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PURPOSE:

To provide instruction for ordering and exchanging files.
OBJECTIVE:
· To provide the necessary guidance on how to order and exchange case files to the Court Divisions and to other agencies that require access to case files correctly and consistently over time.
GENERAL INFORMATION:
Pursuant to ARS §12-282 and ARS §12- 283 the following procedure has been adopted informing staff how to complete processes to order and exchange case files to the Court Divisions and to other agencies that require access to case files.    
EVENT DRIVER:

· Files are required and must be ordered.
PROCEDURES: 
1. Ordering Files utilizing the File Tracking (FT2) system:

A. For 2001 and older case files, verify the file has not been scanned in COSC-A Inactive or regular OnBase.  If not, place file orders through FT2 for files needed within 24 hours or longer from the time ordered.  If the file has been scanned, alert the customer that the file is available electronically inactive OnBase.
B. Criminal 2004 - 2006 case files still exist in paper but should be accessed through the Electronic Court Record (ECR).  These are not to be ordered through File Tracking.
a. The only exception to ordering 2002 - 2006 case files is the EDM staff.
b. 2007-Forward case files DO NOT exist in hard copy.

C. If files are needed for 48 hours or 72 hours from the time of ordering (FT2 allows for pre-dating when files are needed), this should be designated as such so staff can prioritize pulling/delivery of files.
D. The County Attorney, Legal Defender, Legal Advocate, and some Public Defenders' do not have access to File Tracking and should order pre-2002 files via the Fileroom e-mail box, "Fileroom CSC" (2002 and beyond cases can be accessed through the ECR).
E. When requests for 2002 - 2006 files are received, the following reply is sent:


"Effective 1/1/07, the ECR is the official court record. The ECR is comprised of iCIS and OnBase. There are NO PAPER FILES for cases filed after 1/1/07. Case files from 2002-2006 have not been updated from 1/1/07 forward. We do not retain the paper documents after they're scanned."

If the requestor insists they need the file, forward the request to the Public Records Manager for resolution.
2. Ordering Supplemental Files: Supplemental files are additional volumes of original documents that have been filed after a case file has been microfilmed.  Part of the case is on film and part of the case is still hard copy in a supplemental file.
A. Supplemental files can be ordered through FT2.  FT2 will state if the case is on film or has a supplemental file by home location (on film: CASE ON MICROFILM; supplemental file: CSC-SUPPLEMENTAL).
B. If requesting via e-mail, indicate in the subject line that a supplemental file is being requested.

3. Ordering Files on Microfilm: 
A. If a reproduction of a file on film is needed, order the reproduction via the Files on Film CSC e-mail account.

B. When ordering files, be extremely precise. Indicate if the entire file(s) needs to be reproduced or only certain documents, either individually or after a certain date.
a. Numerous resources are used to reproduce files.  Because of the time consuming process, the more precise the request, the faster the request can be fulfilled.
b. Turn around time for reproduction requests is three (3) days.

C. If an entire file is reproduced, it will be placed in a blue folder with a case number label.  This blue folder MUST be returned to the File Room.
D. If only certain documents are reproduced, they will be delivered secured with prongs, but without a file folder.  The requestor may keep these documents or discard them after use.

4. Files That Are Out or Unavailable: 
A. If a file is checked out to another division, contact that division or department and make arrangements to borrow or retrieve the file.  For Fileroom assistance, use the Fileroom CSC e-mail account and indicate "File Exchange" in the subject line.
B. For files that are difficult to locate, use the Fileroom CSC e-mail account and indicate "Search for file" in the subject line.
C. For other assistance file searches, contact the File Room Supervisor.

5. Ordering Confidential and Juvenile Materials: Request confidential material and juvenile material via Files Confidential CSC e-mail account, or call 6-1431.  NOTE: These items are released ONLY to those customers who have authority to access them.   Confidential material includes juvenile files, juvenile transcripts, juvenile exhibits, Mental Health files, sealed files, and sealed documents.  (Note: Effective November 1, 2011, transcripts in all case categories are available in the Electronic Court Record.  Anything prior is available in OnBase under COSC-A Transcripts with the exception of Civil cases.
6. Exchanging Files: The division, department or individual to whom the file is checked out must perform the exchanged function.
A. Access FT2 by clicking on the desktop icon for FT2 Ordering.  Log in to the ordering screen.
B. At the initial screen, enter the case number of the file to be exchanged.
C. Click on the Exchange File button. The screen will show the exchanging division or department ID.
D. In the next box, enter the ID of the user receiving the file.  Click Send.  The File Tracking application will now be updated with the ID of the new user of the file.  
7. The Receivers File Tracking User ID is the first initial, last name of the Judge or individual to whom the file is being sent.
A. If the file is being sent to a department, instead of an individual, (i.e., Conciliation), use "ccconcil" (for downtown Conciliation) or "seconcil" (for Conciliation at Southeast).
B. For Court Administration: use "seadmin" for Southeast Court Administration; for downtown Court Administration, use "cvadmin", "cradmin", "fcadmin", or "pbadmin".
POLICIES / RELATED DOCUMENTS:
· A.R.S. 12-282: Custody of records filed; purging; destruction; microphotography; electronic imaging; evidence; withdrawal of voucher; exemption; child support information
· A.R.S. 12-283: Powers and duties
OTHER PARTIES INVOLVED:
· Court divisions
· Other agencies
· EDM staff
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· File Tracking (FT2) System
· iCIS
· OnBase
· email
REPORTS / FORMS:
· N/A
DEFINITIONS:
· Supplemental files: Additional volumes of original documents that have been filed after a case file has been microfilmed.  Part of the case is on film and part of the case is still hard copy in a supplemental file.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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