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REMOVE THE OLD PAGE AND I N S E R T  THE R E V I S E D  PAGES. 



INTRODUCTION 

This New Jersey Municipal Court Procedures Manual has 
been authorized by the Administrative Office o f  the Courts 
to assist municipal court judges and clerks. The Manual 
was prepared by the National Center for State Courts and a 
committee of court clerks under the guidance of the Municipal 
Court Services Unit of the Administrative Office o f  the 
Courts. Municipal court clerks from every vicinage reviewed 
this Manual for applicability. 

performance of municipal court operations. Except where 
indicated, the procedures outlined are not mandatory but 
reflect preferred practice. The format of the Manual also 
enables courts to adapt it to their individual needs. 

This Manual replaces the New Jersey Municipal Court 
Manual. It will be periodically updated so that it remains 
current. Comments or suggestions to improve the Manual will 
be appreciated and an update form is included in the Manual 
.to enable court clerks to -make suggested changes. 

The Procedures Manual is a practical guideline for the 

Robert D. Lipschir 
Adm i n.i strati ve D i rector 
of the Courts 

April, 1985 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

PREFACE 

In Spring 1984 the Administrative Director of the New Jersey 

Courts contracted with the National Center for State Courts, 

Northeastern Regional Office for the development of a procedures 

manual for municipal court clerks in New Jersey. This project was 

initiated as a result of work of the education committee of the 

Municipal Courts Improvement Project, which recognized the need for a 

manual to provide a guide to uniform procedures statewide. 

anticipated that this manual will be an effective tool to aid in 

improving the efficient operation of the municipal courts in the state 

of New Jersey. 

It is 

. In order to fulfill this assignment, a group of municipal court 

clerks was selected to represent courts of varying volume and 

geographical areas throughout the state. These clerks, along with AOC 

staff associated with the Municipal Court Improvement Project and with 

Municipal Court Services, composed a committee which would review 

drafts of the manual. Visits to court sites were made by National 

Center staff to document procedures. The initial drafts were then 

reviewed by the committee to develop a draft of procedures that could 

be applicable statewide. Subsequent drafts were also reviewed by 

additional clerks (cluster group chairpeople) to ensure the manual's 

applicability. Once the review committee had completed its task, the 

manual was reviewed by Municipal Court Services for legal accuracy, 

ii 
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administrative policy, and for merger of appropriate material from The 

New Jersey Municipal Court Manual. This New Jersey Municipal Court 

Procedures Manual now replaces the earlier manual. 

The manual has several purposes: 

1. To describe the procedures by which cases in municipal 
court are being processed: 

2. To suggest guidelines for reference as a possible 
administrative aid; 

3. To serve as an educational training tool for personnel: 

4. To serve as the basis for discussions of improved 
procedures. 

This manual is not intended to mandate uniformity nor to 

rigidify any particular practice. Nor should it be seen as 

superseding or altering the authority of the judge as it relates to 

in-courtroom clerk activities. 

In order for this manual to remain useful it must remain current 

and relevant. For that reason, there will be periodic review and 

revision, coordinated by the AOC. An update form appears on the 

following page for those wishing to suggest changes for future 

Eevisions. 

iii 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

PROPOSED CHANGE* 

Court Division 

following change: 

--Secti-on name: - -  - 

Page: 

Subsection: 

Proposed change: 

Reason for change: *- . - Rule-:- 
Statute: 

Other: 

I 

Submitted by: Date: 

Court : Telephone: 

*Reproduce as necessary 
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MANUAL, FORMAT 

This manual is designed to permit questions on procedure to be 

answered quickly and easily. 

subsections, with further breakdowns as necessary to facilitate 

Each major section is divided into 

access. Subsection numbers have also been assigned for quick 

reference. An index, found.at the end of the manual, supplements 

the detailed table of contents. . 

A sample of the procedure descriptions format appears on the 

following pages. 

is the column labeled "Comments," which should be used to adapt 

Perhaps the most important feature of the format 

the 

manual to each court's individual situation at the direction of the 

clerk. A blank format page is provided in this section for 

duplication as necessagy to include additional documentation and to 

0 . allow for variations. 

A list of forms used is provided. Certain forms, referred to as 

Exhibits, have been reproduced for inclusion in Appendix A. 

The Clerk may find it useful to insert in the manual a sample 

completed form from a closed case, blocking out names, to serve as 

an example for new personnel. Another useful practice is to enter 

the docket number of a case-type not encountered frequently for 

reference. 

V 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. Major Division 
1.0 Subdivision 

SECTION PROCEDURE 

DATE : date of draft or 
revision 

REFERENCE COMMENTS 

1.1 Decimal number assigned 
to section keyed to 
table of contents 

Introductory paragraph 

Step-by-step procedures 

Statutory rule, 
administrative 
directive or 
official form 
and exhibit 
reference 

NJSA (New Jersey 
Statutes Annotated) 

Stipulation .R: New Jersey Court 

a. Enter heading in- 
Rules 

formation: SRM (The Sound Recording 
and Administrative 
Regulations Governing 
Sound Recording in the . 

1.2 

1. case name New Jersey Courts) 

2. case number 

b. Have attorney sign 
form. 

c,. Place form in case file. 

Note: Special requirement 
or explanatory material. 

vi 

. This column is 
to be used to 
tailor the 
manual to 
individual 
needs. E . g . ,  
"Courtroom 
clerk's 
(Mary * s ) 
function", 
"File alpha- 
betically, n o t  
by return 
date" , "Give 
to Sue". 

. . . . .  . . .  . . . . . .  . . .  . . . . . .  . . . . .  . . . . . .  , . : - :: . . . .  . .  . .  . .  , 
I . .  
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
1.0 General Procedures DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

1.1 Court Disposition Reporting Form 
( CDR 1 

The complaint-summons forms NJSA 53:l-18 
used in all indictable, 
disorderly persons offenses and 
petty disorderly persons 
offenses are the CDR-1 and 
CDR-2. These forms establish 
uniformity throughout all 
municipal courts statewide and 
are used to report the 
disposition of cases to the 
State Bureau of Identification 
(SBI). These forms and 
instructions are obtained from 
the State Police; and inquiries 
may be addressed to New Jersey 
State Police, State Bureau of 
Identification, West Trenton, 
N . J .  08625. The only exception 
to this is the special 
ticket-sized form of Complaint 
and Summons used in 
non-indictables when the officer 
deems it unnecessary or 
inappropriate to make an 
arrest. See 1.2.2.1. 

The CDR-1 and CDR-2 are six-part Ex. 1 
forms, color-coded and carbon Ex. 2 
inter-leaved. 

The six-part set, with matching 
serial numbers, contains the 
following: 

1. "Original" (white), is 
retained by the court 
except in the following 
cases: 

-1- 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
1.0 General Procedures DATE: 3/05 

SECTION PROCEDURE REFERENCE COMMENTS 

1.1 e when the complaint is 
Cone . referred to the county 

prosecutor 

e on appeal to the 
superior court, when 
it is forwarded to the 
county clerk 

e if a juvenile is 
involved , it is 
forwarded to the clerk 
of the Family Part, 
Chancery Division 

2. "SBI Copy" (yellow) is 
mailed to the State Bureau. 
of Identification at the 
conclusion o f  the 
proceedings in the 
municipal court. 

3 .  "Court Copy" (pink) is 
retained by the court 
unless the commitment 
section on the reverse side 
is used either for direct 
jail sentence or for 
default of payment of fine 
and costs: this form is not 
to be used for commitment 
in default of bail. 

4. "Defendant's Copy" (green) 
is given to the defendant 
when he is given.a summons 
or as soon after arrest as 
possible. 

-2- 



N E W  JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
1.0 General Procedures DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

1.1 5. "Return of Service and 
COQt Identification" (blue) is 

given to the law 
enforcement officer for 
service and return. When 
making the return, the 
officer must fill in the 
appropriate space for the 
service of the summons and, 
in the event of an arrest, 
must complete the return 
for the arrest and sign it. 
The officer must complete 
the attached "Police 
Identification of 
Defendant" stub, which is 
then attached by the court 
clerk to the "SBI" (yellow) 
copy before mailing. (See 
I. 2.2.3, 'd'). 

6. "Superior Court Copy" 
(white) is to be sent to 
the criminal assignment 
clerk within 48 hours of 
the complaint being signed 
if an indictable offense is 
involved or is required by 
procedures set forth for 
the speedy trial program in 
a particular county. 

Only one defendant can be 
charged on one complaint. Up to 
three offenses can be charged on 
one form, provided they arose 
out of the same set of 
circumstances. Also, a 
disorderly persons offense or a 
petty disorderly persons 

-3 - 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
1.0 General Procedures DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

1.1 offense cannot be alleged on the 
Cont. same form as an indictable 

-offense. See B. 3:7-6, 
permitting joinder of indictable 
offensesr is subject to these 
limitations. 

The CDR provides for the 
following: 

0 

0 

0 

0 

e 

0 

e 

e 

It 

Complaint 

Summons or Warrant 

Plea 

Judgment and Sentence 

Other court action or 
disposition 

Bail information 

Waiver of Indictment and 
trial by jury 

Commitment for custodial 
sentence 

Police return for arrest or 
service of a summons 

Police identification of 
the defendant 

is the responsibility of the 
court to determine whether a 
CDR-1 or CDR-2 is to be used. In 
general, the summons (CDR-1) 
rather than the warrant (CDR-2) 
should be used. The following 

-4- 
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N E W  JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
1.0 General Procedures DATE: 3 / 8 5  

SECTION PROCEDURE REFERENCE COMMENTS 

R. 3:3-1 
R. 3 ~ 4 - 1  

1.1 criteria should be used in - 
Cont. determining whether to use the - 

CDR-2 (warrant) instead of the 
CDR-1 (summons): 

1. the individual has 
previously failed to 
respond to a summons; 

2. the officer has reason to 
believe that the individual 
is dangerous to himself, to 
others or to property; 

outstanding arrest warrants 
for the individual; 

3. there are one or more 

4, the prosecution of the 
offense or offenses for 
which the individual has 
been arrested or the 
prosecution of any other 
offense or offenses would 
be jeopardized by the 
immediate release of the 
individual; 

5. the individual cannot 
provide satisfactory 
evidence of personal 
identification; 

6. the officer has reason to 
believe the individual wi.11 
not appear in response to a 
summons; or 

7. the individual demands to 
be taken before a judge. 

- 5- 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
1.0 General Procedures 

SECTION PROCEDURE 

DATE: 3 / 8 5  

REFERENCE COMMENTS 

1.1 The following information must 
Cont. appear on the CDR: 

e defendant's name, 
address and date of 
birth 

0 date of arrest 

e complainant's name, 
address and affiliation 

9 date of offense 

e charge information 

a- Check charge information 
- section by referring to New 

Jersey Statutes Annotated . 
for  statute number and New 
Jersey Code of Criminal 
Justice Training Manual for 
proper language and to make 
sure violation conforms to 
statute. 

b. Swear in complainant by . 
administering oath: 

"DO YOU SOLEMNLY SWEAR THAT 
THE INFORMATION CONTAINED 
IN THIS COMPLAINT IS TRWE 
TO THE BEST OF YOUR 
KNOWLEDGE AND BELIEF?" 

OPTIONAL: "DO YOU AFFIRM 
AND SINCERELY DECLARE THAT 
THE INFORMATION CONTAINED 
IN THIS COMPLAINT IS TRWE 
TO THE BEST OF YOUR 
KNOWLEDGE AND BELIEF?" 

I 

-6- 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
1.0 General Procedures DATE: 3 / 8 5  

SECTION PROCEDURE REFERENCE COMMENTS 

1.1 c. Have complainant sign CDR 
Cont. and witness complainant's 

signature or check for  
complainant's signature and 
wit ness. 

Note: If the offense charged 
involves a higher penalty for a 
subsequent offense, it is the 
primary responsibility of the 
prosecutor or state police at 
this time to request the record 
of a defendant's prior 
convictions. If the prosecutor 
or the police are unable to 
accomplish this, the clerk 
should request it. 

Note: In order to formalize the 
complaint, it must be docketed. 
See 1.1.2. 

1.2 Docket ing 

The procedure for docketing 
cases is as follows: 

a. Refer to docketbook for 
next docket number and 
enter docket number on 
complaint. 

b. Make the following entries 
in the docketbook: 

1. docket number ('c' 
case number) 

2. defendant's name and 
address 

-7 - 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
1.0 General Procedures DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS . 

1.2 
Cont . 

1.3 

1.4 

1.4.1 

3. offense (citation to 
statute) 

4. date of offense 

5. date of process (issue) 

6. date process served 

7. name and address of 
complaining witness 

8. bail information, if 
applicable 

Indexing (OPTIONAL) 

For reference purposes, at the 
time the Complaint is taken, a 
criminal case index card may be 
prepared and filed alpha- 
betically by defendant's last 
name. Information on the card 
might include: 

e defendant's name 

e docket number 

e any other useful 
information 

Fines/Costs/Penalties Collection 

Issue Receipts 

The court must issue receipts 
whenever money is received. The 
receipts are in three parts and 
pre-numbered. They should be 
used in consecutive sequence. 

-8- 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 0 
I. CRIMINAL . 
1.0 General Procedures DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

1.4.1 When completing receipts, circle 
Cont. what the money is being received 

for in the top right-hand corner 
(e.g., bail, fines, etc.). 

a. Make the following entries: Ex. 3 

1. ticket number or 
docket number 

2. name of court 

3 defendant *.s name 

4. individual money 

5. address of individual . 

received from 

from whom money 
received 

Note: Address is 
necessary only if 
person paying by check 
or if person posting 
bail; otherwise, as in 
traffic cases, enter 
nsamew. 

6. fines and costs 

7. amount of monies (sum) 

8. statute number -and 
description of offense 

9. method of payment of 
fine (cash, check, 
etc.) 

. .  

-9- 



NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
1.0 General Procedures DATE: 3 / 8 5  

SECTION PROCEDURE REFERENCE COMMENTS 

1*4.1 10. date paid 
Cont . 

11. signature of 
individual completing 
receipt 

Note: Cash receipting machines 
must be approved by the AOC. 
Information on the machine 
receipt may vary from that 
included on the handwritten 
receipt. 

B e  Distribute as follows: 

1. ' original (white) to 
petson paying fine 

2. couot copy (yellow) to 
case file 

Retain audit copy (pink) in 
receipt book. 

c. Make entry in Cash Book. 
See V. FINANCIAL CONTROL. 

d. Make entry for bank deposit. 

Note: Bank deposits must be 
made at least once a week. In 
courts receiving substantial 
amounts, deposits should be made 
daily. If an unusually large 
amount is received, a deposit 
should be made the same day. 

\ 

-10- 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
1.0 General Procedures DATE: 3/85 

SECT I ON PROCEDURE REFERENCE COMMENTS 

1.5 Bail 

1.5.1 Setting Bail 

A judge of the superior court in 
the county in which the offense 
was committed or the arrest was 
made may admit to bail. A 
municipal court judge is not 
authorized to admit to bail any 
person charged with murder, 
kidnapping, manslaughter, 
aggravated manslaughter, 
aggravated sexual assault, 
sexual assault, aggravated 
criminal sexual contact, or a 
person arrested in any 
extradition proceeding. If a 
municipal court judge has 
committed a person to jail after 
denying bail, only a judge of 
the superior court may 
thereafter admit him to bail. 

