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PURPOSE:

To provide instruction for Enrouting Files to Other Facilities.
OBJECTIVE:
· To provide the necessary direction to ensure that Enrouting Files to Other Facilities are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to ARS §12-282 and ARS §12-130 case files are maintained by the Clerk of the Court at CSC and other locations as determined by policy.  This procedure directs staff to enroute case files to other locations including SEA, NER, NWR and Juvenile facilities.  Case files routed from one facility to another should not be checked out through File Tracking.  These case files should be enrouted to the receiving facility. 

EVENT DRIVER:

· Enrouting Files to Other Facilities is deemed necessary.
PROCEDURES: 
1. Access File Tracking.
2. Click on Process.

3. Click on Check Out/Exchange.

4. Enter the requestor's name (last name, first name) into the Requestor box.

5. Press the Tab key which moves the cursor to the Department box.  The requestor's department should display automatically.  If the department does not display, click on the drop down button and chose the appropriate department.

6. Click on the Enroute To box.  Click on the drop down button and scroll through the listing to select the receiving location.  Once found, click on that location.

7. Click on the Case # box and either scan the case file with the hand-held scanner or manually enter the case number.  When using the hand-held scanner, scan the bar code on the case file.  This will automatically check out the volume.

8. Once all files have been successfully routed, click on Close to exit.
POLICIES / RELATED DOCUMENTS:
· ARS 12-130:  Place of holding court; accommodations
· ARS 12-282: Custody of records filed; purging; destruction; microphotography; electronic imaging; evidence; withdrawal of voucher; exemption; child support information 
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· File Tracking
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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