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PURPOSE:

To provide instruction for ordering files for Fugitive Safe Surrender.
OBJECTIVE:
· To provide the necessary guidance on how to order files for Fugitive Safe Surrender correctly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. 12-282 and A.R.S. 12-130, the following procedure has been adopted to inform staff how to process case files for delivery to the Court Divisions that require access to case files for Fugitive Safe Surrender events.    
EVENT DRIVER:

· Files are required for Fugitive Safe Surrender and must be ordered.
PROCEDURES: 
1. File Requestor:
A. Determine case number(s) of file(s) to be requested.
B. Send request via e-mail to the Outlook CSC-Safe Surrender e-mail box.  Include each case number, case year and defendant identifier (in numerical order) from the oldest file to the most recent file.

2. File Room Staff:
A. Access the Outlook CSC-Safe Surrender e-mail box at least every 30 minutes.
B. Print the requests.
C. Pull each file listed.
D. If the file is not available, access File Tracking to determine the location of the file.  If the file is out to another user, note the user/location on the printed list.
a. If the file is needed by the requestor, except on Saturdays, make every effort to retrieve the file.
b. Indicate in the subject line of the forwarded e-mail that the request is for Fugitive Safe Surrender.
c. If more than one file is requested, highlight the case number(s) for those files kept on film.
E. If the requested file(s) are sealed files, forward the e-mail to the Files Confidential-CSC e-mail box.
a. Indicate in the subject line of the forwarded e-mail that the request is for Fugitive Safe Surrender.
b. If more than one file is requested, highlight the case number(s) for those files located in Discovery and Confidential (D&C).
F. If the file is only available on film, forward the e-mail to the Files-On Film – CSC e-mail box.
a. Indicate in the subject line of the forwarded e-mail that the request is for Fugitive Safe Surrender.

b. If more than one file is requested, highlight the case number(s) for those files kept on film.

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. 12-130: Place of holding court; accommodations
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Email
· 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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