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PURPOSE:

To provide instructions for Destruction of Non-Court Records.
OBJECTIVE:
· To destroy Non-Court Records consistently over time in accordance with policy.
GENERAL INFORMATION:
Pursuant to: A.R.S. §12-282 and Arizona Supreme Court Administrative Order 2006-29, certain Clerk of Court and court records are retained at the Customer Service Center (CSC) pending disposition by filming or authorized destruction.  Non-Court Records (NCR) will be destroyed at the beginning of the fiscal year that follows the end of the listed retention period. NOTE: July 1 marks the beginning of each fiscal year.
EVENT DRIVER:

· Destruction of Non-Court Records is required. 
PROCEDURES: 
1. Review the NCR Excel spreadsheet to identify those NCRs ready for destruction.  Research any questionable NCRs (i.e., missing records description, double location numbers, etc.).  Refer to the Retention Schedule (AO 2006-29) as needed for clarification.
2. Prepare NCR destruction letters and forward to the Public Records Administrator for review/approval.
A. List the following items on all letters:
a. Contents of NCR box.
b. Scheduled Destruction Date.
c. Number of boxes (in many cases, there will be several boxes with the same contents—list the total number of boxes here).
d. Location numbers of identified NCRs.

B. After review, the Public Records Administrator will forward the letter(s) to the applicable Deputy Director(s) or Administrator(s) for their review and approval.

3. Once the NCRs are approved for destruction, remove the applicable NCR(s) from the shelves, located in the rear of the file room.

4. To "destroy" the NCR, dump the contents into the locked gray recyclable bins located in the Transmittal Center's loading bay.
A. The gray bins are the only authorized receptacles used for the destruction of NCRs.
B. If the bins are full, notify the File Delivery Supervisor.  The bins are replaced on a weekly basis.
C. Remove the NCR label from the box. The label is used to update the NCR database.  Once the NCR database has been updated, forward ALL labels from Juvenile non-court record boxes to the Administrator, Juvenile Services.

5. Update the Microsoft (Access) database.
A. Access the NCR database.
B. Click on Enter/Update Non-Court Records.
C. Enter location number.
D. Place checkmark (click) into the Destroyed box (located on the right side of screen).
E. Enter the date destroyed and the individual's name that approved the destruction in the applicable box.
F. Click the binoculars button to continue with the next NCR or click Close to exit the database.

POLICIES / RELATED DOCUMENTS:
· Arizona A.R.S. 12-282: Custody of records filed; purging; destruction; microphotography; electronic imaging; evidence; withdrawal of voucher; exemption; child support information
· AZ Supreme Court Administrative Order 2006-29: Arizona Code of Judicial Administration § 3-402: Superior Court Records Retention and Disposition
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· NCR (MSAccess) database
REPORTS / FORMS:
· NCR Excel spreadsheet
DEFINITIONS:
· NCR: Non-Court Record
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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