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PURPOSE:

To provide instruction for placing files into Search Status.
OBJECTIVE:
· To provide the necessary guidance on how to search for and document the search for files that cannot be located correctly and consistently over time.
GENERAL INFORMATION:
Pursuant to ARS 12-282, Rules of Civil Procedure, Rule 74 (i), and Superior Court Administrative Order 2001-049, the Clerk of the Court shall maintain and provide access to court records in accordance with applicable law.  This procedure is adopted to direct staff how to search for and document their search for files that cannot be located.  This procedure should only be used when files are requested through the Internet site.    
EVENT DRIVER:

· A search for files that cannot be located is necessary.
PROCEDURES: 
1. Print the Pull List to complete the Pull List process. 

2. Search the file room shelves and the returned files to verify that a file is missing.  The File Tracking application will display that a missing file is In File. 

3. The next screen will display the Delivery List.  The available actions are: Check Out, En Route, In Use, or Search. 

4. Select the Search action for any missing In File files. 

5. Print the Delivery List.  It will show Search in the Action column for any files that were put into the Search mode. 

6. There are three ways to remove a file from Search status. 
A. The file is requested on a Pull List.  The file is located and the action on the delivery list is changed to En Route or Check Out. 
B. The file is located and checked in. 
C. The file is located and checked out directly to the Requestor. 

7. In the History Search window, enter the missing case file number and press Tab to display the Search status, requestor’s name, requestor’s telephone number, and the date the file was placed into Search status.  Do not call the requestor regarding a file in Search status. 

8. A Volume Search List report is also available.  To access this report, go to the Reports option on the Menu bar and select Volume Search List. 
9. Select a specific home location or leave blank. 
10. If the box is left blank, files on search status at all home locations will appear. If a specific home location is selected, only files for that location in search status will appear. 

11. Once a file has been changed from Search status to Checked Out, En Route or Checked In, the file will not appear on the Volume Search List.
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
· 16 A.R.S. Rules of Civil Procedure, Rule 74: Powers of arbitrator; scheduling of arbitration hearing; permitted rulings by arbitrator; time for filing summary judgment motion; receipt of court file; settlement of cases; offer of judgment
· Superior Court Administrative Order AO 2001-049: Time Frame for Files and Maintenance Protocol

OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· File Tracking
REPORTS / FORMS:
· Pull List
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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