- R e  3:26-2 

In any case in which the municipal &- 7:5-3 
court judge has set bail, he may 
designate the taking of the 
recognizance by the clerk or any 
other person authorized by law 
to take recognizances, other 
than the arresting officer. 

In the absence of the judge, a 
individual arrested and charged 
with a nonindictable offense to 
be tried in municipal court may 
be admitted to bail by the clerk 
of the court. 

-11- 



N E W  JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
1.0 General Procedures 

SECTION PROCEDURE 

DATE: 3 / 8 5  

REFERENCE COMMENTS 

1 . 5 . 1  In the absence of the judge and NJSA 2A:8-27, 28 
Cont. the clerk, an individual may be - R. 7:5-3 

admitted to bail by any other 
person authorized by law to 
admit persons to bail and 
designated f o r  such purposes by 
the judge, other than the 
arresting officer. 

Several factors must be 
considered when setting bail on 
disorderly persons offenses. 

( 7 )  

the seriousness of the 
offense ; 

the defendant's criminal 
and bail record, if any; 

the defendant's reputation 
and mental condition; 

the length of defendant's 
residency in the community; 

the defendant's ties and 
relationships ; 

the defendant's employment 
status, record of 
employment and financial 
condition; 

the identity of responsible 
members of the community 
who would vouch for 
defendant's reliability; 

any other factors 
indicating defendant's mode 
of life, or ties to the 
community bearing on the 
risk of failure to appear. 

State v. Johnson, 
61 N.J. 351, 
364-365 (1972) 

-12- 



N E W  JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
2.0 Procedures by Type DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

2.1 Indictable Offenses 

2.1.1 Case Initiation 

All indictable offense 
complaints qre prepared on a 
Court Disposition Reporting 
Form: CDR-1 (complaint/sumons) 
or a CDR-2 (complaint/warrant) 
and filed with the court. 

a. Check CDR for completion. Ex. 1 
(See 1.1.1) Ex. 2 

Note: Where defendant is a 
juvenile (17 years and younger) 
the case should be heard in the 
Family Part of the Chancery 
Division. If taken in error, the case should be referred to E. 1:13-4(a) 
family court by sending a copy of 

to Family Part, Chancery Division. 

11. 5:1-2(~)(3) 
the complaint with cover letter R. 5:1-3(b)(2) 

b. Assign docket number and 
enter at top left of CDR in 
space provided. (See I. 
1.2) 

OPTIONAL: Type criminal case 
index card. (See I. 
1.3) 

c. Assign next available court 
date. (See 111. 2.0.) 

d. Initiate statistical. 
worksheet (for AOC monthly 
report). (See IV. 1.0.) 

-.13- 



NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
2.0 Procedures by Type DATE: 3 / 8 5  

SECTION PROCEDURE REFERENCE COMMENTS 

2.1.1. Note: Daily statistical entries 
Cont. will facilitate timely and 

accurate completion of the AOC 
monthly report. 

e. If CDR-1 used, send 
defendant's (green) copy by 
regular mail to defendant. 
If CDR-2 is used, 
defendant's (green) copy 
will be served on the 
defendant by the, police 
department. 

Note: The police should receive 
only blue and green copies; 
Other copies of the CDR.must 
stay with the court. fee., do 
not give entire CDR to police 
after signing, 

c 

f. If mailed, note manner of 
service on return of 
service and identification 
(blue) copy of CDR. 

g. Place return of service and 
identification (blue) copy 
in file. The bottom stub 
will be sent at disposition 
to SBI. 

Note: If the police department 
served the complaint, the blue 
return of service will be 
completed by police and returned 
to the clerk. 

-14- 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL e 
I. CRIMINAL 
2.0 Procedures by Type 

SECTION PROCEDURE 

DATE: 3/85 

REFERENCE COMMENTS 

2.1.1 h. Transmit original CDR 
Cont (white) with transmittal 

letter to county prosecutor 
as required under speedy 
trial rule. Contact case 
manager for time 
requirements. 

Note: Any oriqinal (not CODY) 
companion nonindictable 
complaints (e.g., traffic, 
disorderly persons and petty 
disorderly persons offenses) and 
any companion defendants should 
be listed on the indictable CDR 
and forwarded to the county 
prosecutor. 

If a disorderly persons and 
indictable offenses are filed 
together the disorderly persons 
offense cannot be heard until 
the indictable has been disposed. 

i. Transmit superior Court 
copy of CDR (also colored 
white) to the county 
criminal case manager at 
superior court. 

Note: If the defendant is in 
jail because bail was not posted 
send superior court copy of CDR 
with separate commitment form 
with the defendant to jail. The 
superior court copy should then 
be forwarded to the criminal 
case manager in accordance with 
speedy trial procedures in your 
county. (See Bail, I. 1.6) 

- .  . . "  . . . .  
. . .  - _ _  . . .  , - . -  
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
2.0 Procedures by Type DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

a 

2.1.1 j. Place remaining copies 
Cont. (yellow SEI and pink court 

copies) of CDR in 
appropriate file. (See I., 
2.1.2, * c * ,  *a*.) 

k. Notify defendant and others 
as required of hearing, 
(See 111. 2.2.) 

2.1.2 First Court Appearance 

At the first court appearance 
the defendant is read his rights 
and informed of the charges 
against him. 

Note: In some courts a Notice 
to Defendant (gives rights, 
notice of PTI) must be signed 
and a copy given (in person or 
by mail) to the defendant and 
county prosecutor. 

a. Enter in docketbook under 
remarks and miscellaneous 
entries sections: "referred 
to prosecutor" and date. 

b. Enter disposition information 
on AOC statistical report 
worksheet. (See IV. 1.0.) 

c. Retain court copy (pink) of 
CDR-1 or -2 and top 
portion of return of 
service copy (blue) of 

. CDR-1 or -2 in court file. 

E x .  R 

Ex. 3 

Ex. 34 

-1 6- 



. .  

. . .  . .. . 

NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL e 
I. CRIMINAL 
2.0 Procedures by Type DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

2.1.2 d. Attach stub (blue return.of 
Cont. service) to yellow SBI copy 

and mail in prepared 
envelope to SBI.. 

If blue return of service 
and identification is not 
returned, make facsimile, 
enter proper CDR number on 
stub and attach to SBI copy 
(yellow). 

2.1.3 Probable Cause Hearing 

As a result of the Speedy Trial 
program in each county, the 
court should check with the 
trial court administrator to 
determine what effect, if any,. 
the speedy trial programahas had 
on the procedures for holding 
probable cause hearings. 

In those counties where probable 
cause hearings are held, the 
following procedure is 
applicable: 

Note: If indictment is returned 
(defendant indicted) before 
probable cause hearing, the 
indictment establishes the 
existence of probable cause. 

- R e  3:4-3' 

~. 
_. . . . .. 

0 Remove probable cause 
hearing from calendar. 

-1 7- 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
2.0 Procedures by Type 

. -. . .  

. .  

DATE: 3 / 8 5  

SECTION PROCEDURE REFERENCE COMMENTS 

2,1.3 After probable cause hearing: 
Cont 

a. Complete letter of 
transmittal, entering: 

1. date of probable cause 

2. finding of probable 

hearing 

cause 

3 .  whether defendant 
failed to appear 

b. Forward transmittal letter 
to county prosecutor. 

Note: Notice of the.probable 
cause hearing may be oral or in 
writing and the manner of notice 
must be made in a docket entry. 
The hearing should be prosecuted 
by the municipal prosecutor in 
the absence of the county 
prosecutor. After the hearing, 
the court must transmit all 
papers to the county 
prosecutor. Whether or not 
probable cause is found, the 
court shall continue any bail 
previously posted, or any other 
condition of pretrial release 
not involving restraint on the 
defendant's liberty. Any bail 
taken shall be transmitted to 
the county clegk. 

. -  

c. Retain copy in case file. 

-18- 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
2.0 Procedures by Type DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

2.2 Nonindictable Offenses 

2.2.1 Case Initiation 

All disorderly persons and petty 
disorderly persons complaints 
must be taken on a CDR-1 (the 
preferred form) or CDR-2.( See 
section 1.1, Court Disposition 
Reporting Form for criteria for 
issuing CDR- 1 or -2). 

Some nonindictables (i.e., local 
ordinance violations, Penalty 
Enforcement Law Proceedings) 
should be taken on a special 
complaint/summons form. 

This form of complaint and 
summons is used for 
nonindictable offenses when the 
officer deems it inappropriate 
or unnecessary to make an arrest 
at the scene of the alleged 
offense. It is important to 
remember that this form should 
not be used if a traffic offense 
or an indictable offense is 
involved . 
If the complaint is taken on a 
special complaint/summons form 
and the defendant is charged 
with a petty disorderly persons 
or a disorderly persons 
complaint, it should be 
transferred to a CDR, and the 
signed special complaint/summons 
form should be attached to CDR 
when it is completed. 

R, 3:26 . - 

NJSA 2A:58-1 

- R. 1:32-2 
R. 4':70-3(a) 
R. 7:3-l(b) 

et seq. 

- - 
Ex. 5 

-19- 
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N E W  JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

1. CRIMINAL 
2.0 Procedures by Type DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

2.2.1 Note: If a nonindictable is 
Cont. taken.as a companion offense to 

an indictable, make 
cross-reference to indictable 
after docket number in . 
docketbook and at bottom of 
complaint. 

a. Retain CDR as filed. 

b. Assign docket number. 

c. Place on calendar for first 
appearance. (Trial may be 
scheduled to follow 
immediately, according to' 
local practice.) 

d. Notify complainant for 
notification to witnesses 
if trial set for same day 

2.2 .2  First Court Appearance 

At the 'first court appearance 
the defendant is read his 
rights, including his right to 
an attorney, and instructed of 
the Charges against him. The - R. 7:s 
defendant is only asked to enter 
a plea if he is charged with an 
indictable offense that can be 
tried by the court on waiver. 
Bail may be granted as provided - R. 3:26 
by court rule. - R. 7:s 

(1) Not Guilty Plea 

a. If possible, assign next 
available trial date. 

-20- 
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N E W  JERSEY MUNICIPAL+ COURT PROCEDURES MANUAL e 
I. CRIMINAL 
2.0 Procedures by Type DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

2.2.2 b. Complete Scheduling/ Ex. R 

Cont. 
(1) Adjournment Notice. Enter: 

1. court name 

2. defendant's name and 
address 

3. docket number 

4. date and time of court 
appearance 

5. check type of court 
appearance (i.eee 
arraignment, probable 
cause, etc.) 

6. signature of officer 
and/or court clerk 

Note: It is preferable to inform 
parties of subsequent appearance 
dates in open court whenever 
possible by giving notice of 
hearing in person. 

c. Distribute notice to: 

1, complainant 

2. defendant's counsel 

3. municipal' prosecutor , 
if applicable 

Note: A copy of the calendar is 
sufficient notice to the 
municipal prosecutor. An updated 
copy of the calendar should be 
provided to the prosecutor on 
the hearing date. 

-21- 



N E W  JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
2.0 Procedures by Type DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

2 . 2 . 2  4. defendant 

Cont . 5. case file 
(1) 

d. If clerk is to issue . Ex. 19 
subpoena for  notification 
of witnesses, do so, 
transmitting the original 
and one copy to police for 
service. Place copy in 
case file. 

Note: It is not normally the 
responsibility of the clerk eo 
issue the subpoena. See 111. 2.3. 

( 2 )  Guilty Plea 

After defendant enters guilty 
plea, judge may sentence 
immediately or schedule new date 
f o r  sentencing, if a PSI is to 
be prepared by county probation. 

After the hearing, the judge 
completes appropriate sections 
and signs CDR. 

a. Enter'disposition in 
criminal docketbook, 
showing : 

1. plea 

2. remarks and 
miscellaneous (e.g. , 
made restitution, 
pro ba t ion) 

3. trial date 

-22- 
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N E W  JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
2.0 Procedures by Type DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

2.2.2 4. disposition and 

Cone. 
(2) sentence 

5. fine/cost and VCCB 
penalty paid (i.e., if 
paid in fu1.1. 
Otherwise, see I11 
4.2.1( b) . 

b. Optional: Enter same 
information ( * a *  above) as 
docketbook on statistical 
worksheet . 

c. * Attach all case papers and 
place in disposed file. 

2.2.3 Adjudication 

The judge may enter a finding of 
not guilty, guilty or may 
dismiss the charges. 

A complaint is subject to 
dismissal only before the first 
witness is sworn. The judge 
should note on the complaint the 
reason for dismissal. After 
adjudication, the judge must 
enter the judgment and sign the 
CDR. After court the clerk 
updates the docketbook. (See 
111. 1.0.) 

a. Make docket entry. 

b. Make statistical worksheet 
entry. 

c. Return CDR to case file. 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
2.0 Procedures by Type 

SECTION PROCEDURE 

DATE: 3 / 8 5  

REFERENCE COMMENTS 

2 . 2 . 3  d. Upon disposition, and in no 
Cont. case later than 30 days of 

disposition, forward SBI 
copy (yellow) of CDR with 
blue stub attached to SBI. 

e. In all cases involving a 
higher penalty for a 
subsequent offense, check 
for record of prior 
convictions in case file. 
Postpone sentencing pending 
receipt of record, if 
incomplete. 

Note: The judge should not have 
access to a defendant's prior 
record before judgment is 
entered. The court clerk should 
retain the prior record and give 
it to the judge only if the 
defendant is found guilty. If 
the defendant alleges he is a 
first offender under the 
Controlled Dangerous Substances 
Act, the clerk should then give 
the judge the Registry record. 

2.2.4 Sentencing 

A judgment of conviction-should Ex. R 
set forth the complaint, plea, 
findings, adjudication and 
sentence. It shall contain the 
statutory citation, or a 
reasonably short description of 
the statute OK ordinance under 
which the conviction was 
obtained, and the names and 
addresses of the witnesses sworn 
and a list of exhibits produced 
for trial. If the defendant is 

- I '  ~ . ... 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
2.0 Procedures by Type DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

2.2.4 
Cont . found not guilty, or for any 

other reason is discharged, 
judgment shall be entered 
accordingly. The judgment shall 
be signed by the court and 
entered by the clerk. If 
judgment reserved at the 'time of 
hearing, upon the entry of the 
judgment the court shall mail a 
copy to the defendant by 
ordinary mail. 

A penalty of at least $25 but 
not more than $10,000 must be 
paid to the VCCB by an 
individual convicted of a crime 
resulting in the injury or death 
of another. A mandatory penalty 
of $25 is imposed on those 
convicted of any petty 
disorderly persons offense or 
disorderly persons offense or 
any crime not resulting in 
injury or death, and this 
penalty is in addition to any 
other fine, costs or disposition. 

