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PURPOSE:

To provide instruction for Disposal of Boxed Scanned Documents for 1/1/07 Initiative.
OBJECTIVE:
· To provide the necessary direction to ensure that Disposal of Boxed Scanned Documents for 1/1/07 Initiative is processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to Supreme Court Administrative Order 2006-96, the Clerk may dispose of case file documents after replacement with electronic images, and designating the electronic image as the original document. Boxes of scanned documents will be delivered to CSC for storage.  The boxes will be maintained for one month which provides for complete auditing of all documents.  Each box will be affixed with a label which will include the batch number, scan date, and the scanner’s initials.  Boxes of scanned documents will be sent to the Customer Service Center via the Supply Courier to the attention of the File Maintenance Supervisor to await final audit.  Documents will be QCed by the QC3 Audit team using iCIS/OnBase to determine that scanned images match the original documents and are linked to the correct case in iCIS.  Boxes of scanned adult documents will be stored in a designated location in the File Room of the Customer Service Center until the disposal date has been reached.  Boxes of scanned juvenile documents will be stored separately in an area designated in the Camera Room until the disposal date has been reached. 

EVENT DRIVER:

· Disposal of Boxed Scanned Documents for 1/1/07 Initiative is deemed necessary.
PROCEDURES: 
1. Annotate each scanned box received on the Box Receipt/Disposal Log (maintained in paper form) maintained in the Transmittal Area.  An electronic version is maintained on the S:Drive.  Enter the scanner ID (AAA, BBB, etc.), the scan date and the received date.

2. Store scanned adult document boxes in designated areas in the file room.  Deliver scanned juvenile document boxes to the juvenile audit clerk in the QC area.

3. The File Room lead will be notified of batches eligible for disposal each month by the Public Records Manager.  This is determined by completion of the Stage 4 Audits by EDM-QC staff.

4. Dispose of adult documents in scan date order by placing them in locked, confidential recycle bins located in the transmittal area.
A. Check each Probate batch to ensure no Wills have been left in the scanned batches.  These are to be retained as exception documents.
B. If requested by the File Room Supervisor, watch for specific documents that may be missing from the monthly scanning as determined by the Stage 4 Audits performed by EDM-QC staff.
C. Retain the audit sheet from inside each box until the disposal of that box is complete.  This audit sheet is used to report any errors that may be found during disposal (Wills left in the batch).
D. Retain the batch slip from the outside of the box.  Deliver these to the File Room Lead at the end of the disposal day.

5. Disposal of Juvenile documents will be done by shredder.  Juvenile Audit staff will be notified when juvenile scanned documents are ready for disposal.
A. Remove each batch from the scan boxes.
B. Place in shredder.
C. Dispose of shredded documents in locked, confidential recycle bins.

6. Verify three (3) times per day that the bins remain locked.  Annotate the date and time(s) and your signature on the Lock Verification Log maintained in the Supervisor's office.
A. Verification must be completed at the start and end of each shift.
B. Verify that all bins are relocked prior to departing the loading bay.

7. International Paper will empty the full recycle bins on Mondays and Thursdays.  They will leave locked empty bins in their place.

8. Remove the labels from the empty boxes and return the boxes to the Transmittal area for re-use.  EDM supervisors can contact the File Maintenance and File Delivery Supervisors to request additional empty boxes.

POLICIES / RELATED DOCUMENTS:
· Supreme Court Administrative Order AO2006-96: Authorizing a pilot program in Maricopa County to dispose of paper case file records after replacement with electronic images and designating the electronic image as the original record
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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