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PURPOSE:

To provide instruction for Reshelving Files.
OBJECTIVE:
· To provide the necessary guidance to ensure that all case files that are out to customers, including court divisions and other sections, are checked-in through the File Tracking System (FT2) before they are returned to the shelf correctly and consistently over time.
GENERAL INFORMATION:
Pursuant to ARS §12-282 all files must be maintained by the Clerk of the Court.  This procedure is adopted to ensure that all case files that are out to customers, including court divisions and other sections, are checked-in through the File Tracking System (FT2) before they are returned to the shelf.  Staff assigned to the Fileroom will only reshelve case files that they personally checked in unless otherwise directed by the Fileroom Supervisor. 

EVENT DRIVER:

· A returned file is received.
PROCEDURES: 
1. A basket, a pen and a daily task sheet will be needed for this task.

2. Files that are ready to be put away will be on the conveyor in boxes or already in a basket cart.  Put the files in order by year and case number.

3. Count the number of files and enter the number of files, the category, and your starting time on the daily task sheet.

4. Access File Tracking on a computer.

A. Click on Process.
B. From the drop down menu, click on Check-In.
C. When the check-in screen appears, click on the correct home location in the drop down menu that appears (most often it will be Customer Service Center).
D. Using the scan gun, scan the barcode on each file, making sure that it processes and checks in the file.  A confirmation "ding" from the computer and the case number appearing in the gray process box indicates the file has been checked in.

5. Scan the barcode on each case file to be reshelved.

6. Go to the area that corresponds to the case type to put the case file away.

7. Check the file number to be reshelved and the file numbers on the shelf to make sure you are in the right location.
8. Place the file to be reshelved in the correct numerical order on the shelf, i.e., CV 9900123 goes between 00122 and 00124.
9. If there is a blue temporary folder on the shelf where the file belongs, remove it from the shelf.

A. Compare the case number and the names on the documents in the temporary folder to the case number and names in the file.
B. If they match, place the documents in the file on the metal prongs in file date order, oldest date on the bottom and newest date on top. Sometimes this will mean removing some documents from the file to place the temp file documents under what is already in the file.
C. Replace the documents on the metal prongs and reshelf the file.

10. When reshelving a multi-volume file, place the volumes on the shelf in order; i.e., volume 1, 2, 3, etc.  If you are reshelving a multi-volume file and the last or "minus" volume (look for minus sign) is not there but a temporary folder is, leave the folder on the shelf.  Temps are to be removed only if the last volume is being reshelved.

11. When the basket is empty, enter the time you finished on the daily task sheet.

12. Repeat the process.
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
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· File Tracking System (FT2)
REPORTS / FORMS:
· Daily Task Sheet
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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