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PURPOSE:

To provide instruction for General Scanning and Prepping Procedures of Adult Court Files.
OBJECTIVE:
· To provide the necessary guidance for General Scanning and Prepping Procedures of Adult Court Files.  
GENERAL INFORMATION:
Pursuant to Rules of the Supreme Court of Arizona, Rule 29 (C), Superior Court records shall be maintained and may be destroyed in accordance with approved retention and disposition schedules and Rule 94 (G), which states the requirements of this rule may be satisfied by computer-recorded or computer-generated documents, or with a photographic or electronic reproduction or image of the original record, provided adequate safeguards are employed for the preservation and integrity of such documents, and the public is afforded reasonable access to such documents.  
EVENT DRIVER:

· Adult Court Files are received to be scanned; General Scanning and Prepping of Adult Court Files is necessary to prepare them for scanning.
PROCEDURES: 
I. Common Prepping Procedures Regardless of Case Type:

1. Select a box of unprepared files from the staging area.
A. Select the lowest box number in the current number series (boxes are numbered in sequential order).
B. If a case number encompasses more than one box, take all boxes containing that case number.

2. Open the box and verify the contents by matching the beginning and ending case numbers with those written on the front of the box.
3. Record each case number on the Appendix sheet.  The Appendix sheet is located on the S Drive at: S:\Cust_Svc\CSC\Pre-2002 Documentation/Forms.  Process cases from the lowest to highest, keeping cases in numerical order.

4. Remove the documents from the prongs in the file.
5. Place the empty file folder in an empty box.
6. Count the number of documents in the file and note this on the Appendix sheet next to the corresponding case number.

7. Place the documents in ascending file date order.  When all of the documents are in order, the new complaint should be the top document on the stack, even if other documents were filed the same day.
8. Place a separator sheet between each document.

9. Remove the staples from each document.

10. Unfold all folds; remove paperclips, staples, etc. and remove all Post-It notes, regardless whether there is information written on it or not.

11. Do not separate any attachments or exhibits.

12. Do not tape up any punch holes.

13. Do not trim or cut off any corners.

14. Do not open returned mail that was not sent by the Clerk's Office.

15. Tape all papers that have a half sheet or smaller to a blank full sheet of paper or to the back of the preceding page of the document.  Tape both the TOP and BOTTOM of the paper down, from end to end.  If the document is two-sided, make a complete copy, starting with the backside and then the front.

16. Make photocopies of all envelopes that can't be fed into the scanner.

17. If a file has been consolidated or transferred, do not prep the flag sheet that is in the file. Prep the contents of the file as usual.
A. If there is nothing in the file except the flag sheet and a copy of the consolidation/transfer minute entry, prep the minute entry.
B. If there is nothing in the file at all, but the outside of the file indicates that it was transferred or consolidated, take the file to the project supervisor.
18. If a green certified mail card is attached to a document, remove it and tape it to the back of the last page of the document.  Only the front side of the card will be scanned.

19. For items that are too large or bulky such as sealed envelopes, newspapers, published materials, etc., complete an Unable to Scan flag sheet and insert it at the end of the document.  If the item is not an attachment to something else and has its own file stamp, make a photocopy of the first page of the item, if possible, and insert the flag sheet after the copy.  Prep the copy and the flag sheet as one document.  Remove the item that cannot be scanned and give it to the project supervisor.
20. If a document is of very poor quality and will result in an illegible scan, insert an Illegible Document flag sheet at the end of the document.  Consult with the supervisor for the appropriate use of this flag sheet.  If appropriate to use, your supervisor will provide the sheet.

21. Discard all carbon copies of documents and retain the original(s).  Carbon copies are not recyclable.

22. Replace all Exhibits/Attachment side tabs with an Exhibit/Attachment flag sheet.  Record the number or letter on the center of the flag sheet.

