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PURPOSE:

To provide instructions for Microfilm Retrieval and Refile.
OBJECTIVE:
· To account for and control Microfilm rolls to ensure timely and comprehensive support to customers.
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.  Microfilm rolls must be accounted for and controlled to ensure timely and comprehensive support to customers.  The Computer Aided Retrieval System (CARS) serves as a computerized aid in determining what if any part of a file is on microfilm.  Records filmed prior to 1989 are not on CARS.   They are maintained in numerical order by case type.
EVENT DRIVER:

· A request for making copies from microfilm is received. 
PROCEDURES: 
1. Access CARS.

2. Keep “Location” at “All”.

3. Enter the year of the case, if applicable, (i.e., 1988, 1994, etc.). For cases prior to 1988, do not input the year.

4. Enter the case number and click “Search”.

5. Record the “Roll #” and “Frame #” on the Request Form.

6. Proceed to the Film Alcove and locate the storage cabinet containing the case type and the exact cabinet by: 

a. Box number if file is in CARS. 
b. Case number if the file is not in CARS. 
7. Pull the box of film from the appropriate cabinet drawer, placing a Red Card in its place. 
8. Place the roll of film in the carrier and insert the carrier into the microfilm reader/printer.

9. Locate the appropriate frame number and make copies of the requested documents.
10. Immediately refile a roll of microfilm after making copies by replacing the box of film with the label up and writing oriented to the front of the drawer, removing Red Card.

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:
· Computer Aided Retrieval System (CARS)
REPORTS / FORMS:
· N/A
DEFINITIONS:
· CARS: Computer Aided Retrieval System 
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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