If defendant requests time 
payments, see 111. 4.2.1 (1). 

Note: The Order of 
Disposition/Sentence (Exhibit 6) 
may replace some or all of the 
following forms. 

If defendant sentenced to jail: 

a. Complete Jail Commitment 
form, entering: 

1. hefendant's name and 
address 

.. . 

Ex. 8 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
2.0 Procedures by Type DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

2.2.4 2. court of origin 

Cont . 3. docket number 
(2) 

4. conviction information 

5. sentence imposed 

Note: The same commitment form 
is also used for failure to post 
bail. 

b e  Have judge sign and date. 

Note: When the clerk is 
authorized to sign on behalf of 
the judge, do as follows: 

0 /s/ judcre's name, 
typed W o u r  initials) 

Note: Do not presign commitment 
f orms . 
c. Send original to jail with 

defendant and place a copy 
in the case file. 

( 3 )  If defendant placed on probation: 

a. Complete Order Suspending - R. 3:21-7 
Sentence and Placing EX. 6 
on Probation, enteting: 

1. defendant's name 

2. whether guilty, 
convicted,.or plead 
not-guilty 

3. charge 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL a 
2.0 Procedures by Type DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

2.2.4 
( 3 )  

Cont . 

b. 

C. 

4. date of offense 

5 .  length of probation 

6. conditions of probation 

Have judge sign. 

Transmit original of order 
and pink copy of complaint 
to County Probation; give 
copy of order to defendant, 
and place copy of order in 
case file. 

Note: When CDR-1 or CDR-2 is 
used, the court should enter the 
terms of probation in the 
appropriate box and. indicate the 
conditions of probation under 
miscellaneous information. 

( 4 )  Community Service 

a. Complete Community Service Ex. 6 
form, 

b. Transmit original form and 
copy of complaint to the 
Community Service Program 
of the Probation Department 
for action and place copy 
of community service form 
in the case file. 

( 5 )  Split Sentence 

If the judge imposes a split 
sentence (i.e., combination of 
any of the above, e.g., 
probation, jail, etc.), follow 9 

the procedure under each 
sentence type. 

. .  . .  . 

_. . . . 

. . _  . 
- .  
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
2.0 Procedures by Type DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

2.2.4 Conditional Discharge 
( 6 )  

.An individual charged with NJSA 24: 21-27 
possession of 25 grams or less - -  
of marijuana, or possession of 5 

. grams or less of hashish or the 
use of or being under the 
influence of any controlled 
dangerous substance, who is a 
first offender may be placed on 
conditional discharge. 

a. Check SBI information to 
see if defendant is 
eligible. 

b. Notify judge if defendant 
qualifies as first offender. . 

Note: The judge must inform the 
defendant of his eligibility and 
give the defendant the option of 
going to trial OK being placed 
on conditional discharge. 

If conditional discharge option 
is refused then the normal 
adjudication process is followed. 

l 

C. 

d. 

e. 

Place complaint in tickler 
file for term of 
conditional discharge 
labeled "conditional 
discharge". 

Separate and distribute 
copies of CDR (See 1.1.1.). 

As applicable, refer case 
to county probation 
department and follo; local 
procedure. 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
2.0 Procedures by Type DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

2.2.4 At end of conditional 

Cont. 
( 6 )  discharge period: 

a. Send request to SBI to 
check f o r  subsequent 
offenses. 

b. List case for hearing 
-. (whether or not subsequent 

offenses have been 
committed). 

c. Notify defendant to appear 
in court for hearing. 

Note: At the hearing, the judge 
may, upon fulfillment of the 
terms.and conditions of the 
supervisory treatment, terminate 
the supervisory treatment and 
dismiss the proceedings against 
the defendant. Termination of 
supervisory treatment and 
subsequent dismissal shall not 
be deemed a conviction for 
purposes of disqualifications 
and disabilities imposed by law 
as a result of conviction. Such 
dispositions shall, however, be 
reported by the clerk to the 
SBI. If the defendant has 
violated the terms and 
coqditions of the treatment, 
schedule the case for trial. 

d. After adjudication, CDR-7 Ex. 7 
(Final Disposition Report) 
is filled out by judge. 
Transmit as follows: 

1. original SBI copy 
(green) to state police 
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N E W  JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I .  CRIMINAL 
2 . 0  Procedures by Type 

SECTION PROCEDURE 

DATE: 3 / 8 5  

REFERENCE COMMENTS 

2.2.4 
( 6 )  

Cone - 
2. court copy (pink) to 

case file 

e. If defendant convicted, EX. 11 
complete MF'-1 card and send 
to DMV. I f  license 
revoked, send license to 
DMV as well. NJSA 24: 21-20C 

f. Make appropriate docketbook 
entry. 

(7) 

2.2 .5  

Mental Health Commitment 

SECTION RESERVED 

Motion t o  Reduce/Change Sentence - R. 7:4-6(a) 

A motion to reduce or change a - .  

sentence must be filed not later 
than 60 days after the date of  a 
conviction. The tout may 
reduce or change a sentence 
either on motion or on its own 
initiative within 75 days of  the 
judgment of the conviction. 
Exceptions to the 60-day limit 
are as follows: 

R. 3:2P-10 

1. A custodial sentence may be 
changed to allow defendant 
to enter into a' custodial 
or non-custodial treatment 
or rehabilitation program 
for drug or alchohol abuse. 

2. A custodial sentence may be 
amended to allow for 
release of a defendant due 
to illness or infirmity. 
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N E W  JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
2.0 Procedures by Type DATE: 3 / 8 5  

SECTION PROCEDURE REFERENCE COMMENTS 

2.2.5 3. A sentence may be changed 
Cont . for good cause shown upon 

the joint application of 
the defendant and 
prosecuting attorney. 

4. A sentence may be changed NJSA 2C:l-l(d)(2) 
as authorized by the Code 
of Criminal Justice. - 

5. A custodial sentence may be 
changed to permit entry 
into the Intensive 
Supervision Program. 

2.3 Remands 

Cases may be- downgraded or 
remanded by the county 
prosecutor to the municipal 
court, Any bail should be 
returned to the municipal court 
by county clerk. 

When original complaint (CDR-3) 
and remand notice (or letter 
stating that the offense has 
been downgraded and the new 
statute number) is received in 
the clerk's office: 

a. Set new date for hearing. 

b. Complete Scheduling/ 
Adjournment Notice (see 
2.2.2(1) *b*). Transmit to: 

1. defendant 

2. defendant's attorney 

3 .  complainant 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
2.0 Procedures by Type 

SECTION PROCEDURE 

DATE: 3 / 8 5  

REFERENCE COMMENTS 

2.3 4. witnesses 
Cont. 

5. othef interested . 
parties 

c. Follow procedure for 
non-indictable cases. (See 
above, 2.2.1.) 

SBI, send SBI (green) copy 
of CDR-3. If SBI copy is 
not available then 
photocopy original and send 
COPY 

d. After disposition, notify Ex. 8 

2.4 Ordinance Violations 

Ordinance complaints are taken 
on the special form of complaint 
and summmons for use in 
non-indictable offenses. An 
agency or any citizen may file 
the complaint. Where a 
municipal ordinance violation is 
charged, the matter must be 
captioned in the name of the 
municipality vs.the named 
defendant, e.g., Borough 
of v. John Doe. 

a. When complaint is filed 
make sure Non-Indictable 
Complaint contains: 

1. docket number 

2. defendant's name and 
address 
, 

3. date of offense 

E x .  5 . 

4. ordinance number 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
DATE: 3/85 2.0 Procedures by Type 

SECTION PROCEDURE REFERENCE COMMENTS 

2.4 5. written description of 
Cont. the offense 

6. complainant's name, 
address and telephone 
number on back of 
complaint. 

b. Assign docket number. 

c. Sign complaint. 

Note: A complaint (whether filed 
by an agency or citizen) must be 
sworn to before a proper officer 
(i.e., clerk, deputy clerk, 
judge, police officer, etc.) 
before hearing (not required 
prior to service on defendant). 

d. Assign court appearance 
date. 

e. Distribute complaint as 
f 0 1 lows : 

1. Send summons to 
defendant by regular 
mail. 

2. Give copy to 
complainant. 

3 .  Place original in 
court file. 

2.4.1 Disposition 

Violations listed on the 
Violations Bureau Schedule or 
Supplemental Violations Schedule 
may be paid directly through the 
Violations Bureau. 
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N E W  JERSEY MUNYCIPAL COURT PROCEDURES MANUAL 

I. CRIMINAL 
2.0 Procedures by Type DATE: 3/05 

SECTION PROCEDURE REFERENCE COMMENTS 

2 . 4 . 1  All other defendants charged 
Cont. with ordinance violations must 

ap ear in couft where u on a 

sets the fine. Handle as any 
nonindictable criminal 
complaint. (See above, 2.2.3.) 

ju B gment of guilty the gudgs 

1 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

If. TRAFFIC 
DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

1.0 Uniform Traffic Ticket 

The form of the uniform traffic 
ticket is prescribed by the 
Administrative Director of the 
Courts. The uniform traffic 

two police copies and a summons. Ex. R 
Specimen copies of the uniform 
traffic ticket and instructions 
may be obtained from the AOC. 

R. 7:6-l(a) ticket consists of a complaint, - 

1.1. Ordering Uniform Traffic Ticket 
Books 

It is the clerk's responsibility 
(and one that cannot be 
delegated) to maintain a supply 
of traffic ticket books. - R. 7:6-l(a). 

0 Prior to placing a new 
order for tickets, check 
every time with the AOC 
regarding possible changes 
in form. 

0 Order tickets from local 
printer following form 
prescribed by AOC. 

0 Make sure that tickets are 
properly prenumbered and 
color-coded. Books are made 
up of 10 tickets. 

0 Store unused tickets in 
secure (locked) area. 

-35- 

, ., ; . , .. ' . . .  . . .  . . . . .  . , . .  . . . . . .  . . . .  . . .  . . . .  . . . .  . . . . . . . .  . . . . . . .  . .  . .  . .  , 

. . ,  . . .  . .  . .  . -  . . , z  . .  . .  



. .  
. .  . .  . .. 

. .  . : .  .. . . 
* .  . . .  , .. , .  ' .  . .  

, . ' .  

... . .. . . ... . . .. . .  . . 

11. TRAFFIC 

N E W  JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

1 . 2  

1.2.1 

Ticket Distribution and Control 

The municipal judge delegates 
his responsibility for 
maintaining the Traffic Ticket 
Control Record, a current 
inventory of local tickets, to 
the clerk, who must keep it up 
to date despite the volume of 
tickets. Cooperation with the 
Chief of Police is recommended 
so that inventory of tickets in 
the possession of local police 
officers may be maintained. 
Once tickets are supplied to 
local police officers, they 
should be entered in the Traffic 
Ticket Control Record 
consecutively by ticket number. 

keeping track of the ticket 
books that have been distributed 
to local police officers. (State 
police are responsible for their 
O w n .  ) 

The clerk is responsible for - R. 7:6-l(C) 

Control systems may be manual, 
semi-automated, or fully 
automated: both batch and 
on-line systems are in use. 
Since system methods vary, 
follow your users' manual for 
production of the required 
records. 

Traffic Ticket Distribution 

When a police officer has 
exhausted his supply of tickets, 
he must come to the clerk's Ex. .R 
office and sign a form with the 
following entries: 

- .  .. . 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 0 
11. TRAFFIC 

DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

1.2.1 1. date 
Cont. 

2. officer's signature 

3. officer's 
identification number 

4. ticket numbers 
(inclusive) 

Use of this form enables the 
clerk to know what officer has 
what tickets, as required. 

Variation: In municipalities 
with large populations, the 
Chief o f  Police is issued a 
supply of ticket books for 
distribution to individual 
officers. A form is returned to 
the court showing the officer's 
name, identification number and 
ticket book numbers. 

-. 

1.2.2 Traffic Ticket Control Record - R. 7:6-l(~) 

The Traffic Ticket Control Ex. 9 
Record contains the following 
data: 

1. ticket number 

2. date assigned 

3. police officer code and name 

4. date returned to court 
(optional) 

-37- 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

11. TRAFFIC 
DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

1.2.2 5. date of disposition or 
Cont. docket number must be 

entered in the disposition 
column of the Traffic 
Ticket Control Record, 
including either the docket 
number or date of 
disposition so that the 
ticket can be readily 
located at a later date. 

Note: The date of disposition is 
necessary only for courts that 
file by date of disposition. 

6. traffio docket number 

Note: There is no requirement to 
. assign a docket number to 

parking tickets when a 
receipting machine is used. But 
then the date of disposition and 
the disposition itself become 
vital data for tracking. If a 
cash receipting machine is used, 
the locked-in receipt serves as 
the docket for parking tickets. 

7. remarks, as appropriate 

Items 1-3 are entered as tickets 
are distributed, and information 
is added once the ticket has 
been issued and returned to the 

(e.g., paid or closeout) 

Court. 

-.. 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL e 
11. TRAFFIC 

DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

1.2.3 Voided/Destroyed Tickets 

All tickets in each book must be 
accounted for so all copies of 
nonissued tickets must be 
returned by the police officer 
to the court. If an officer 
makes an error in writing the 
ticket and does not complete the 
ticket, this is usually a basis 
for void status. Once any 
substantive information 
regarding the violator or 
charges has been entered, the 
court must determine whether the 
charges should be dismissed and 
the ticket voided. The police 
officer must explain the reason 
for voiding on the back side of 
the original ticket or in a 
letter cosigned by a superior 
officer . 
Upon receipt of request for 
voided ticket, OK upon receipt 
of letter indicating that ticket 
was lost, spoiled or destroyed: 

a. Check that reason included; 
attach accompanying letter 
to ticket. (Do not assign 
docket number unless 
required for tracking.) 

b. Transmit to judge for 
decision. 

c. If approved, so note in 
Traffic Ticket Control 
Record (e.g., voided, lost, 
spoiled, destroyed). 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

11. TRAFFIC 
DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

1.2.3 d. Place ticket in separate 
Cont . voided ticket file by year 
I issued, 

Upon receipt of letter that 
tickets lost, spoiled or 
destroyed: 

0 So note in disposition 
column of Control Record. 

1-3 Tickets Issued/Returned to 
court; Traffic Docket 

1.3.1 Tickets Returned to Court 

Upon receipt of original white . . 
complaint from police: 

a. Place in ticket number 
order. 

b. Assign next T docket 
number. (See IV.1.0.) 

c. Make entry to Traffic 
Ticket Control Record. 

d. Place tickets in ticket 
number order in appropriate 
file, e.g., by court date, 
alphabetical, docket 
number. 

Note: Neither the clerk nor any 
court.personne1 are to make any 
changes or entries upon the 
ticket, e.g., do not enter 
missing statute numbers, etc. 

