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PURPOSE:

To provide instruction for using Locator Cards in the Film Alcove.
OBJECTIVE:

· To provide the necessary guidance for using Locator Cards to monitor the location of microfilm both at the CSC building and film sent to locations outside of the Customer Service Center.
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.  The locator cards are used to monitor the location of microfilm both at the CSC building and film being sent to locations outside of the Customer Service Center.  A color-coded card system is used in the Film Alcove to monitor film location. This process enables staff to determine which section has a particular film box.    
EVENT DRIVER:

· Microfilm either moved at the CSC building or film sent to locations outside of the Customer Service Center requires tracking.
PROCEDURES: 
1. Use the color-coded cards when film is needed outside the Film Alcove.  There are three colors used:

A. Blue - used for Support Services and Disposition/Abstracts sections.
B. Red - used for Public Records Front Counter section.
C. Red with cover sheet attached - used for film leaving the Customer Service Center.

2. Place the appropriately colored locator card in the same position that the box of microfilm was occupying.

3. When using the Red Card-cover sheet, the following information must be annotated on the cover sheet:

A. Requestor's name.
B. Requestor's work phone number.
C. Date film box was sent.
D. Box number.

4. Remove locator card from file cabinet when the correct roll of microfilm is replaced.
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:
· Color coded tracking cards
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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