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PURPOSE:

To provide instructions for Microfilm Reproduction-Sorting.
OBJECTIVE:
· To ensure consistency and to promote accuracy when making copies from microfilm.
GENERAL INFORMATION:
Pursuant to Rule 28.1, Arizona Rules of Criminal Procedures and AZ Supreme Court Administrative Order 91-13, the Clerk may microfilm and dispose of records.  This procedure, a historical practice, is adopted to ensure consistency and to promote accuracy when making copies from microfilm.  Documents in a case file are microfilmed in reverse order of how they are placed in a hard copy file (documents are placed into a case file by file stamp date; i.e., the first image on the microfilm is the first document filed in a case while that same document filed in a hard copy file is located at the bottom of the filed documents).  This requires that the photocopied pages be sorted so the documents and pages will be arranged in the same order as a hard copy file and that the pages of each document are in proper sequence.
EVENT DRIVER:

· A request for making copies from microfilm is received. 
PROCEDURES: 
1. Begin the photocopy sequence with the lowest frame number of the microfilmed file in accordance with operating instructions of the type reader/printer being used. 
2. As each frame is positioned on the screen, determine if it is the first page of a document or a continuation page. 
3. As each photocopy is produced, remove the copy from the paper tray. 
4. Process the copy as follows: 
A. First page of a document – hold the copy and determine if there are more pages to the document. 
B. Only one page to document – place the copy face up on the work surface and on top of other photocopies. 
C. More than one page to a document – hold the first page, placing second and subsequent pages face up in sequential order beneath the first page. 
D. All pages of document photocopied – stack the pages face up on the work surface.

E. Place the stack on top of any other documents that have been photocopied. 
F. During step 4, if a substandard copy is produced, make another copy of the page and discard the substandard copy. 
G. Continue step 4 until all documents/pages have been photocopied. 
5. At this point, all of the documents/pages in the file should be arranged with the most recently filed document on top and the oldest filed document on the bottom. 
A. Ensure all pages of the document are in sequential order (first page on top).
B. Staple copied documents file stamp to file stamp. 
6. Forward the copies to cashier to provide to the customer.

POLICIES / RELATED DOCUMENTS:
· Rule 28.1, Arizona Rules of Criminal Procedures: Retention and Destruction of Records and Evidence
· AZ Supreme Court Administrative Order 2006-29: Arizona Code of Judicial Administration § 3-402: Superior Court Records Retention and Disposition (Replacing AO 91-13)
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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