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PURPOSE:

To provide instructions for updating the microfilm vault inventory each time an original roll(s) of film is created.
OBJECTIVE:
· To update the microfilm vault inventory properly and consistently over time.
GENERAL INFORMATION:
Pursuant to Rule 29, Rules of the Arizona Supreme Court and AZ Supreme Court Administrative Order 2006-29, the Clerk may microfilm and dispose of records.  The microfilm vault inventory must be updated each time an original roll(s) of film is created.
EVENT DRIVER:

· An original roll(s) of film is created. 
PROCEDURES: 
1. Access the S:Drive to view and maintain the inventory spreadsheet or open Microsoft Excel and complete the following steps:
A. Click on the Folder in the toolbar or click File>Open.
B. Click on the drop-down menu and select the S:Drive.
C. Double click on Cust_Svc.
D. Double click on CSC.
E. Double click on Micrographics.
2. Double click on Microfilm Vault Inventory.
3. Click on the applicable tab (category) to record the roll(s).  Both the main page (tab) and the category tab must be updated.
4. Scroll down to the next available row (or locate the appropriate drawer number if replacing film) whichever is applicable, and record the following information:
A. Drawer #.
B. Category.
C. Beginning and Ending Case #.
D. Roll #.
E. Conf. (Confidential) - enter Y for "Yes" or N for "No".
F. Location - click on the cell and select the location from the drop-down menu.
G. Case status - enter any additional comments.
5. Click the disk in the toolbar or click "File", "Save" to save the updated information.
6. Carry the original roll(s) to the vault and place into the appropriate drawer.

POLICIES / RELATED DOCUMENTS:
· Rules of the Arizona Supreme Court, Rule 29: Court Records
· 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:
· S:\Cust_Svc\CSC\Micrographics\ Microfilm Vault Inventory
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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