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PURPOSE:

To provide instructions for tracking and transferring adoption cases.
OBJECTIVE:
· To track and transfer adoption cases properly and consistently over time.
GENERAL INFORMATION:
Pursuant to AZ Supreme Court Administrative Order 2006-29, Adoption cases must be transferred to Arizona State Library Archives Public Records (ASLAPR).  At the end of the retention period, all files, records, reports and other documents that are 100 years or older must be transferred annually to State Archives in accordance with current statute.
EVENT DRIVER:

· An adoption case must be tracked or transferred. 
PROCEDURES: 
1. Review the Microfilm Vault Spreadsheet located in Excel program:
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.
F. Double click on Microfilm Vault Inventory Spreadsheet.
G. Adoption rolls can be found in drawer cabinet 17 -20, 62 and 338.

2. Once the Adoption rolls are identified, transfer them to State Archives.
3. Supervisor must contact the ASLAPR Division Director for approval in transferring the records for permanent retention.
4. A notification for pending transfer of these items is sent to State Archives via the web site at www.azlibrary.gov/arm/schedules-standards-forms-and-guidance.
A. Select Archives and Records Management Forms.
B. Under Archives (Permanent Records Transfers to State Archives), select Agreement to Transfer Records.
C. Fill out 1a - b, 3a, 3b - 10.
D. Do not make any entries in the shaded area as this is for State Archives to fill out.
E. Supervisor must sign and date the form.
F. The supervisor or manager will make arrangements for pick up.
5. The courier from State Archives will sign a copy of the form and take the original for the Director, History of Archives Division to sign and return at a later date.
6. Maintain the signed copy in the binder titled, "ASLAPR Notifications" located in the QC/Micrographic's supervisor's office, until the original is returned.
POLICIES / RELATED DOCUMENTS:
· 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
· www.azlibrary.gov/arm/schedules-standards-forms-and-guidance
REPORTS / FORMS:
· Microfilm Vault Spreadsheet
· ASLAPR Notifications binder
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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