-40- 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

11. TRAFFIC 
DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

1.3.1 Note: Where a complaint has 
Coat. been filed with-respect to a 

NJSA Title 39 violation 
regarding a motor vehicle 
accident resulting in death or 
serious personal injury, the 
municipal court judge or the 
clerk should notify the county 
'prosecutor for a determination 
whether an indictable offense is 
involved. Such accidents could 
arise from a prosecution for 
NJSA 39:4-50, driving under the 
influe,nce (DWI), NJSA 39:4-96, 
careless driving, or NJSA 
39:4-97 reckless driving. 

1.3.2 Traffic Docket 

The traffic docket contains the Ex. 10 
following information: 

1. traffic docket number (see 
I11 1.1.) 

2. ticket number 

3. violator's name and address 

4. offense and date of offense . 

5. complainant's name .or 
identification number 

6. return date (trial date) 

7. date of process, if 
different from date of 
offense (as in hit and run 
accident ) 
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11. TRAFFIC 

NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

DATE: 3/05 

SECTION PROCEDURE REFERENCE COMMENTS 

be3.3 Request for Abstract 

More serious traffic offenses or 
those in which statutes provide 
for a greater penalty for a 
subsequent violation require 
that an abstract of the 
defendant's driving record be 
obtained prior to sentencing, 
much as a presentence 
investigation report is supplied 
in criminal cases. It is the 
responsibility of the prosecutor 
through the police department to 
obtain this abstract and file it 
with the court. 

If either the municipal 
prosecutor or police are unable 
to request the prior record, the 
clerk should make the request as 
soon as possible. Only if the 
defendant is found guilty should 
the driver's record be given to 
the judge to facilitate proper 
sentencing. Sentencing should 
be postponed if such records are 
not available. 

0 Upon filing of complaint, 
check with police to ensure 
abstract' has been requested. 

0 Check. for filing of 
abstract prior to 
sentencing. 

0 Make abstract available to 
judge after adjudication of 
guilt. 

2.0 Payment Received - No Appearance 
Required: Violations Bureau 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

If. TRAF'FIC 
DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

2.1 General Procedures 

Payment may be received by mail 
or at the counter for violations 
listed on the Violations 
Schedule (see step * b *  below). A 
personal check or money order 
made payable to the municipal 
court and for the exact amount 
is accepted for payment: no 
third-party checks may be 
accepted. 

The violator's copy of the 
ticket (the summons) should have 
the defendant's signature and 
accompany the payment. The 
payment should be accepted, 
however, even if this 
information is incomplete. 
I.e., the defendant has 
neglected to sign the waiver on 
the back provided the offense is 
listed on the violations 
schedule. Should a defendant 
later maintain his innocence due 
to never having signed the 
waiver, he should be notified to 
appear for trial. A check or 
money order bearing no 
identification of any kind 
should still be deposited 
promptly in-the court's account, 
and an accurate and complete 
record be kept of such 
unidentified receipts. 

a. Retrieve ticket from file 
and place with violator's 
COPY 

b. Refer to Violations 
Schedule for fine amount 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

11. TRAFFIC 
DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

2.1 and to see if payable without 
Cont. court appearance. (If violation 

not listed on schedule, 
appearance is required. For 
out-of-state violators, see E. 
7:6-6.) 

If payment received from an 
in-state violator on an 
offense requiring a court 
appearance, send form 
letter with payment showing 
reason for return and newly 
assigned court date. 

e. Process payment. See I11 
4.2.1. 

2 * 2  Nonparking Violations 

An MF-1 card is prepared either Ex. 11 
by computer or manually for each Ex. 12 
nonparking ticket. It must be 
sent to the DMV within 3 days of 
disposition. The MF-2 
Transmittal Sheet is a list of 
all MF-1 cards to be sent to 
DMV. 

a. Prepare MF-1 for each 
nonparking ticket. 

1. In remarks section, 
enter amount of 
overweight or 
overlength, as 
applicable. 

2. Note if partial 
payment. 
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11. TRAFFIC 
DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

e 

2.2 3. If information on 
Cont. back, so note on front 

of MF-1. 

4. If statutory charge 
has been amended, only 
the amended charge 
need appear. 

Note: If license has been 
revoked, attach license to MF-2 
per instructions on back of MF-1. 

b. Prepare MF-2, Transmittal 
Sheet, according to 
instructions on form. 

c. Count MF-1 cards to make 
sure one prepared for each 
shown on MF-2 transmittal. 

d. Send original (green)' and 
first copy (yellow) of MF-2 
to DMV along with MF-1's. 
Retain blue copy of MF-2. 

The DMV returns. the 
acknowledgment (yellow) copy 
stamped 'rec'd/date'. 

Note: If not received within a 
reasonable time, contact Bureau 
of Court Reports and Fines 
section of DMV. Prepare 
duplicate set (so marked) as 
directed . 
e. Compare yellow and blue 

copies. If accurate, 
retain yellow copy, discard 
blue copy and place yellow 
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11. TRAFFIC 

SECTION PROCEDURE 

DATE: 3 / 8 5  

REFERENCE COMMENTS 

2.2  copy i n  f i l e  i n  o r d e r  w i t h  
Cont . remain ing  b l u e  t r a n s m i t t a l  

c o p i e s  a w a i t i n g  DMV 
re sponse .  

2.3 D i s p o s i t i o n  

a. Update d o c k e t  w i t h  
d i s p o s i t i o n :  da te  p a i d ,  
f i n e / c o s t s .  

b. Attach receipt t o  t i c k e t .  

c. Place t i c k e t s  i n  
a p p r o p r i a t e  f i l e .  

3.0 Not G u i l t y  Plea/Trial  

3.1 G e n e r a l l y  

To e n t e r  a plea of  n o t  g u i l t y  
(de fendan t  wishes t o  c o n t e s t  t he  
case), the  d e f e n d a n t  o r  a t t o r n e y  
may either c a l l  t h e  c lerk 's  
o f f i c e  w i t h  the  summons number 
and r e t u r n  date,  o r  e n t e r  a plea 
a t  f i r s t  appearance .  

The de fendan t  must n o t i f y  the 
c le rk  of h i s  desire t o  plead n o t  
g u i l t y  a t  l eas t  three days 
b e f o r e  t he  r e t u r n  date - t h i s  i s  
so noted  on t h e  t r a f f i c  
summons. When a d e f e n d a n t  so 
r e sponds ,  the  c le rk  a l e r t s  the  
compla inant  of t h e  i n t e n d e d  p lea  
so t ha t  t h e  t r i a l  e i ther  
proceeds on t h e  o r i g i n a l  r e t u r n  
da t e  OK a new da te  may be s e t .  
The u s e  of t h i s  n o t i c e  i s  
p a r t i c u l a r l y  i m p o r t a n t  i n  o r d e r  
t o  a v o i d ' u n n e c e s s a r y  appea rances  
by p o l i c e  o f f i c e r s  and 
d e f e n d a n t s  themselves. 
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11. TRAFFIC 
a 

DATE: 3 /85  

SECTION PROCEDURE REFERENCE COMMENTS 

3.1 For  s e r i o u s  o f f e n s e s  (e.g., DWI 
Cont. o r  where a consequence of 

magnitude, s u c h  a s  l o s s  of 
l i c e n s e ,  may be imposed) ,  t o  
save the  c o u r t ' s  time, a s k  i f  
t h e  de fendan t  can  a f f o r d  h i s  own 
a t t o r n e y .  If n o t ,  d i r ec t  him t o  
come t o  c o u r t  t o  complete  a 5 A  Ex. 25 
form. See Assigned Counse l ,  
111. 11.0. 

a .  Retrieve t i c k e t  from f i l e .  

Note: I t  may be h e l p f u l  t o  make 
a n o t a t i o n  on the  t i c k e t  t h a t  a 
n o t  g u i l t y  plea has been e n t e r e d  
t o ' d i f f e r e n t i a t e  i t  from o t h e r  
t i c k e t s  and t o  a l e r t  staff  t o  
schedule i t  f o r  t r i a l ,  

b. Schedule  f o r  t r i a l .  

Note: Be fo re  a s s i g n i n g  a c o u r t  
date, ve r i fy  the o f f i c e r ' s  
s c h e d u l e  t o  e n s u r e  h i s  
ava i l ab i l i t y .  U s e  e i t he r  the  
c o u r t  date on the  t i c k e t  or 
a s s i g n  a new date,  as 
a p p r o p r i a t e .  (See a l s o  111.12.0, 
r e g a r d i n g  p r o v i s i o n  of o f f i c e r s '  
s chedu les . )  

Note: A l l  DWI cases must be 
d i sposed  w i t h i n  60  days of t h e  
i s s u a n c e  of t h e  t i c k e t  except  i n  
unusua l  c i r cums tances .  Thus on 
a l l  DWI cases, p o l i c e  should  
e n t e r  t h e  nex t  c o u r t  date  on the  
t i c k e t  as t h e  r e t u r n  (and plea 
e n t r y )  date .  
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

11. TRAFFIC 
DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

3.1 The court date assigned should 
Cont. be no later than two weeks from 

the date of issuance of the 
ticket. Thus the first date 
assigned should be the first 
available date from issue and 
should also serve as the plea 
entry date. 

3.2 Defense by Affidavit (DBA) 

R, 7 : 6 - 6  The court may permit a defendant - 
to present his defense or 
statement in mitigation of 

. penalty by affidavit if the 
court deems it would be a 
hardship for the defendant to.  
appear.in court. This rule 
applies to all traffic cases 
except those involving 
indictable offenses, accidents 
resulting in personal injury, 
operation of a motor vehicle 
while under the influence OK 
permitting another to do so, 
reckless driving, or leaving the 
scene of an accident. 

a. Consult with judge to 
obtain approval to forward 
defense by affidavit. 

b. Notify defendant if defense 
by affidavit denied and 
court appearance required. 
Schedule for court date and 
notify defendant. 

c. Send form letter with 
instructions to complete 
enclosed Statement in 
Defense/Mitigation of 
Pena 1 ty . 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

XI. TRAFFIC 
DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

3.2 d. Upon receipt of completed 
Cont. affidavit, set for court 

date. 

If defense by affidavit 
permitted, the prosecution 
presents its testimony in the 
usual manner and the judge reads 
the contents of the affidavit in 
open court. 

e. Send notification of 
disposition by regular 
mail to defendant directing . 

defendant to comply with 
the sentence imposed within 
10 aays. e 3 ,3  Defective Parking Meter Cases 

A person who has received a 
ticket and believes the parking 
meter to be defective may call 
the court or appear in person at 
the clerk's office. 

a. Instruct defendant to 
retain ticket and await 

. report from court. 

b. Make record of: 

1. ticket number 

- R. 7 : 6 - 6  (b) 

2. defendant's name, 
address 

3. vehicle registration 
number 

4. vehicle description 

5. meter number and 
locat i o n  
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11. TRAFFIC 
DATE: 3/85 

SECTION . PROCEDURE REFERENCE COMMENTS 

3.3 6. date and time ticket 
Cont issued 

Retain copy and attach to 
ticket; transmit copy to 
parking authority. 

c. Have parking authority 
(police) check meter and 
return written inspection 
report as to the condition 
of the meter to the court. 

a. Upon receipt of repogt: 

(1) if report concludes 
that meter is defective, 
forward file to court for 
dismissal. Mail notice to 
defendant that matter has 
been dismissed. 

(2) if report concludes 
that meter was functioning, 
contact defendant. If 
defendant pleads guilty, 
ask defendant to pay fine; 
if defendant wishes to 
contest, schedule-for trial. 

3.4 Trial 

Traffic complaints, which are R. 1 ~ 2 - 1  

disorderly persons offenses, 7:6-6 
are tried in a summary manner, 7:4-2( f) 

considered quasi criminal, like 7:4-5 

meaning that the defendant is 
not entitled to a jury trial if 
the maximum fine does not exceed 
8i.000 and the maximum sentence 
does not exceed six months. 
These offenses must be tried in 
open court, unless tickets are 
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1.1. TRAFFIC 
DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

3.4 
Cont. 

3 . 5  

4 .0  

4 . 1  

payable through the Violations - R. 7:7-1 to 
Bureau. Two or more complaints 7-4 
may be tried together if the 
offenses arose out of the same 
facts and circumstances despite 
the number of defendants. 
Consolidation of such matters 
remains with the judge. See 
111. 4.0. 

Adjudication 

0 Ensure that abstract (See 
11. 1.3.3.) is available to 
judge at sentencing. 

N0t.e: In traffic c.ases, all the 
appropriate blanks under “Court 
Action, filled in and signed, 
constitute the judgment of the 
court. The spaces for plea, 
finding, fine and costs and all 
other spaces should be 
completely filled in by the 
judge. 

Unpaid tickets - Failure to 
Appear or Answer 

Failure to Appear Notice (FTA) 

After a return date has passed, 
the tickets remaining in the 
file for that court date should 
be retrieved and a Failure to 
Appear Notice should be prepared. 

For parking tickets, the name 
and address of the defendant 
must first be obtained. See 
4.1.1. 
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11. TRAFFIC 
DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

4.1.1 Parking Case Information Request 
(Look-Up) 

The name and address of the 
defendant must be obtained from 
the DMV located in the state in 
which the vehicle is registered, 

0 For New Jersey 
registrations, some local 
police departments have a 
computer tie-in with DMV; 
in that case, the plate 
number is given to the 
p.olice, 

0 If .there is no tie-in, the 
clerk must send a letter to 
D W  showing the plate 
number(s) for which names 
and addresses are desired. 
A copy of the list with the 
date of transmittal to DMV 
shown thereon should be 
retained . 

Note: The addresses of DMV's in 
other states may be obtained 
from the American Automobile 
Association, or a directory may 
be obtained from : 

American Association of 
Motor Vehicle Administrators 
Suite 910 
1201 Conn. Ave. NW 
Washington, DC 20036 
202-296-1955 
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If. TRAFFIC 
DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

4.1.1 
Cont. 

4.1.2 

Upon receipt of information: 

a. Enter defendant's name and 
address in docketbook or 
Traffic Ticket Control 
Record, as applicable. 

b. If information not on file, 
wait two weeks and resubmit 
request or note on ticket 
*not on file', and bring 
before the judge for 
determination of dismissal 
in open court. 

Preparation of Notice 

a. Prepare Supplemental Notice Ex. 20 
(FTA) : 

If on violations bureau - R. 7:6-3 
schedule, add $5 additional 
penalty . 
If not on violations bureau 
schedule, do not list any 
fines or costs, but. inform 
defendant to appear: assign 
new court date and enter on 
notice. 

b. Mail notice (white) by 
regular mail to defendant. 

c. Retain DMV (yellow) and 
court (pink) copies of 
notice with ticket in 
appropriate file. 

Note: It may be helpful to note 
the feturn date shown on the FTA 
notice in either the Traffic 
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11. TRAFFIC 

SECTION PROCEDURE 

DATE: 3/85 

REFERENCE COMMENTS 

4.1.2 Ticket Control Record (column 4) 
Cont. or the docketbook to help locate 

the ticket if necessary. 

d. If FTA notice returned 
undeliverable, proceed with 
closeout to DMV procedures. 
(See 4.4.1.) 

e. If payment received, 
process as for paid 
tickets, see 2.0. 

If ticket remains unpaid 
and no appearance is made, 
proceed to issue warrant. 

