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PURPOSE:

To provide instruction for Processing E-Mail Requests/ Transmittal Function.
OBJECTIVE:
· To provide the necessary guidance on how to complete processes for e-mail requests for delivering case files to court divisions and other agencies that require access to case files 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 and informs staff how to complete processes for e-mail requests for delivering case files to court divisions and other agencies that require access to case files. 

NOTE: This procedure is used for requesting Juvenile case files that cannot be accessed through OnBase.    
EVENT DRIVER:

· An e-mail request for delivering case files to court divisions and other agencies that require access to case files is received.
PROCEDURES: 
1. Open Outlook to access the File Room CSC Inbox.  
2. Click on the e-mail to open it (the unread e-mail(s) will be highlighted in bold).

3. Print each request by clicking on the Print icon on the Toolbar at the top of the screen.

A. Print two copies: one for the box to replace the file removed, and the other copy will be sent with the request.
B. Log each request located: S:\Cust_Svc\CSC\Pre-202 Documentation\Files Pulled from QC Pre 02 Scanning Project.
4. After printing, drag the request to the Inbox for the corresponding day (i.e., Monday requests in the Monday Inbox, etc.).

5. Pull the remaining requests of less than ten.  Send to the appropriate area.
6. If a file is not on the shelf, check File Tracking for its whereabouts.  
A. If the request shows In File, but is located elsewhere, forward a copy of the request to the appropriate location.  Inform the requestor that their request has been forwarded.
B. Use File Maintenance History to determine the file's location.  Locations include CSC, Files Confidential or on Microfilm (Files on Film).
7. After all files have been pulled and checked, En Route to their requestors, place the files on the long counter in the appropriate area (Durango, and Southeast Juvenile).  Files checked out to someone at CCB are checked out to those specific areas, not “EnRoute”.
8. Ensure all files are boxed and placed on the long table in Transmittal Area.  The pick-up times for files are as follows:
A. 8:15 - Northwest, Northeast, Durango Juvenile.
B. 8:15 & 1:15 - SEA, SE Juvenile.
C. 8:30 & 1:30 - CCB 
D. 4:30 - SEA drop-offs for CSC; this is the last run of the day.
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:
· Runners
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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