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PURPOSE:

To provide instruction for processing emailed requests for films or reproduced copies of filmed cases.
OBJECTIVE:
· To provide the necessary guidance for processing Requests for Duplicate Rolls of Film correctly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §12-283 the Clerk of the Court shall maintain and provide access to court records in accordance with applicable law.  These procedures refer to emailed requests for film or reproduced copies of filmed cases.  Turnaround time for reproduction requests is three business days.    
EVENT DRIVER:

· An emailed request for film or reproduced copies of filmed cases is received.
PROCEDURES: 
1. Review Files on Film e-mail account.  Account is used by court personnel to request film and/or reproduced copies of specific cases or documents from film.

2. Use the Computerized Automated Retrieval System (CARS) to locate roll and frame number of filmed case.  NOTE: PUBLIC RECORDS STAFF SHOULD HAVE WORKING KNOWLEDGE OF CARS.

3. Go to appropriate drawer to pull film box.  Pull film box and replace with locator card.
A. If the film box is leaving CSC, complete the locator card with requestor's name, work phone, date and box number, and replace the film with the locator card.
B. When forwarding film box to requestor, make annotations on the Tracking Log (Excel spreadsheet), place the box into an interoffice envelope, and send to requestor.
(1) After two weeks if the film has not been returned, contact requestor.

C. If pulling the film box for internal use, pull film box and replace with locator card.
4. When requestor only wants reproduced copies of a specific case(s):

A. Contact the requestor and inquire if a CD of the case will suffice. 
B. If the requestor does not want the case on a CD, reproduce the case utilizing the Scan-pro machines located in the Film Alcove. 
C. Once the copies are reproduced, [lace copies into large envelope and forward to the requestor. 
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:
· Email
· Computerized Automated Retrieval System (CARS)
REPORTS / FORMS:
· Tracking Log
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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