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PURPOSE:

To provide instruction for QC 2002-2006 Audit Procedure (Document Disposal).
OBJECTIVE:
· To provide the necessary guidance to give reasonable assurance that any hard copy originals to be disposed of have been scanned, indexed accurately and placed in the Electronic Court Record (ECR) prior to disposal, and that all scanned images are suitable for archival purposes.  
GENERAL INFORMATION:
Pursuant to Rules of the Supreme Court of Arizona, Rule 29 (C), Superior Court records shall be maintained and may be destroyed in accordance with approved retention and disposition schedules and Rule 94 (G), which states the requirements of this rule may be satisfied by computer-recorded or computer-generated documents, or with a photographic or electronic reproduction or image of the original record, provided adequate safeguards are employed for the preservation and integrity of such documents, and the public is afforded reasonable access to such documents.  The following procedures are designed to give reasonable assurance that any hard copy originals to be disposed of have been scanned, indexed accurately and placed in the Electronic Court Record (ECR) prior to disposal, and that all scanned images are suitable for archival purposes. An extensive quality assurance review will be conducted prior to destruction of any original documents. This project began with the auditing of 2002 FN case files.  
NOTE: This process began as a pilot.  The following procedures may be revised as needed.

EVENT DRIVER:

· 2002-2006 documents are deemed ready for destruction.  This is the last quality check before destruction.  
PROCEDURES: 
1. The file room will box and move files to the QC area.
A. The file audit group will audit one box at a time, pulling the boxes in numerical order.
B. The file audit group will review the files in the box and note any missing files.  This will then be posted in the appendix (i.e., FN2002-00000 does not exist).
2. FILE AUDIT: Create an appendix for each box audited.
A. A master appendix file should be saved to the H drive.
B. Open the master appendix file.
C. Enter the required information, including: the case type, number of files in box, and the box number.
D. Beginning with line one, enter the case number for each case to be audited.
E. Before the end of the day, save the open file to the S:Drive.  To do this:
a. Go to Fil
b. e in the toolbar at the top of the page.
c. Select Save As.
d. Select S Drive.
e. Select Cust_Svc.
f. Select 2002-2006 Audit.
g. Select the appropriate case type (i.e., FN 2002)

3. Compare the contents of the file with the images in OnBase only.
4. Verify that each document in the file bears the same party caption and case number.  Set aside any misfiles.  Put documents in file date order as you do this verification and review the documents to ensure there is nothing in the file that should not be there (Example: the confidential criminal history attached to the PSR, or a disposition report that has not been completed).  This can be accomplished by quickly flipping through the pages of the file.  Set aside anything that is found.  Place in the appropriate baskets located in the supervisor's office after completion of the box.  Indicate this information in the appendix:

A. A document in the file that is not scanned, even if it is already scanned under the wrong keywords.
B. Misfiles and wrong numbered images.
C. Documents that are scanned together.
D. Missing pages when it is obvious that pages are missing, like the first page.  We are not counting pages or verifying that all pages are scanned except for a bindover (BIN) or sentencing minute entry.

5. Consolidations and transfer case numbers will be noted on the outside cover of the file and will have a flag sheet in the file.
A. If a file has been consolidated or transferred, indicate the consolidated or transferred case number in the appendix.
B. If the case was transferred to another number, there should be no documents in the file except for a copy of the transfer minute entry and the flag sheet.
6. Completion of the Audit: After the completion of the audit of all files in the box, print two appendix sheets.  
A. Place one appendix sheet in the box with the completed files.
B. Place the other appendix sheet (with re-scans attached) into the basket marked for EDM-QC to be reviewed by the Auditor.  These are routed to EDM-QC staff for correction (send an e-mail for electronic corrections).
POLICIES / RELATED DOCUMENTS:
· A.R.S. Supreme Ct.Rules, Rule 29: Court Records
· A.R.S. Supreme Ct.Rules, Rule 94: Superior Court Clerks
OTHER PARTIES INVOLVED:
· EDM-QC
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· OnBase
REPORTS / FORMS:
· Appendix Sheet
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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