that cannot be scanned or photocopied, follow the instructions in PRO-EDMQC-1020: Scanning and Processing Non-Standard Items, found in the Controlled Document Index.
4. Do not try to improve images

A. Photographs may not scan well. The Clerk’s Office scanners convert color photographs or photographs with large portions of gray print into black-and-white images, often having a negative impact on a filing’s legibility. Image detail may be lost, and the photographs may no longer provide the visual information originally intended.

5. Do not assess content

A. It is not part of the scanner’s job to scrutinize the content of the photographs or documents they are scanning. The responsibility for what is contained in the pleadings rests with the person who presented the filing. 

POLICIES / RELATED DOCUMENTS:

· PRO-EDMQC-1020: Scanning and Processing Non-Standard Items
· The Brief, August 2012 and March 2011     http://clerkofcourt.maricopa.gov/atty_news.asp
· Maricopa Lawyer, August 2009 http://clerkofcourt.maricopa.gov/clerks_corner.asp
OTHER PARTIES INVOLVED:

· None
TIME / VOLUME:

· Varies 
FREQUENCY:

· Daily
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:
· Kofax
· OnBase

REPORTS / FORMS:

· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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