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PURPOSE:

To provide instruction for Prepped Box Audits-QC3 (Link Audits).
OBJECTIVE:
· To provide the necessary guidance on how to insure that staff are meeting quality standards prior to the documents being scanned.
GENERAL INFORMATION:
Pursuant to Rule 29(c), Rules of the Arizona Supreme Court, Superior Court records shall be maintained and may be destroyed in accordance with approved retention and disposition schedules.  The purpose of the prepped box audits is to insure staff are meeting quality standards prior to the documents being scanned.  Boxes should be in numerical order and all documents should be in file date order.  Watch for exhibits or attachments to documents that may/will have an older file date or different case number.  Refer to the prepping procedure if you come across anything unusual.  If the issue is not addressed in either document, refer the issue to the Supervisor.  
EVENT DRIVER:

· Prepped Box Audits-QC3 (Link Audits) are deemed necessary.
PROCEDURES: 
1. Retrieve the most recent box prepped by the prepper.

2. Check for staples, paperclips, and folds on documents that affect text, tears that could worsen in the scanner, Post-It Notes that could dislodge in the scanner, etc.

3. Cases should be audited in numerical order.  Review the Appendix sheet as each case is audited.  Ensure the preppers name, box number, number of cases, and date prepped are annotated on the Appendix sheet located on S:\Cust_Svc\CSC\Pre-2002 Documentation\Pre 2002 Imaging Appendices.

4. Record all errors on the F-FRMD-1003: Prep Audit Sheet.

5. Review the box label to ensure the beginning and ending case number is correct.

6. To begin the audit process:

A. Remove the first stack of documents from the box.
B. Verify that the case number on the bar code sheet is correct.
C. Thoroughly scan each document for staples, tears, folds, file date order, misfiles, wrongly numbered documents, documents missing the first page, missing or duplicate separator sheets, and any other items which may affect the case or cause damage to the scanners.
D. Randomly verify the File Prep Appendix count against the physical document count to ensure accuracy along with the batch slip.
E. Follow steps 6(A through D) for the remainder of the box.

7. As errors are found, record the error in the appropriate section of the audit sheet.  Ensure all statements are precise and legible.

8. Add the total number of errors found in the box and make a notation at the top of the audit sheet.
A. E-mail the original to the supervisor and print out a copy for the prepper.
B. Return the box to the prepper along with a copy of the audit sheet.

9. If there were no errors, return the box to the staging area and notify the supervisor.
POLICIES / RELATED DOCUMENTS:
· A.R.S. Supreme Ct. Rules, Rule 29: Court Records
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· S:\Cust_Svc\CSC\Pre-2002 Documentation\Pre 2002 Imaging Appendices
REPORTS / FORMS:
· Appendix sheet

· F-FRMD-1003: Prep Audit Sheet
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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