4.2 Traffic Waxrant 

When the court date shown on the - R. 
FTA Notice has passed, the clerk 
must issue a traffic warrant to 
all resident defendants in 
moving violations matters who 
have failed to appear or respond 
to the FTA notice. (For 
nonresidents, .follow closeout 
procedures, &. 7:6-3, )  

Once the warrant has been 
issued, the defendant must 
a m e a r  -- no waivers can be 
accepted through the Violations 
Bureau. Only money posted far - bail may be accepted. 

4.2.1 Issuance of Warrant 

a. Prepare warrant. If judge Ex 
has not set bail, set bail, 
using amount from 
Violations Schedule or 
enter mandatory bail amount. 

7 :  6-3 (b) 

R 
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SECT I ON PROCEDURE REFERENCE COMMENTS 

4 . 2 . 1  Note: It is incorrect 
Cont e practice to enter the words 

"or fine" after the bail 
.amount on the .warrant. 

b. Send original warrant to 
police. 

. c. Att-ach copy of warrant to 
ticket and retain in 
pending file in 
alphabetical order. 

d. Optional: In addition to 
steps 'a' through ' c '  
above, mail notice of 
warrant to defendant. 

4.2.2 Warrant Executed 

If the defendant is arrested, 
bail (e.g., cash, ROR, surety) 
must be posted (see 4.3.1, 
below) with either the clerk or 
with police or he will be put in 
jail, a new court date is 
scheduled, and the defendant is 
notified to appear. (See 4 .3 .2 ,  
below. ) 

If the defendant appears without 
arrest and posts bail, the clerk 
must notify the police to recall 
the warrant. 

If bail is not posted, consult 
the judge and follow 
instructions as to release or 
commitment. If the defendant is 
committed to jail in default of 
bail, schedule for appearance 
before the judge. See I. 2.2.4 
(2) for preparation of 
commitment form. 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

11. TRAFFIC 
DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 
i 

4.2 .3  Warrant Not Executed 

An unexecuted warrant remains 
outstanding (i.e.8 active) 
unless either the judge 
withdraws the warrant or the 
defendant posts bail. After 30 
days, however, closeout 
procedures should be followed. 
(see 4.4.1.) 

4.3 Bail 

4e3e1 Bail Posted 

1 Bail posted after service of a 
warrant is usually paid at the 

may also be paid prior to 
execution of the warrant at the 
clerk's office. A Cash Bail Bond Ex. 21 
and Affidavit of Ownership must 
be filed when bail is posted. 

Bail money should be deposited 
into a separate bail account. 

police department of the i . municipality of residence, Bail 1 - - _  .; 

Upon receipt of bail: 

a. Retrieve file. 

b. Process bail; issue receipt Ex. 4 
if not already given. (See 
111. 3.0). 

c: Attach .bail receipt and 
warrant copy to ticket. 

d. Make entry to Cash Bail 
Book: 

Ex. 2 2  
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11. TRAFFIC 

SECTION PROCEDURE 

DATE: 3/85 

REFERENCE COMMENTS 

4.3.1 1. name of defendant  
Cont 

2. r e c e i p t  number 

3. docke t  number 

4 .  b a i l  amount 

5 .  name of b a i l o r ,  i f  
d i f f e r e n t  

6.  d a t e ,  of d e p o s i t  

e. Make docketbook entry: 

1. b a i l o r ' s  name and 
a d d r e s s  

2. amount of b a i l  and 
d a t e  pos t ed  

EX. 10  

4.3.2 Court  Date 

Once b a i l  h a s  been pos ted :  

a.  Assign cour t  d a t e .  

. .  - . .  . .. 
_ .  - .. . . ,. - . . - . . 

b. P r e p a r e  Schedu l ing /  
Adjournment No t i ce ,  
enter ing  : 

1. . name of defendant  

2.  summons number 

3. docke t  number 

4 .  c o u r t  d a t e  and time 

5 .  a d d r e s s  t o  which sen t  

6 .  m a i l i n g  d a t e  of n o t i c e  

Ex. R 

, 

-57- 



. .  . .  . .  . .  - . -. 

... . .  . .  . . .  

NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

11. TRAFFIC 

SECTION PROCEDURE 

DATE: 3/85 

REFERENCE COMMENTS 

4.3.2 
Cont 

4.4 

4-4.1 

e. Mail notice to defendant, 

d. Place ticket and attached 
papers in file under 
scheduled court date. 

For forfeiture procedures, see 
111. 3.4. 

Closeout to DMV - R. 7:6-3 

Closeout Procedures 

The closeout to DMV procedure is 
applied when: 

1. PTA notice 
undeliverable 

Note: As of July 15, 1985, an 
unpaid parking ticket may be 
individually closed out in the 
same manner as described in this 
section for moving violations. 
This replaces scofflaw 
procedures. 

2. warrant unexecuted 
after 30 days 

The result of the closeout 
procedure is license suspension. 

a. On yellow copy of FTA 
notice, enter today's date 
and note whether warrant 
issued. If not, include 
reason, e.g . ,  warrants 

nonresident. 
. cannot be executed to 

a. 
-58- 
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11. TRAFFIC 
DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

4 . 4 . 1  Send yellow FTA copy to DMV, 
Cont. 

b. Enter 'a. 7:6-3' and date 
on: 

1. back of ticket 

2. in remarks and 
miscellaneous column 
of docketbook 

3. Traffic Ticket 
Control Record (local 
tickets only) 

The DMV sends a notice to each 
defendant for whom the yellow 
FTA notice copy is sent. The 
notice contains a deadline by 
which the defendant must answer 
the summons or the license will 
be suspended (Scheduled 
Suspension - Failure to Appear 
Court Response Form). Ex. 16 
A copy is also sent to the 
court, with space for entering 
payment. See 4.4.3*a*. 

c. Attach Scheduled Suspension 
court copy to ticket, along 
with any other attachments. 

d. ' Place tickets in 
alphabetical order in 
close-out file. 

Note: A separate filing system 
should be set up for Failure to 
Appear closings. Parking, 
nonparking and cases involving 
NJSA 39:4 -50  should be filed 
separately in each of these 
respective categories under the 
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11. TRAFFIC 
DATE: 3 / 0 5  

SECTION" PROCEDURE REFERENCE COMMENTS 

4.4.1 last name of the defendant. 
Cont. Notations should be made in the 

disposition column o f  the 
Traffic Ticket Control Record. 

4.4.2 Payment After Closeout: 
Reopening File 

Any case' that was closed-out to 
DMV may be reopened at any time. 
If a New Jersey resident 
defendant contacts the court, 
inform him that a warrant for 
his arrest is outstanding and 
that he should post bail and 
appear for  hearing. 

a. Set for hearing. 

b. Upon payment, complete EX. 16 
court portion of Suspension 
Notice form, showing date 
settled, disposition 
(guilty, not guilty, 
dismissed) and fine, and 
clerk's or judge's 
signature. 

c. Return form to DMV. 

d. Make entry to docketbook 
and Traffic Ticket Control 
Record. 

4.4.3 Restoration of License 

If license is ordered restozed 

of an appeal: 
. by the judge pending disposition 

a. Complete Order Restoring 
Driver's License. 

Ex. 18 

e 
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11. TRAFFIC 
DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

4.4.3 b. Have judge sign. 
Cont . 

c. Mail certified copy of 
order to: 

1. DMV 

2. County Clerk 

Retain original in case 
file. 

4.5 Unpaid Parking Summonses 

As of July 15, 1985, when a 
citizen has an unpaid parking 
traffic summons, he may be 
reported to DMV on the yellow 
copy of the FTA as described 
above with respect to moving 
violations. See 4.4.1. 

5.0 Requests from Public 

When a citizen appears in person 
or telephones the Violations 
Bureau to request a copy of a 
summons or to ask a question 
regarding an outstanding 
summons, the staff person should 
try to respond to the request as 
quickly and courteously as 
possible. In some instances, it 
may be necessary to obtain the 
person's name and phone number 
in order to respond at a later 
time (as in locating a lost 
ticket with scanty information, 
e.g.>. 

Procedures for some common 
inquiries are described below. 
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11. TRAFFIC 
DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

5 . 1 .  Defendant Loses Ticket 

When citizen indicates he wants , 

to pay for traffic summons but 
has lost ticket: 

a. Refer to Traffic Ticket 
Control Record or request 
approximate date of offense 
to identify relative 
location in docketbook. If 
ticket is old and therefore 
closed out, see 4 - 4 . 1 .  

b e  Retrieve ticket and explain 
coat ent s 

Note: As a last resort, if the 
ticket cannot be located, give 
note to the defendant noting his 
effort to locate it and direct 
him to return it to the court 
upon receipt of FTA notice along 
with original amount of fine. 
Submit to judge for approval. ~ 

c. Process payment. 

DMV is notified of payment via 
the monthly disbursement report. 

5.2 Already Paid Tickets 

When citizen presents notice to 
pay ticket which he asserts has 
already been paid: 

a. Check docketbook or Traffic 
Ticket Control Record to 
determine if payment made. ' 

b. If paid in person, endorse 
FTA Notice as receipt' and 
give to citizen. 
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL a 
11. TRAFFIC 

DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

5 .3  

5 . 4  ' 

Registration Number in Error 

If defendant asserts 
registration number is wrong: 

e Ask defendant to send to 
court a copy of the 
registration along with the 
FTA notice. 

Double Payments 

A double payment may occur when 
the original ticket is not 
retrieved upon payment and the 
defendant's copy is not matched 
to the original ticket. If a 
FTA Notice is then sent in 
error, the defendant may end up 
paying twice. 

When citizen presents receipt of 
payment: 

. a. 

b. 

C. 

d. 

e. 
1 

Check Traffic Ticket 
Control Record for 
disposition. 

Retrieve ticket from paid 
file. 

Prepare refund check from 
general account and make. 
entry to Cash Book with 
notation wreturn of 
overpayment.w 

Give check to citizen. 

If money has already been 
disbursed via the monthly 
report, subtract the amount 

I -  - . .  . . -  , .  
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NEW JERSEY MUNICIPAL COURT PROCEDURES MANUAL 

If. TRAFFIC 
DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

5.4 from the proper agency 
Cont. column on the subsequent 

report. 

5 . 5. Correspondence with Rental Car 
Agenc i es 

When a rental agency receives a 
FTA Notice it forwards it to the 
court with a copy of the 
lessee's rental agreement to 
indicate that the lessee is 
responsible for payment. 

a. Contact lessee with form 

b. If payment not made, 

letter requesting payment. 

reissue FTA to lessee. See 
4.4.1.  
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NEW JERSEY 

111. GENERAL APPLICATION 
a MUNICIPAL COURT CLERKS' MAMJAL 

DATE : * 3/85 

SECT ION PROCEDURE REFERENCE COMMENTS 

e 

1.0 Docketing . 

1.1 Docket Numbering 

Separate dockets should be 
maintained for traffic and 
criminal cases in 'a format 
approved by the AOC. 

of the first tasks to be done 
upon filing of a complaint with 
the court. 

Assigning a docket number is one - R. 7:10-4(d) 

The docket number should be 
preceded by an alphabetical 
prefix to differentiate between 
the criminal and traffic dockets 
(e-g., T- for traffic, C- for 
criminal), 

A consecutive number should 
follow the alpha prefix. Some 
courts continue with a series of 
numbers: the preferred way is to 
include in the docket number the 
last two digits of the calendar 
year and start with number 1 at 
the beginning of each year. 
E.g., T-1-84, C-1-84. The key 
to the next consecutive docket 
number is usually the 
docketbook: in some larger 
coucts, prenumbered file folders 
may be used. 

When, over a period of years, 
the docket numbers for either 
traffic or criminal cases, or 
both, have become very high, 
i.e., in the'ten thousands or 
more, a new docketing number 
series may be adopted. The 
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111. GENERAL 

e NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

APPLICATION DATE : 3/85 

PROCEDURE REFERENCE COMMENTS 
- __ - _- SECTION 

1.1 numbering system should start 
Cont. again with T-1, T-2, T-3, etc. 

if this does not create 
confusion, If the repetition of 
old docket numbers does cause a 
problem, a letter prefix such as 
T-Al, T-A2, T-A3, etc, may be 
used. Consideration may also be 
given to a new numbering series 
for traffic tickets when a new 
supply is ordered. 

While there is no requirement to 
assign docket numbers to parking 
violations, it is essential to 
be able to track cases. Adding 
the date of disposition and/or 
the disposition itself to the 
Traffic Ticket Control Record 
will accomplish this purpose. 

1.2 Docketbook Entries 

The AOC approved docketbook 
forms should be used for traffic 
and criminal cases. The 
Administrative Director of the 
Courts will approve alternate 
forms of dockets when the-volume 
of cases warrants the use of 
data processing equipment. 
Parking cases may fit into this 
category 

Upon the filing of the 
complaint, docket entries 

. corresponding to information 
available at the time should be 
promptly made. Additional 
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NEW JERSEY MUNICIPAL COURT CLERKS* MANUAL 

111. GENERAL APPLICATION 

SECTION PROCEDURE 

DATE : 3/85 

REFERENCE COMMENTS 

1.2 information, such as posting of 
Cont. bail, attorney appearances, etc. 

should be added as the case 
progresses. Information that 
does not fall within the named 
categories may be entered in the 
Remarks/Miscellaneaus column. 
(See also I., CRIMINAL, and II., 
TRAFFIC, for specific entries. 

2.0 Calendaring 

2.1 Calendar Control Worksheet 

The calendar worksheet is a 
working document used to 
schedule cases for hearing. The 
formal calendar is prepared from 
this worksheet. The following 
entries may be helpful: 

0 docket number 

0 defendant * s name 

0 offense 

. o  complainant's name 

0 . defendant's attorney 

0 type of matter (e..g. , 
first appearance, trial, 
plea) 

Experience should demonstrate 
approximately how much time is 
necessary to dispose of 
uncontested matters before 
reaching the contested cases. 

-67- 

c . . .  . . . .  . -  

. . .  . . . . . .  . . . . .  . . ~ .  ..:.. . . .  . . . . . . . .  . . . . . .  . . .  . ,. - . - .  , . . . . . . . . .  . .  . . . .  . .  . .  
. .  . , , .  - ,  

. .  . .  . -  . . . ,  . 
. , . .  

. .  



NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION 

SECTION PROCEDURE 

DATE : 3/85 

REFERENCE COMMENTS 

2.1 The clerk should discuss with 
Cont. the judge the length and type of 

cases that should be placed on 
the calendar. 

2.2 Notice of Hearing 

A scheduling notice should be 
prepared to notify all parties 
of the court hearing date. . 

a. Complete Scheduling/ 
Adjournment Notice, 
enter i ng : 

1. court name and county 

2. defendant's name and 
aaaress 

3. docket number 

4. date and time of court 
appearance 

5. check type of court 
-appearance (i.e.# 
arraignment, probable 
cause, etc.) 

