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PURPOSE:

To provide instruction for using the Tracking Log to monitor film sent to locations outside of the Customer Service Center.
OBJECTIVE:
· To provide the necessary guidance for using the Tracking Log to monitor 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 tracking log is used to monitor film sent to locations outside of the Customer Service Center. 
EVENT DRIVER:

· A film is requested and tracking is required on the Tracking Log. 
PROCEDURES: 
1. The following information shall be annotated on the tracking log:

A. Box Number

B. Requestor's name

C. Requestor's work phone

D. Date film box was sent

E. Date film box returned

F. Add appropriate comments, if applicable
2. Review the log weekly.  If film is not returned after 30 days, contact the requestor.

3. If the requestor still requires use of the film, annotate this information on the tracking log.
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:
· Tracking Log
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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