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PURPOSE:

To provide instruction for processing Requests for a Duplicate Roll of Film when a roll of film cannot be located or if the roll of film is damaged.
OBJECTIVE:
· To provide the necessary guidance for processing Requests for Duplicate Rolls of Film correctly and consistently over time.
GENERAL INFORMATION:
Pursuant to ARS §12-283 the Clerk of the Court shall maintain and provide access to court records in accordance with applicable law.  When a roll of film cannot be located or if the roll of film is damaged, a duplicate roll of film will be ordered through the QC section or appropriate supervisor.  Staff requesting the roll of film will conduct a thorough search to locate the roll of film in question.  A second search of the film alcove will be conducted within 24 hours to determine if the roll of film has been returned.  If the film cannot be located, proceed with the steps indicated in this procedure.    
EVENT DRIVER:

· A request for a Duplicate Roll of Film is received and the roll of film cannot be located or the roll of film is damaged.
PROCEDURES: 
1. Complete a Film Duplication Request with the following information:

A. Check either the Missing or Damaged box.
B. Enter current date.
C. Case number.
D. Box number.
E. Requested by.
F. Department name.

G. Phone number.
H. Customer's name.
I. Customer's telephone number.

2. Place request sheet in the box indicated on the Film Alcove desk.

3. Film Alcove staff will immediately transmit the request to appropriate staff.

4. QC staff or appropriate supervisor will retrieve the original roll of film from the vault and send it off site to be duplicated.  It is received back at CSC within 10 - 14 working days.
5. Upon receipt of film, QC staff or appropriate supervisor will return the duplicated roll of film and original request sheet to Film Alcove staff.  Return the original roll of film to the Micrographics vault.

6. Film Alcove staff will notify the original requestor that the roll of film has arrived.
POLICIES / RELATED DOCUMENTS:
· A.R.S. 12-283: Powers and duties
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· Film Duplication Request
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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