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PURPOSE:

To provide instructions for Receiving Non-Court Records/Requests for Non-Court Records.
OBJECTIVE:
· To direct staff on the appropriate receipting and maintenance of non-court records prior to disposition including how to process retrieval and delivering these records to the requestor when requested.
GENERAL INFORMATION:
Pursuant to: ARS §12-282 and Arizona Supreme Court Administrative Order 2006-29, certain Clerk of Court and specified non-court records are retained at CSC pending disposition by filming or authorized destruction.  
EVENT DRIVER:

· A request to process retrieval and deliver records to a requestor is received.
PROCEDURES: 
1. Receiving Non-Court Records:

A. Departments will send boxes for retention with the following information listed on the Records Center Storage Label:

a. Box No. (if applicable; used when department sends multiple boxes for storage).
b. Department Name.
c. Name of Preparer and Phone Number.
d. Dates Covered.
e. NC Description (not needed for our purposes, however many of the departments still use this for their internal use).
f. Total Retention Period in Years (this must be on the outside of the box).
g. Destruction Date - Month/Year.
h. Department Description - this section is used to describe the contents of the box.
B. Annotate the next sequential Location Number in the applicable area (Location Number) on the Storage Sheet.
C. Ensure the current date is recorded.
D. Attach the white copy to the outside of the box.
E. Ensure the assigned location number is clearly printed on the box.
F. Return the pink copy to the originator.
G. Once the information is inputted into the Access database, discard the yellow copy.
H. Open the Microsoft Access database (NON COURT RECORDS):

a. Click on the ENTER/UPDATE NON-COURT RECORDS button.
b. When the pop-up box (ENTER LOCATION) appears, enter the same location number from the Storage Sheet.
c. For new items, with the exception of the location number, the rest of the Data Entry screen will be blank. Enter the applicable information from the Storage Sheet (use all caps when entering information).
d. If you have multiple items to enter, click on the "binoculars" icon at the bottom of the Data Entry screen.  This will bring up the pop-up box again.  Repeat steps 1 H B and C as indicated above.
e. Once all new items have been successfully entered into the database, click on the Close button at bottom of screen to exit the screen.
f. Click Exit to close the database.

I. Place the box(es) on the shelves inside the Non-Court Storage area in the applicable storage locations.
2. Processing Requests for Non-Court Records:

A. Requests for non-court records will be sent via e-mail or by directly contacting the Section Lead or Public Records Supervisor.  The request should include the location number of the requested box.  If that is not part of the request, notify the requestor to include the location number (must have to pull the box).
B. Pull the box(es) from the Non-Court Records Storage area.
C. Prepare a Transmittal Sheet and record the requestor's name and office section. Include the location number of the requested non-court record(s). If there are multiple requests, complete a Transmittal Sheet for each box requested.
D. Open the Microsoft Access database (NON COURT RECORDS):

a. Click on the ENTER/UPDATE NON-COURT RECORDS button.
b. When the pop-up box (ENTER LOCATION) appears, enter the same location number of the requested box.
c. When the information appears, click on the CHECKED OUT BY: box and enter the name and work phone of the requestor.
d. Click on the DATE CHECKED OUT box and enter the date.
e. If you have multiple boxes to send, click on the "binoculars" icon at the bottom of the Data Entry screen.  This will bring up the pop-up box again.  Repeat this for the other boxes.
E. Once all requested boxes are checked out, click on the Close button at bottom of screen to exit the screen.
F. Click Exit to close the database.
G. Attach the entire Transmittal Sheet(s) to the outside of the box(es).  Place the box(es) in the CSC Transmittal area for pickup by the COC Shipping and Receiving couriers.
a. Once the box(es) are delivered, the pink copy(ies) of the Transmittal Sheet (signed by the requestor indicating receipt) will be forwarded by the couriers.
b. Maintain the pink copy of the transmittal sheet for our files.
H. Once the box(es) are returned:
a. Open the Access database.
b. Go to the Data Entry Screen, as indicated in steps 2 D, a-d above.
c. Click the DATE RETURNED: box.
d. Enter the date the boxes were returned.

POLICIES / RELATED DOCUMENTS:
· ARS 12-282: Custody of records filed; purging; destruction; microphotography; electronic imaging; evidence; withdrawal of voucher; exemption; child support information
· Arizona Supreme Court Administrative Order 2006-29: Arizona Code of Judicial Administration § 3-402: Superior Court Records Retention and Disposition
OTHER PARTIES INVOLVED:
· The General Public - any individual.
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· Storage Sheet

DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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