6. signature of officer 
and/or court clerk and 
date completed 

b. Distribute notice to: 

1. prosecutor 

2. defendant or 
defendant's counsel 

Ex. R 

3. complainant 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

Upon the request of counsel 
assigned to represent an 
indigent defendant in the 
municipal court, the court clerk 
should prepare subpoenas 
requested and arrange for 
service by the police or by 
a person 18 or more years of 
age. This should also apply to 
the request of an indigent 
defendant who is not entitled to 
assignment of counsel. 

2.2 4. court 
Cont. 

Note: A copy of the calendar is 

municipal prosecutor. An 
updated copy of the calendar 
should be provided to the 
prosecutor on the hearing date. 

. sufficient notice to the 

R. 1:9-1,2,3 
R. 7:3-3 
- 2.3 Sub poena 
- 

If defendant is represented by 
retained counsel and wishes to 
subpoena witnesses, it is the 
obligation of retained counsel 
to prepare and serve his own 
subpoenas. 

The municipal prosecutor has the 
responsibility for determining 
what witnesses he wants and of 
preparing his own subpoenas. 
However, if the municipal 
prosecutor lacks secretarial 
help, court personnel may assist 
in typing the subpoenas. 

- R. 1 ~ 9 - 3  
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION 

SECTION PROCEDURE 

DATE : 3/85 

REFERENCE COMMENTS 

2.3 The municipal prosecutor or an 
Conto indigent defendant appearing pro 

se or by assigned counsel should 
provide the court clerk with the 
names and addresses of those 
persons to be subpoenaed. It 
should be emphasized that it is 
not the obligation of the court 
clerk to determine who shall be 
subpoenaed. 

If a defendant is appearing pro 
se but is not indigent, the 
court clerk should supply him 
with subpoena forms. However, 
it is the obligation of the pro 
se defendant rather than the 
court clerk to prepare them and 
have them served. 

In cases involving nonindictable 
offenses, law enforcement 
officers may issue and serve 
subpoenas to testify in the form 
prescribed by the Administrative 
Director of the Courts. Courts 
having jurisdiction over 
nonindictable offenses, the 
Division of State Police, the 
Division of Motor Vehicles and 
any other agency so authorized 
by the Administrative Director 
of the Courts may supply 
subpoena forms to their law 
enforcement officers. After 
service of a subpoena, the 
officer shall attach a copy of 
the subpoena to the appropriate 
complaint and promptly file them 
with the court. 

s 
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a NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3 /85  

SECTION PROCEDURE REFERENCE COMMENTS 

2.3 
Con 

Note: R. 7:3-3 prov ides  tha t  Ex. 1 9  
t h e  c o u r t  supp ly  a subpoena form 
( d i f f e r e n t  from t h a t  described 
here) t o  law enforcement  
pe r sonne l  upon r e q u e s t .  

, to  

a. P r e p a r e  subpoena, e n t e r i n g :  R. 1 : g - l  
1. name of t h e  c o u r t  Ex. 4 

2.  case name (S ta t e  
V. 1 

3. case number 

4.  time and place of 

5 .  name, address and 

h e a r i n g  

t e l ephone  number 
(home, b u s i n e s s )  of 
pe r son  be ing  subpoenaed 

6.  any o b j e c t s  d e s i g n a t e d  by E. 1:9-2 
the c o u r t  t o  be 
e n t e r e d  as  ev idence  

Note: I f  t he  w i t n e s s  is  t o  
t e s t i f y  i n  a c r i m i n a l  
a c t i o n  for t h e  S ta te  o r  a n  
i n d i g e n t  de fendan t ,  the 
subpoena sha l l  so n o t e ,  and 
sha l l  c o n t a i n  a n  o r d e r  t o  
appear wi thou t  the  
prepayment of any w i t n e s s  
fee. 

8 .  s i g n a t u r e  of c o u r t  
o f f i c i a l  and date  
i s s u e d  
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

2.3 b. Transmit  o r i g i n a l  and one - R. 1 ~ 9 - 3  
Cont . copy t o  p o l i c e  f o r  

service. (The o r i g i n a l ,  
showing proof of service, 
should  be r e t u r n e d  t o  the 
clerk.)  

Note: g.1:9-3 permits a 
subpoena t o  be served by any 
pe r son  18 o r  more y e a r s  of age. 
Service of a subpoena s h a l l  be 
made by s e r v i n g  a copy of the 
subpoena p e r s o n a l l y  on the 
pe r son  named and by t e n d e r i n g  t o  
him the  fee a l lowed by law, 
excep t  tha t :  

I f  t h e  pe r son  is  a w i t n e s s  i n  a 
c r i m i n a l  a c t i o n  f o r  t he  S ta te  o r  
a n  i n d i g e n t  de fendan t :  

0 Before  he leaves t h e  c o u r t  
a t  t he  c o n c l u s i o n  of the 
t r i a l ,  pay him t h e  fee by 
check, 

The c o u r t  c le rk  shou ld  have a 
fund f o r  t h i s  purpose.  
P r o v i s i o n  f o r  such  a fund should  
be inc luded  i n  t h e  budget f o r  
c o u r t  o p e r a t i n g  expenses .  I f  no 
fund has been p rov ided ,  payment 
sha l l  be made by voucher.  When 
payment is made i n  t h i s  manner, 
t h e  c l e r k  shou ld  c l ea r  t h e  
payment i n  advance w i t h  t h e  
munic ipa l  t r e a s u r e r .  

c. Place one copy of subpoena 
i n  case f i l e .  
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION 
e 

DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

2.4 

2 . 4 . 1  

2 . 4 . 2  

Calendar Preparation 

The court calendar should be 
prepared at least 3 days in 
advance of a court session. 

Case Listing 

Cases should be listed on the 
calendar in the or-der prescribed 
by court rule. 

List cases in the following 
order: 

1. applications for adjournment 

2. unlitigated motions 

3. arraignments 

4. guilty pleas 

5. litigated motions 

6. contested matters with an 
at tor ney 

7. other contested matters 

Appearances by attorneys shall 
be entered promptly with the 
court or clerk and, according to - R. 7:10-3(b), if the appearance 
is not entered, the attorney 
shall not receive priority on 
the trial list. 

Calendar Entrtes 

The calendar should contain: 

- R. 7~10-3 

Ex. 20 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE: 3/85 

PROCEDURE REFERENCE COMMENTS SECTION 

2.4.2 1. docket or summons 
Cont number 

2. defendant's name 

3 .  attorney's name, whether PD 
or assigned 

4 -  offense 

5. name of complainant 

6. space for entry of 
disposition, plea and 
remarks at time of hearing 

When the court knows there will 
be a contested case or cases 
that will take congiderable time 
to Bear, these should not be 
listed on the regular court 
calendar. Such cases should be 
heard at a special court session. 

The calendar should be prepared 
as far in advance of the court 
session as possible and copies 
should be furnished to the 
police department or other 
appropriate law enforcement 
agencies such as the State 
Police, so officers may 
determine the cases listed for 
trial in which their testimony 
may be required. 

. . .  

A copy of the calendar should 
also be posted 'at the entrance 
to the courtroom for examination 
by litigants or attorneys and 
copies should be available to 
the municipal prosecutor, the 
judge and the court Clerk. 
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111. GENERAL APPLICATION 

SECTION PROCEDURE 

DATE : 3/85 

REFERENCE COMMENTS 

2.4.3 Calendar Distribution 

Distribute copies of the 
calendar to: 

1. . judge 

2. municipal prosecutor 

3. municipal police department 

4. state police (if applicable) 

5. public defender 

6. other court personnel 

7. courtroom clerk 

Note any additipns OK deletions 
on one copy of the calendar (a 
master sheet) f o r  quick 
reference. 

3.0 Bail 

3.1 Posting Bail 

3.1.1 Cash Bail 

See E. 3:26-4(a) re: various 
requirements for bail, the 
conditions of the recognizance . 

and the limitations on taking 
bail from an individual surety. 

In any county, with the approval 
of the Assignment Judge, a 
program may be instituted for 
the deposit of cash bail in 
court in the amount of 10% of 
the amount of bail fixed. Under 
the 10% cash bail program, 

R. 7:5-2 - 
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I NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3 /85  

SECTION PROCEDURE REFERENCE COMMENTS 

3.1.1 d i s c r e t i o n  remains w i t h  t h e  
Cont. judge as t o  whether the 

, d e f e n d a n t ' s  a p p l i c a t i o n  should 
be g r a n t e d ,  d e n i e d ,  o r  
c o n d i t i o n a l l y  g ran ted .  

The Supreme Court  has i n d i c a t e d  
t h a t  i n  cases where t h e  o f f e n s e  
charged is not s e r i o u s  and the  
amount of b a i l  is  not  g rea t ,  the  
c o u r t  shou ld  accept pe r sona l  
checks rather t h a n  have the 
de fendan t  h e l d  i n  j a i l  u n t i l  
such  time as  he can  o b t a i n  a 
Bail bond or p o s t  cash b a i l .  
Before  a c c e p t i n g  a check under  
such  c i r c u m s t a n c e s  t h e  person  
a c c e p t i n g  t h e  check should be 
r e a s o n a b l y  c e r t a i n  of the 
d e f e n d a n t ' s  i d e n t i f i c a t i o n  OK of 
t he  b a i l o r ' s  i d e n t i f i c a t i o n  i f  a 
person  o t h e r  t h a n  t h e  defendant  
is p o s t i n g  the b a i l .  P e r s o n a l  
checks may a l s o  be  accepted f o r  
payment under  t h e  10% cash b a i l  
program. 

- 

Note: A $ 6  f i l i n g  fee and $6 
discharge fee are c o l l e c t e d  on 
i n d i c t a b l e  o f f e n s e s  which i s  
s e n t  t o  t he  County C l e r k  w i t h  
t h e  b a i l .  These fees may be 

de fendan t s .  
-waived  i n v o l v i n g  i n d i g e n t  

I n  the d i s c r e t i o n  of the  judge ,  
b a i l  bond cards of a r e p u t a b l e  
company may be accepted i n  l i e u  
of cash b a i l  i n  t r a f f i c  cases. 
provided : 

NJSA 22A: 2-29 

e there is  a g u a r a n t e e  of 
payment : 
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N E W  JERSEY MUNICIPAL COURT CLERKS* MANUAL 

111. GENERAL APPLICATION DATE : 3 / 8 5  

SECTION PROCEDURE REFERENCE COMMENTS 

3.1.1 0 t h e  amount of b a i l  is 
Cont. w i t h i n  t h e  amount 

guaranteed: and 

e t h e  o f f e n s e  charged is 
.covered by t h e  terms of 
t h i s  card. 

The person  a c c e p t i n g  t h i s  c a r d  
should:  

0 Check f o r  s i g n a t u r e .  Have 
t h e  person  wr i te  h i s  
s i g n a t u r e  a g a i n  f o r  the  
purpose of comparison. 

0 Compare s i g n a t u r e  w i t h  t h a t  
on the  d r ive r ' s  l i c e n s e  f o r  
v e r i f i c a t i o n  of the 
s i g n a t u r e  and the 
de fendan t ' s .  d e s c r i p t i o n .  

0 I f  t h e  card is  p r e s e n t e d  
and accepted, r e q u i r e  t he  
de fendan t  t o  s i g n  a c a s h  
b a i l  bond. 

0 Note whether t h e  card has 
exp i r ed .  

0 Hold card pending 
appearance  of de fendan t .  

If t h e  defendant  does  not  
a p p e a r ,  t h e  c o u r t  should  declare 
a f o r f e i t u r e  and the company so 
n o t i f i e d ,  g i v i n g  a l l  the 
p e r t i n e n t  i n fo rma t ion .  Upon 
receipt  of payment, t h e  c a r d  
should  be  r e t u r n e d  t o  t h e  
company. 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL 

SECTION 

APPLICATION DATE : 3/85 

PROCEDURE REFERENCE COMMENTS 

3.1.1 Upon collection of cash bail: 

a. Complete receipt, circling 
"bail" in top right hand 
corner. Distribute as 
follows: 

Coat. 

1. original to person 
posting bail 

2. copy to case file 

Retain copy in receipt book. 

Affidavit of Ownership and 
distribute as follows: 

b. Complete Cash Bail Bond/ 

Note: Cash bail affidavit is 
required only if a surety other 
than the defendant is posting 
bail. If the offense is an 
indictable offense, the original 
affidavit must be sent to the 
County Clerk. 

1. Indictable offense 
only: original 
affidavit to County 
Clerk (along with bail 
money and $12 
filing/discharge fee) 

Note: On nonindictable 
offenses, original 
affidavit and bail stay 
with municipal court. 

Note: If nonindictable is 
companion case to indictable, 
treat as indictable as in 'b' 1 
above. If the case is referred 

- R. 3:26-4(f) 
Ex. 21 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3 / 8 5  

SECTION PROCEDURE REFERENCE COMMENTS 

3.1.1 t o  county p r o s e c u t o r ,  t ransmi t  
Cont. a l l  b a i l  money t o  County Clerk .  

2. copy t o  defendant  

* 

3. copy t o  b a i l o r  i f  
o t h e r  t h a n  defendant  

4 .  copy t o  f i l e  

c. En te r  b a i l  i n fo rma t ion  on 
t h e  CDR/ t r a f f i c  complaint .  

d.  Pos t  i n  Cash Bail  Book: 

1. d a t e  r ece ived  

2. defendan t  * s. name 

3. name of sure ty  i f  
someone o t h e r  t h a n  
de fendan t  pos ted  ba i 1 

4. docket  o r  summons 
number 

5 .  r e c e i p t  number 

6.  amount of b a i l  

7 .  t y p e  of b a i l  ( t r a f f i c  
O K  criminal)  

e. Make o u t  d e p o s i t  s l i p  and 
. d e p o s i t  i n  B a i l  Account. 

f .  Make a p p r o p r i a t e  docketbook - R. 3:26-4(a) 
entry.  
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a N E W  JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION 

SECTION PROCEDURE 

DATE : 3/85 

REFERENCE COMMENTS 

3.1.2 Persona 1 Recognizance 

The judge-will use essentially 
the same criteria as are used to 
determine whether to use a 
summons or warrant (i.e.# length 
of residency, prior record, 
etc.) to determine whether to 
release a defendant on his own 
recognizance. 

The judge must determine this on 
indictable offenses and the 
clerk may do so on 
nonindictables. 

a. Complete Recognizance Form 
stating a cash Bail amount 
(e.g., ROR/$500). Have 
defendant sign. Have judg.e 
(or clerk, in his name) 
sign. 

Note: When bail is taken by the 
police department the officer in 
charge of the shift must sign 
the recognizance. 

b. Make docket entry in the 
proper column of the docket 
book and on the CDR. 

c.. Give copy to defendant and 
place original in case file. 

Note: Transmit original 
recognizance to County Clerk on 
indictable offenses only. 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

.III. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

3.1.3 Real Property 

Real estate may-be offered as 
security for bail upon approval 

. of the judge. 

and 

a. 

b. 

C. 

d. 

e. 