23. The initiating document, with the earliest file date, should now be on the top of the stack for that case.  The most recent document filed should be at the end of the case.
24. Thoroughly review each document for wrong numbers or misfiles:
A. Wrong Numbers: Each document should contain the same named plaintiffs(s) and defendants(s).  If the case number is the same, but the name(s) are different, the document may have the wrong number.
a. Attach a MISFILE/WRONG # NOTICE flag sheet to the document.
b. Date and initial the document and place it in the wrong number basket located in the project supervisor's office.  Verify the document is not an exhibit or attachment to another document prior to separating from the case.
B. Misfiles: If a document is found with a different case number and the names do not match, the document does not belong in the case being processed.  Attach a MISFILE/WRONG # NOTICE flag sheet to the document.  Initial and date the document and place it in numerical order in the Misfile basket located in the project supervisor's office.  Verify the document is not an exhibit or attachment to another document prior to separating from the case.
25. If the original file is unavailable and a temporary file exists, set the temporary file aside.
A. Place these files in the box marked Temp Files.
B. A temporary file consists of recent documents placed loosely in the file folder when the original file is unavailable.

26. Return all documents sealed by the court to the Discovery/Confidential department after copying the front cover.
27. Place the case number bar code sheet in front of the initiating document and then turn the stack face down.
28. Ensure all documents are aligned at the bottom edge for feeding into the scanner.
29. Prep the next case in the box using steps I.1 through 28. Continue prepping the case files until the box is completed.
30. Create batches, or bundles, of documents 3 to 4 inches thick. Each bundle should include several cases unless a case is very large.  A case should NOT be split into separate bundles.  Each box should contain 5 or 6 batches.  This is approximate and depends on the size of the files in the box.
31. When the documents are returned to the box, the papers will be facing up and all corners will be even and flush to bottom right corner for scanners.
32. On the Appendix sheet, record the case category, box number, the number of cases, the number of documents, the date and the prepper's name.  Save the completed Appendix in the folder on the S Drive at S:\Cust_Svc\CSC\Pre-2002 Documentation\Pre2002 ImagingAppendices\Pre2002.
33. Create an F-FRMD-1002: Batch Slip.  Once completed, place the batch slip in the box on top of the documents.
A. Include the box number which is the case type and the box number (Ex. CR001 for box 1).
B. Include the number of batches in the box.
C. Include the document count total from the Appendix.
D. Include your initials.

34. Save all file folders and place inside a separate box as each file is prepped.  Rubber band the file folders in a neat manner.  
35. When completed, take the prepped box to the staging area.  Ensure the boxes are in numerical order.
36. Locate the next available box for prepping and repeat steps I.1 through 33.
37. Check the misfile basket for any documents that might belong in files in your box.
II. Prepping Criminal Files (CR)

1. The initiating document or pleading for a Criminal file is usually, but not always, one of the following documents:
A. Grand Jury Indictment

B. Complaint

C. Direct Information
D. Information Sheet.

2. The initiating document will/may be stamped as New Complaint.  Place any document that has a file stamp older than the initiating document as the first document in the file.

3. If the Grand Jury cover sheet is the only item in the file, prep it to be scanned.  If it is not the only item in the file, leave it in the file folder and do not prep.
4. Discard the carbons on release questionnaires and other forms from a Criminal file prior to microfilming.
5. With cases involving multiple defendants, watch closely for AKA or "also known as".  The same individual can use several names.
6. If the complaint has multiple defendants listed but only one is underlined, circled or marked in some other way, only that defendant will be tried in the case.  This would be considered a single defendant case.
7. Cases may be transferred to the Superior Court from the lower court for competency hearings and then remanded back to the lower court for further processing.  Prep the case as it exists.
8. All documents with Superior Court exhibit tags must be forwarded to the Discovery and Confidential department for further processing.
A. Any document with a lower court exhibit tag (usually a sticker) must be left with the file and prepped for filming.
B. If there are any questions regarding these documents, contact the supervisor.
9. If the cover sheet is for a sealed document, a regular transcript, or deposition, leave it in the file and prep as a regular document.  Discovery and Confidential does not need to be notified in these instances.
10. The Disposition Report/Abstract Clerk Notes, printed on lavender or white paper is an internal only worksheet.  It should not be scanned and can be left in the file folder to be disposed of later.
11. If a yellow or white disposition sheet is found on the left side of the court file, remove the disposition sheet and place it in the disposition basket located in the supervisor's office.
A. If a blue disposition sheet if found on the right side of the court file, prep as is.
B. If a yellow disposition sheet is found on the right side of the court file, put it in the disposition basket.
C. If a white disposition sheet is found on the right side of the court file and does NOT have a clerk's name on the right hand side of box 27, place it in the disposition basket.
D. If a white disposition sheet is found on the right side of the court file and DOES have a clerk's name on the right hand side of box 27, prep as usual.
12. Confidential Criminal History coversheets may be printed on Goldenrod or White paper, and are usually attached to a Presentence Report.  Remove the Confidential cover sheet and any documents that follow the cover sheet and place it in the Anything Else basket located in the supervisor's office.
13. Transmittal Certification, Release Orders and Initial Appearance Documents (IAD); may consist of various documents that were transferred/remanded from Justice Court.
A. Documents with file date stamp will be processed from file stamp to file stamp.
B. Documents with no file date will be prepped as one document.

