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PURPOSE:

To provide instruction for researching documents on film.
OBJECTIVE:
· To provide the necessary guidance for researching documents on film.
GENERAL INFORMATION:
Pursuant to ARS §12-283 the Clerk of the Court shall maintain and provide access to court records in accordance with applicable law.    
EVENT DRIVER:

· A request for a document that is stored on film is received.
PROCEDURES: 
1. When researching more than six documents, merge documents into a pile by case number.

2. Go to the Film Alcove and pull the needed boxes of film. Leave locator card in place of pulled box(es).

3. Bring box(es) to Viewer-Printer and select the first roll to view.

4. Turn on the Viewer-Printer and load the film according to the machine diagram.

5. Advance the film using the film speed control to display the image of the required document(s).

A. If the image is unclear, use the focus control to adjust the document until it is as clear and legible as possible.
B. If the image is either too small or too large, use the image size adjustment knob to resize the image.

6. To print the document, press the green button on the right-hand side of the Viewer-Printer. The copy will emerge from the front of the machine.

7. Repeat steps 4 and 5 as necessary, for all research documents.

8. When the research is completed, rewind film and return the box to the film cabinets. Be sure to retrieve the locator cards.
POLICIES / RELATED DOCUMENTS:
· A.R.S. 12-283: Powers and duties
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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