When real estate is offered as - R. 3:26-5 
security for bail, every surety 
shall describe in an affidavit 
the property offered and the 
encumbrances thereon, the number 
and amount of other 
recognizances and undertakings 
for bail entered into by him and 
remaining undischarged, if any, 

all his other liabilities. 

Complete Recognizance form Ex. 23 
using information from the 
affidavit. 

Have surety sign. (The 
husband and wife are 
required to sign the 
recognizance and the 
affidavit of surety, even 
if the real estate offered 
is in the name of only one 
of them. ) 

Obtain signature of judge 
or authorized personnel 
designated by law on 
recognizance. 

Make docket entry in the 
proper column of the docket 
book and .on the CDR. 

Complete receipt for filing 
fee paid. 

-81- 

. .  



. .  

NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

3.1.3 f. Deposit filing fee. 
Cont . 

g. Write check payable to 
County Clerk. 

county where offense was 
committed, forward filing fee 
($6) and discharge fee ($6) and 
original recognizance form to 
County Clerk for recording. 

Note: If property is located in R e  3:26-4(~) 

3 .1 .4  

If property located in county 

committed, follow steps -@he and 'i' 
.other than where offense was 

below. 

h. Mail original recognizance. 
form with filing fee and 
discharge fee ($12 )  to 
County Clerk in which 
property is located to 
establish lien on property. 

i. Send a copy of the 
recognizance form along 
with filing fee and 
discharge fee ($12) to the 
County Clerk where the 
offense was committed. 

j. Place copy of recognizance 
in file with other case 
papers. 

Surety (Bondsman) 

A list of acceptable bond 
companies is supplied by the 
Administrative Office of the 
Courts. Additions and deletions 
are supplied through the Court 
Bulletin Letters. 
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111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

3.1.4 A bond should consist of the 
Cont. following (whether or not on 

separate forms): 

1. recognizance form 

2, power of attorney 

3. release of bond form (i.e., 
Affidavit of Surety) 

a. Make sure the 
following are attached 
to bail bond: 

1. Power of Attorney 
of Surety 
(insurance bond) 

2, Release form (if 
supplied by 
bondsman) to be 
returned after 
disposition 

b. Check bond for errors. 
E.g.8 proper bail amount, 
defendant's name, charge, 
amount on power of 
attorney, all signatures. 
If error, contact surety to 
submit new correct bond and 
return bond in error to 
bondsman . 

filing/discharge fees, 
c. Collect $12 

Note: If the county has an 
arrangement by which the county 
collects the filing fee from 
bail bondsman, it does not need 
to be collected by the clerk. 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

3.1.4 d. After review, acknowledge 
Cont . necognizance form. 

e. In indictable cases only, 
send original bond papers 
to County Clerk with filing 
fee and companion cases, as 
applicable. 

Note: Retain original 
recognizance form in case file 
for nonindictables (e.g., 
disorderly, petty disorderly 
persons offenses). If companion 
case, see 3.1.1 * b e ,  note and 
2.1.1 * h @ ,  note. 

e. Place copy i n  case file. 

3.2 eormaitment in Default of Bail 

Where bail has been set and the 
defendant is unable to post 
bail, the judge should commit 
the defendant to the county 
jail. The commitment may be 
signed by the judge or attested 
in his name and si'gned by the 

. court clerk or the deputy court 
clerk. 

a. Complete temporary commitment NJSA 2A:8-15 
form. Specify on form the Ex. R 
amount of bail to be posted 
to enable the County Clerk 
and jailor to know the 
proper amount to be 
collected. 

= b .  Have judge (or clerk, in 
judge's name) sign 1 

commitment. Affix court 
seal. 
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111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

3.2 c. Send o r i g i n a l  t o  j a i l  w i t h  
Cont , defendan t  and place copy i n  

case f i l e .  

d. Schedule  defendant  f o r  
immediate appearance before  
judge. A s  a p p l i c a b l e ,  
prepare Order t o  Produce 
and give t o  j a i l  f o r  
appearance  of defendant  a t  
hea r ing .  

e. Schedule  f o r  t r i a l  f o r  next  
c o u r t  s e s s i o n .  

3.3 Retu rn  of Bai l  

3.3.1 Cash B a i l  

Cash b a i l  shou ld  be promptly and 
p r o p e r l y  re funded  a t  the 
c o n c l u s i o n  of the  t r i a l  o r  when 
the  c o n d i t i o n  of the b a i l  has 
been f u l f i l l e d ,  

For i n d i c t a b l e  o f f e n s e s  where 
b a i l  has been forwarded t o  
County C l e r k ,  b a i l  is r e t u r n e d  
by the  County C l e r k  t o  t h e  
b a i I o r .  If t h e  i n d i c t a b l e  
o f f e n s e  is  downgraded and 
remanded, b a i l  i s  subsequen t ly  
r e t u r n e d  t o  munic ipa l  c o u r t .  
Fol low p o s t i n g  procedures  f o r  
a p p r o p r i a t e  type of b a i l .  

The b a i l o r ,  whether t h e  
defendant  o r  s u r e t y ,  must 
approve t h e  u s e  of b a i l  f o r  
paying o u t s t a n d i n g  p e n a l t i e s .  
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

3.3.1 a. Refer to case file to 
Cont e verify that case has been 

disposed before releasing 
bail. 

b. Obtain cash bail receipt 
from bailor, if available. 

1. I f  defendant is 
bailor, check for 
identification. 

2 .  I f  bailor is other 
than defendant 
(surety), obtain 
receipt and affidavit 
of ownership and 
compare signatures to 
ensure proper . 
identification. 

3 .  If bailor cannot' 
present receipt, have 
him sign court's 
original affidavit and 
copy of receipt: 
compare signatures and 
check.identification. 

c. Write check(s) from Cash 
Bail account: 

1. If bail to be applied 
to penalties, make out 
two checks (one for 
exact amount of 
penalties, second for 
remainder) payable to 
the bailor. 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

\ 
SECTION . PROCEDURE REFERENCE COMMENTS 

3.3.1 2. If bail to be returned, 
Cont. make out one check for 

amount of bail posted 
payable to bailor. 

Note: If a case has been 
finally conctuded by entry of 
judgment and the bailor cannot 
be located so that the court 
cannot refund the cash bail, the 
court should pay the bail to 
themunicipal treasurer by a 
separate check, with an 
accompanying letter of 
explanation, keeping a copy of 
the letter in the court file. 
If the bailor is subsequently 
located, he may obtain refund 
from the municipality. The 
court should sign an order 
directing the municipality to 
refund the money to the bailor, 

d. If bail to be applied to 
fine: 

1. Direct bailor to 
endorse check for 
pena 1 ty amount payable 
to the court. 

2. Deposit in General 
Cash Account. Record 
in General Cash Book 
as receipt of penalty, 
noting penalty, 
amount, docket number, 
defendant's name. 

3. Issue receipt to 
bailor (defendant or 
surety). 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

. SECTION PROCEDURE REFERENCE COMMENTS 

3.'3*1 4. Enter docket number 
Cont . and name of defendant 

on check and on check 
stub. 

e. Make entry to Cash Bail 
Book (disbursements): 

1. date returned (date of 

2. to whom returned (paid 

check) 

to.. .) 

3. check number(s) 

4. amount returned (paid) 

3.4 Defendant Pails to Appear: Bail 
--Porfef ture 

3.4-1 Cash Bail 

Note: Where cash has been posted 
by a third party surety and the 
defendant does riot appear, the 
judge may declare a forfeiture 
or mail a notice of the proposed 
forfeiture to the surety, 
advising that if the defendant 
is not produced in court on a 
date designated, the bail will 
be forfeited. 

Upon failure to appear and 
declaration of forfeiture by the 
judge: 

a. Send notice to surety that 
bail will be forfeited for 
failure to appear. 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

3.4.1 b. Note forfeiture in 
Cont. docket and on 

complaint. 

Bail Book as for 
return. (See 3.3.1, 
step *d*.) 

c. Make entry to Cash 

d. Traffic cases only: send 
MF-1 to DMV as to 
forfeiture. (See 11. 2.2.) 

Note: The warrant remains 
outstanding (i.e., active) until 
either the judge withdraws the 
warrant or the defendant posts 
bail. 

e. Prepare checks. 

1. Traffic: Make check 
from cash bail account 
payable to municipal 
court and deposit in 
general cash account, 
with entry to General 
Cash Book. 

2. Criminal: Make check 
from cash bail account 
payable to municipal 
treasurer. 

f. Disburse the forfeited bail 
to the agency to which the 
fine would have been 
payab 1 e . 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3./ 8 5 

. - . .  
SECTION PROCEDURE REFERENCE COMMENTS 

3.4.1 Note: If a NJSA Title 39 
Coat. traffic violation is 

involved, costs not 
exceeding $15 may be 
deducted from the bail and 
the costs paid to the 
municipal treasurer. The 
balance of the bail is then 
payable to the agency to 
which the fine would have 
been payable. 

3.4.2 10% Cash Bail 

The surety is ordinarily only 
responsible for the lo%, the 
defendant is responsible for 
the remainder, 90%. The clerk's. 
duty in this regard is to notify 
the county/municipal counsel as 
applicable so that he may file a 
motion for judgment on 
forfeiture to collect the 
forfeited bai 1. 

a. Send notice of forfeiture 
to: 

State v. 
S incrle t on 
182 NJ SuDer. 87 
(App, Div. 1981) 

Ex. R 

0 county counsel, if 
superior court has 
jurisdiction 

OR 

0 municipal counsel, if 
municipal court has 
jurisdiction 

b. Issue warrant for contempt 
of COUK t . NJSA 2A: 10-lC 
(See I11 6.1.) 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION 

SECTION PROCEDURE 

DATE : 3/85 

REFERENCE COMMENTS 

bo Prepare notice of 
forfeiture with: 

3.4.3 Corporate Surety' 

Munici a1 Court Has Jurisdiction 

waived indictment and trial by 
jury, under NJSA 2A: 8-22) 

(inclu ti ing when defendant has (1) 

When there is a breach of a 
condition of the recognizance, 
the municipal prosecutor shall 
move for a declaration of the bail B. 3:26-6(a) 

or the court on its own motion 
may declare a forfeiture; if the 
defendant absconds while on 
supervisory treatment after bail NJSA 24:21-27(a) 
has been posted, then bail may. 
be forfeited. When a forfeiture 
is declared: 

a. Note forfeiture and date on: 

1, complaint 

2. docket (miscellaneous 
column) 

E x ,  R 

1. docket number 

2. defendant's name 

3. amount of bond 

4 ,  date of forfeiture 

5. name of corporate 
surety 

6. number of power of 
at tor ney 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

3.4.3 c. Immediately send written 
(1) notice of the forfeiture 

Cont. and demand for payment of 
the amount of the bond to: 

1. bondsman 
(attorney-in-fact) 

2. home office of 
corporate surety 
(address often listed 
on power of attorney 
form) 

Note: If no response OK payment 
is received within two weeks of 
the mailing of the notice, mail 
a second notice, so labeled, to 
the bondsman and the corporate 
surety's home office. 

If there is no response 
or payment within 30 days of the 
mailing of the second notice, 
notify the Commissioner of the 
New Jersey Department of 
Insurance in writing, indicating 
what action the court has taken 
in this matter. 

If the forfeiture is not paid or 
the forfeiture is not set aside 
by the judge: 

a. Immediately send notice of 
the forfeiture to the 
municipal attorney who 
shall forthwith proceed to 
collect the forfeited 
amount. 

Include in the written 
. notice: 

Ex. R 

R. 3:26-6(a). - 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

3.4.3 1. docket number 

Cont. 2. defendant's name and 
(1) 

address 

3 .  amount of bond 

4. date of forfeiture 

5. name and address of 
corporate surety (as 
shown on power of 
at tor ney ) 

6. number of power of 
attorney 

b. Retain a copy of the notice 
with the complaint; send a 
copy of the notice to the 
Assignment Judge. 

c. When judgment of default is 
entered, send a copy of the 
judgment to the 
Commissioner of the New 
Jersey Department of 
Insurance with a cover 
letter requesting the 
cooperation of that 
Department in obtaining 
payment of the judgment 
without the necessity of 
executing on the judgment. 
Send a copy of the cover 
letter to the 
Administrative Office of 
the Courts. 

If the judgment, including any 
costs or interest, is not paid 
within 20 days, the municipal 
attorney shall docket the 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

3 .  
( 

co 

4.3 ju 
1) an 
int. t h  

WI 
ca 
of 
an 
ta  
un 

idgment in the superior court NJSA 2A38-42 
td proceed with execution on 
Le judgment and he shall., in 
-iting, notify the clerk of the 
urt and the Assignment Judge 
' the amount collected. The 
iount collected shall be paid 
1 the Municipal Treasurer 
tless otherwise provided by law. 

If the court subsequently remits 
the forfeiture in whole or in 
part, the clerk shall: 

0 Notify the municipal 
attorney and the Assignment 
.Judge of that fact. 

When the recognizance is 
discharged by court order upon 
proof of compliance with the 
'conditions thereof, or by reason 
of the judgment on the 
complaint, or when payment of 
the recognizance is received, 
the clerk shall: 

0 Enter the word "dischargedA Ex. B 
and the date of discharge 
in the docket and send 
notice of the discharge to 
the clerk of the superior 
court. 

( 2 )  Indictables (Outside Municipal 
Court Jurisdiction) 

When the municipal court does 
not have jurisdiction to try the 
case, including instances when 
the defendant has not waived 
indictment and trial by jury 
under NJSA 2A:8-22, and when 
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NEW JERSEY MUNICIPAL, COURT CLERKS' MANUAL, 

- 
111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

3.4.3 there is a breach of a condition 
(2) of the recognizance as, for 

Cont. example, when the defendant 
fails t o  appear  in the munici3a.l 
court for a probable cause 
hearing, the municipal 
prosecutor shall move for a 
declaration of forfeiture of the 
bail, or the court on its own - R. 3:26-6(a) 
motion may declare a forfeiture. 
When a forfeiture is declared: 

a. Note on complaint the fact 
of forfeiture and the date. 

b. Enter the forfeiture and 
date in the miscellaneous 
column of the docket. 

c. Prepare letter of 
transmittal for mailing of 
documents in steps Id* and 
'e1 below. Include in 
letter notation of 
forfeiture and date 
thereof.. 

Retain copy of transmittal; 
send copy to Assignment 
Judge for county. 

d. Immediately send the 
complaint and transmittal 
letter to the county 
prosecutor. 

e. Send to the County Clerk: 

1. the recognizance with 
the power of attorney 
attached 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

3.4.3 
( 2 )  

Conc. 

3.4.4 

3 . 5  

2. filing fee, unless fee 
waived and the waiver so 
noxed on :he 
recognizance. 

3. transmittal'letter 

The County Clerk will then carry 
out the procedure for 
enforcement of the  bond ana, if 
necessary, notify the county 
counsel. 

Real Property 

The judgment on bail forfeiture 
is made at the county level. 

