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PURPOSE:

To provide instruction for Scanned Missing Documents.
OBJECTIVE:
· To provide the necessary guidance to duplicate a paper document recreated from the previously imaged document correctly and consistently over time.
GENERAL INFORMATION:
In accordance with ARS 12-282 (A) the clerk shall keep and dispose of all books, paper and records which may be filed.  If a document is found to be missing, either by a customer or during an internal audit, a duplicate of the paper document shall be recreated from the previously imaged document as defined by Arizona Rules of Evidence, Rule 101. 

EVENT DRIVER:

· A document is found to be missing, either by a customer or during an internal audit.
PROCEDURES: 
1. Public Records Counter Supervisor/File Maintenance Supervisor: 
A. Access iCIS/OnBase to locate the scanned file.

B. Print the missing document. 
C. Stamp the upper middle portion of the document with the OnBase Copy stamp.

D. Stamp the document with the red Duplicate Original stamp in the upper right corner.

E. File the stamped duplicate into the case file in date file order. 

2. File Maintenance Supervisor: 
A. Continue all available means to locate the missing original document. 
B. Upon locating the missing original, remove the duplicate reproduced from OnBase from the file. 
C. Replace it with the original document. 
D. Discard the duplicate.
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
· Arizona Rules of Evidence, Rule 101: Scope; Definitions
OTHER PARTIES INVOLVED:
· Customer
· Internal Auditor
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· iCIS
· OnBase
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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