14. Thumbprints are found on sentencing minute entries.  Tape them down if it appears the sticker has lifted from the paper.
A. Tape only the top and bottom of the print.
B. Do not cover the fingerprint itself. 

III. Prepping Probate Files (PB)
1. The initiating document for a Probate file is usually, but not always, one of the following documents.  Additionally, as the law changes so will the captions:

A. Petition for Appointment of Guardian for a Minor

B. Petition of Letters Testamentary and Probate of Will

C. Petition for Appointment of Ancillary Administrator

D. Petition for Probate of Will and Letters Testamentary

E. Affidavit in Relation to Summary Probate under A.R.S. section 14-3973 and 14-3974.
F. Affidavit for Transfer of Real Property
2. All documents are left in file date order with the following exceptions:
A. Wills and Codicils. Place immediately behind the initiating document.
a. Wills and Codicils are stapled to the inside front cover of the first file folder.
b. Wills and Codicils must be removed for retention.
c. Remove the Will and Codicil and prep in a separate batch.
d. This will be scanned separately and retained.

3. Forward all documents containing exhibits tags to the Supervisor.
4. Forward all Depositions and Transcripts to the Discovery and Confidential department.

5. Follow all steps in I.
Common Prepping Procedures.

IV. Prepping Transfer/Transcript Judgment (T/TJ) and Small Tax (ST) Files
1. The initiating document for a Transfer Judgment file is usually, but not always, a Judgment rendered in a lower court and transferred to the Superior Court for recording and enforcement.
2. The initiating document for a Small Tax Case file is usually, but not always, one of the following documents:
A. Complaint and/or Tax Appeal

B. Notice of Property Tax Appeal
3. Follow all steps in I.
Common Prepping Procedures.
V. Prepping Lower Court (LC) Appeals Files

1. The initiating document for a Lower Court Appeal file is usually, but not always a Transmittal of Record on Appeal.  All documents from the Lower Court will be forwarded in a packet.
2. If a Yellow Disposition sheet is found in the file, remove it and place it in the basket in the supervisor's office.
3. LC files are often remanded to the originating court and original documents are sent back to them.  Prep the copies in the files as originals.
4. Follow all steps in I. Common Prepping Procedures.

VI. Prepping Tax (TX) Appeals Files

1. The initiating document for a Tax Appeal file is usually, but not always, one of the following documents:
A. Complaint and/or Tax Appeal

B. Notice of Property Tax Appeal
2. All documents sealed by the Court are to be returned to the Discovery and Confidential department after making a copy of the front cover.
3. Documents stamped with "LOCATION ONLY" are documents that are too large to fit into the file.  Retrieve the document from the Discovery and Confidential department and prep the document for scanning.  If the document cannot be scanned, prepare an Unable to Scan flag sheet.
4. Follow all steps in I. Common Prepping Procedures.
POLICIES / RELATED DOCUMENTS:
· A.R.S. Supreme Ct.Rules, Rule 29: Court Records
· A.R.S. Supreme Ct.Rules, Rule 94: Superior Court Clerks
· A.R.S. 14-3973: Small estates; summary administrative procedure
· A.R.S. 14-3974: Small estates; closing by sworn statement of personal representative
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· OnBase
REPORTS / FORMS:
· Appendix sheet

· Unable to Scan flag sheet
· Illegible Document flag sheet
· Exhibit/Attachment flag sheet
· MISFILE/WRONG # NOTICE flag sheet
· F-FRMD-1002: Batch Slip
DEFINITIONS:
· AKA: Also Known As

· CR: Criminal 
· PB: Probate

· T/TJ: Transfer/Transcript Judgment

· ST: Small Tax

· LC: Lower Court

· TX: Tax 

· IAD: Initial Appearance Document
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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