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PURPOSE:
To provide instructions for auditing file dates (weekend and holiday dates)
OBJECTIVE:
· To provide the necessary direction to ensure that the weekend and holiday file dates are audited correctly. 
EVENT DRIVER:

· EDM QC initiates this audit in conjunction with the Sweeps Procedure, after all images (for the period being audited) have been processed. 
PROCEDURES:

I. Perform OnBase search for weekend or holiday filing date.
1. Highlight the Adult Document types

2. Enter the applicable file date (such as “1/1/2015”); exclude batch name of EFILING*
3. Select Find
4. Open and view all documents returned, excluding any groups of Court Administration notices that were auto-docketed (ERC’s, NIC’s, NLS’s, etc.).
II. Acceptable weekend or holiday file stamps
1. Depository Box Filing
2. Documents that accompanied Depository Box filing

3. Auto-docketed items from Court Administration

4. eFilings
5. Documents filed by Juvenile clerks (such as a DCO)
6. Documents filed during special events (Veteran’s stand down); certain MH proceedings. 
III. Questionable weekend or holiday filing stamps
1. File Counter clerks: Email clerk, copy supervisor; ask them to verify the file date. 

2. Courtroom Clerks: Email clerk; ask them to verify the file date. Copy CRS Manager if clerk repeatedly uses incorrect file date. 

IV. Docketing errors
1. If the file stamp was clearly written, and the weekend/holiday date is the result of a docketing error, select the File Date Corrections queue task button which sends the document to the case type auditors for correction.
2. If the file stamp was not clearly written, email the filing clerk to verify the date; copy supervisor or manager if the illegible dates are a persistent problem. 
POLICIES / RELATED DOCUMENTS:

· None
OTHER PARTIES INVOLVED:

· None
TIME / VOLUME:

· Four times per month; volume should be under 25 documents per file date audited.  
FREQUENCY:

· Weekly
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:
· OnBase and iCIS
REPORTS / FORMS:

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