0 Notify the county counsel 
in writing that the 
defendant failed to appear. 

Note: When real estate located 
in a county other chan the one 
in which the bail was taken is 
affected, the clerk of the court 
in which such recognizance is 
given shall forthwith send 
notice of discharge or 
forfeiture and the date thereof 
to the clerk of the county where 
such real estate is situated who 
shall make the appropriate entry 
at the end of the record of such 
recognizance. 

Reinstatemen't of Forfeited Bail 

Upon order issued by judge: 

a. Return cash bail to 
surety. 

- R. 1:13-2 

NJSA 2~:a-29 
R. 3:26-4(e) - 

- R. 3:26-4(e) 

- R. 3 ~ 2 6 - 7  



NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

3.5 b. Send notice of E x .  R 
Cont. reinstatement t c  all 

parties who were notified 
of forfeiture. If 
corporate surety, notify 
municipal attorney and 
Assignment Judge. 

c. On a real pror>erty bond, 
send a letter to the County 
Clerk releasing the bond. 

d. On a corporate surety bond, 
send letter (or fill in 
their form) releasing bond. 

4.0 In-Court Duties 

Th.e clerk assigned to the' 
courtroom is responsible for the 
smooth functioning of the court 
sessions. Each clerk should 
work closely with the judge to 
coordinate activities-- e.g., 
some judges prefer to call the 
calendar, while others have the 
clerk do it. Under no condition 
should the municipal prosecutor 
or police call the calendar. 

Duties may include (but are not 
limited to) the following: 

0 overseeing proper set-up of 
court room 

0 having available case 
papers f o r  matters on 
calendar 

0 overseeing proper operation 
and recordkeeping of sound 
recordation 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

4.0 0 checking-in parties 
Conr . 

0 opening court 

0 swearing in witnesses 

0 labeling and storage of 
evidence (exhibits) 

0 documenting court action 

0 collecting penalties 
assessed 

0 completing court forms as 
directed 

. Each of these duties is 
discussed in detail below. 

4.1 Before Court 

a. Check to see t3at the 
courtroom has been set up 
properly, i.e., chairs and 
tables in proper position, 
flag displayed, sound 
recording device, recording 
log and tapes available, 
flip chart displayed; gavel 
and law books (NJSA Titles 
2A, 2C, 24, 39 and Court 
Rules) on bench: copy of * 

Violations Bureau Schedule, 
complaints/ tickets, court 
calendar, receipt books and 
other appropriate forms. 

Make copies of notice of 
defendant's rights 
available in Couftroom by 

Ex. R 
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111. GENERAL APPLICATION DATE < 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

4.1 placing on chairs in 
Cont. various parts of the 

courtroom. 

b. Test the sound recording 
tape, playing back the test 
to check for clarity. (See 
IV. 5.0.) 

c. Check all microphones for 
operation and placement. 
Microphones should be 
placed at: 

1. defendant's table 

2. witness stand 

3. bench 

4. prosecuting attorney's 
table 

5. optional: defendant's 
stand 

d. On Recording Log, mark Ex. 24 
"tape checked, played back" 
and enter your initials. 
Also put date and tape 
number on,the record. 
Label tape and box with . 
date and tape number. 

e. Check people in. Say: 

"GOOD EVENING LADIES AND 
GENTLEMEN. PLEASE MAKE 
SURE YOU CHECK IN AT THE 
CLERK'S DESK. IF YOU HAVE 
COPIES OF TICKETS PLEASE 
HAND THEM TO ME." 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

4.1 Note: During a break in court 
C o n t .  session. an ogportunitg should 

be given for latecomers io cfieck 
in with the clerk. 

Check off names qn copy .of 
the calendar as they check 
in. For each case, check 
that all parties a18 
present to enable case to 
proceed. 

f. Separate guilty and 
not-guilty pleas and put in 
order in which they will be 
called within each group. 

g. On subpoenaed persons, 
announce "IS 
HERE?" If not present, 
judge will ask again when 
case is called. 

4.2 During Court 

Court personnel (never police) 
officially open court as follows: 

a. Say: ALL RISE. THE 
MUNICIPAL COURT OF 
IS HEREBY IN SESSION, THE 
HONORABLE 
PRESIDING. 

The judge then makes his opening 
r emar ks . 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

4.2 0 The clerk should make sure 
Cont. p e o p l e  speak i n t o  the 

proper microphone and 
identify themselves fu,lly 
and clearly on the record. 

0 Begin making log entries, 
beginning with the log # 
(tape revolution), always 
identifying the speaker. 
As each tape ends, begin 
new tape, marking on log 
sheet where old tape ended 
and new one began. Also 
mark tapes with date-and 
number of the tape. 

0 If the sound recorder 
should malfunction: infurm 
judge, then conduct routine 
check of equipment. If it 
cannot be corrected, it is 
in the judge's discretion 
whether to continue or 
delay proceedings. Report 
the malfunction immediately 
to repair service, then to 
the Sound Recording 
Services Unit of the AOC 
(phone:609- 292-2644). 

0 Forward to judge each case 
file as it is called. (Give 
opportunity for latecomers 
to check in with the clerk 
so their cases will be 
called.) 

The court calendar should 

the following order: 
R. 7:10-3 follow, as closely as possible, - 
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NEW JERSEY MUNICIPU COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

4.2 . 1. apolications for adjournment 
Cont. 

2. unlitigated motions 

3. arraignments 

4. guilty pleas 

5. litigated motidns 

6. contested matters with an 
attorney: 

7. other contested matters 

4.2.1 Adjudicated Matters 

Upon assessment of a penalty, 
the individual is di-rected tu 
remit that penalty to the 
court. The penalty may be 
assessed immediately, as 
following a guilty plea, or 
assessment of the penalty 
(sentencing) may be deferred. 

Note: Court forms (such as 
commitments, probation orders, 
etc.) should be tried -- either 
by court personnel in the office 
or by courtroom clerk during 
break in court session. 
Internal office forms (e.g., 
time payment records) need not 
be typed but should be legible. 

4.2.1 Fines/costs 
(1) 
(a) Payment in Full 

Upon payment of penalty: 
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NEW JERSEY &lL!iICIPAL CCUfiT CLERKS' YAiY?JXi 

111. GENERAL APPLICATION 

SECTION PROCEDURE 

DATE : 3/85 

REFERENCE COMMENTS 

4.2.1 a. Complete receipt and Ex. 4 

Cont. 1. original to defendant 

(1) distribute: 
(a) 

2. Staple copy to ticket 
if traffic case: place 
in case file if 
criminal. 

3. Retain copy in receipt 
book. 

Note: For courts with 
validating machines, follow 
local receipting procedure. 

(b) Installment Payment of 
Fines/Costs 

Subsequent to adjudication, State v. DeBonis 
the court may allow the defendant 58 NJ 182 (1971) 
to make payments in 
installments. Installment 
payments may be made in criminal 
and traffic matters only upon 
order of court according to 
terms set by the court. 

The.request for partial payment 
must be heard in open court. The 
defendant completes in full a 
financial questionnaire (Form Ex. 25 
5A, Application to Establish 
Indigency) if not completed 
earlier, upon which the judge 
bases the decision. 

Upon order of court: 

a. Complete Order for 0 Ex. 26 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL, 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

4.2.1 Installment Payment of 
(1) ( b )  Fines  and Costs accozding 
Cont. to terms set by judge. 

Have defendant complete 
name, address and personal 
information at. bottom. 
Have judge (or clerk) sign 
order. 

b. Give copy of order to 
defendant: retain original 
with case file. 

(l)(b) Time Payment Record 
( i )  

. A separate form should be 
completed for each date of 
adjudication. (Multiple 
complaints may be entered on 
same form if date of 
adjudication is the same.) 

Note: To reduce bookkeeping, it 
is recommended that payments be 
set up on a monthly basis where 
possible. 

a. Complete Time Payment 
Record Sheet form with: 

1. name/address of 
defendant 

2. docket number, summons 
number, charge(s) on 
which partial payment 
to be made, and 
fine/costs amounts 

3. date of couri 
order/terms of 
payment 

Ex. R 
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E IUNICIPAL cc 

111. GENERAL APPLICATION 

SECTION PROCEDURE 

JRT CLERKS' MANUAL 

DATE : 3/85 

REFERENCE COMMENTS 

4.2.1 4. total penalty 
(1) (b) (fines/costs of all 
Cont .  . docket a m b e r s  shown) 

b. Place form in appropriate 
file. 

c. Place complaint in 
appropriate partial payment 
file. 

d. TRAFFIC CASES ONLY: 

1. For nonparking traffic 
cases, prepare and 
send to DMV the MF-1. 
(This card is prepared 
only once, at 
adjudication.) 

2. Make entry in 
appropriate docketbook 
and Traffic Ticket 
Control Record 
as applicable as to 
time payment. E.g., 
note 'pp' (partial 
payment), and amount 
in miscellaneous- 
column. 

e. CRIMINAL CASES ONLY: 

When fine is for indictable 
OK  disorderly persons 
offense, send yellow copy 
Of CDR-1 OK -2 to SBI. 

(ii) Installment Payments 

As payments are made: 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION 

SECTION PROCEDURE 

DATE : 3 / 8 5  

REFERENCE COMMENTS 

Ex. R 4.2.1 a. Update Time Payment Record 
(1) (b) with: 

Cont . 1. receipt number 
( i i ]  

2. amount paid (applied 
first to costs, then 
to fine) 

3 .  balance due 

4. Make entry to Cash 
Book. 

5. Make bank deposit. 

Note: As payment is made, W C B  
(Violent Crimes Compensation 
Board) penalty must be satisfied 
first before credit is given 
toward fine or cost. 

TRAFFIC CASES ONLY 

If full payment not made within 
6 months or defendant is 
otherwise not in compliance with 
the order of the court: 

a. Optional: Send follow-up 
-notice to defendant. 

b. Set for court hearing or 
close out'as follows: 

(iii) Closeout on Installment Schedule 

a. Complete Order of Suspension, NJSA 39:4-203.1 
showing date by which Ex. 27 
license will be suspended 
if payment not made. 

. . . .  - . .  . . .  . .  . . .  
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NEW JERSZY WUNICIFAL ZCUZT CLZRKS' WTAL 

111. GENERAL APPLICATION DATE : 3 / 8 5  

SECTION PROCEDURE REFERENCE COMMENTS 

4.2.1 b. Send copy of Order t o  DMV 
(1) ( b )  and t o  defendant .  
(iii) 

! Cont. c.  Note send ing  of  Order i n  
docketbook and T r a f f i c  
T i c k e t  C o n t r o l  Record. 

d .  F i l e  t i c k e t  by c o u r t  date .  

e .  Tf payment not  received, 
send Order of Suspension t o  
DMV. 

f .  Place case f i l e  i n  c l o s e o u t  
. drawer. 

Note: The case may be reopened 
upon o r d e r  of c o u r t .  

4.2.1 F i n a l  Payment Made 
. ( l ) ( b )  

( i v )  A s  each Time Record Payment is 
p a i d  i n  f u l l :  

a .  A s  a p p l i c a b l e ,  va l ida t e  
back of t i c k e t .  

b. Make f i n a l  e n t r y  on Time 
Payment Record (show z e r o  
ba l ance )  and a t t a c h  t o  
c o m p l a i n t ( s ) .  Place 
compla in t s  i n  a p p r o p r i a t e  
d i sposed  f i l e .  

c.  I n  misce l l aneous  and 
f i n e s / c o s t s  columns of 
docketbook,  e n t e r  " p a i d  i n  
f u l l "  n o t a t i o n  and da te  of 
d e p o s i t  .. 

, .  
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3 / 8 5  

SECTION PROCEDURE REFERENCE COMMENTS 

4 . 2 . 1  Bad Checks 
(1) ( c )  
( i v )  If a check i s  recurned  t o  t he  

c o u r t  f o r  i n s u f f i c i e n t  f u n d s ,  
t h e  c o u r t  shou ld  c o n t a c t  t h e  
de fendan t  t o  t r y  t o  r e s o l v e  the  
m a t t e r  b e f o r e  t a k i n g  f u r t h e r  
a c t i o n .  

a. Send l e t t e r  t o  d e f e n d a n t ,  
g i v i n g  da te  by which 
payment i s  t o  be  made 
(cash,  c e r t i f i e d  check o r  
money o r d e r  o n l y ) .  

If payments a r e  no t  p a i d  on 
time, upon o r d e r  of t he  c o u r t :  

-_ 

b. 

C.  

d .  

Ex. 28  

Complete and i s s u e  Ex. R 
w a r r a n t .  O b t a i n  s i g n a t u r e  
of e i t he r  c lerk o r  judge  
and d i s t r i b u t e  as fo l lows :  

1. o r i g i n a l  t o  c a s e  f i l e  

2. 3 c o p i e s  ' t o  p o l i c e  
depa r tmen t .  f o r  service 

When d e f e n d a n t  i s  brought  
t o  c o u r t  on  the  w a r r a n t ,  
remainder  of f i n e  and any 
p e n a l t i e s  must be p a i d  i n  
f u l l .  

Prepare payment schedu le .  
Have i n d i v i d u a l  s i g n  bo th  
t h e  o r d e r  and the  payment 
schedu le .  Give copy of 
payment s c h e d u l e  t o  
i n d i v i d u a l ;  r e t a i n  copy f o r  
case f i l e .  
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

4.2.1 e. TRAFFIC CASES ONLY: 

Cont  . I f  payment n o t  made, 
prepare form letter to DMV 
and send to DMV. This 
action initiates the 
license suspension 
procedure. 

(c) 

( 2 )  License Xevocatian 

a. 

b. 

C. 

Collect license from 
defendant: attach to ticket. 

Where necessary, complete 
temporary driving permit, 
have judge sign and 
give copy to defendant. 
Temporary permit issued 
only for purpose of 
allowing defendant to reach 
home. 

As apqlicable, collect fine 
and make out receipt (see 
11. 2.2.4(1)). If bail to 
be applied to fine, see 
3.3.1 Id'.) 

(3) Jail (Commitment) 

a. Have officer escort 
defendant to holding area 
until commitment papers can 
be typed. See 11. 2.2.4 (2). 

(4) Probat ion 

0 Have referral form 
completed (see 11. 
2.2.4(3), Probation) 

MF 39, R 1/67 

Ex. 29 

- R. 3:21-7 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

4.2.1 
( 5 )  

4.2.2 

4.2.2 
(1) 

Community Service 

0 Have community referral 
form completed (see 
CRIMINAL, 2.2.4(4), 
Community Service) 

Contested Matters (Not Guilty 
Pleas) 

When matters go to trial, the 
clerk has several additional 
duties. as follows. 

Appearances 

0 When the case is called 
before the court, ensure 
that the attorney's 
appearance is entered on 
the record. 

Swearing in Interpreter/Witness 

Either the judge or clerk (not a 
police officer) swears in all 
persons taking the stand 
(includes expert witnesses, 
interpreters). Each witness 
should be sworn individually, 
not collectively, and the judge 
or clerk should note the name 
and address of each witness as 
well as the fact that the oath 
was administered. 

If directed to 'swear him in: 

a. If interpreter involved, 
the interpreter is usually 
sworn in before the 
wit'ness. See oath, below, 
step 'c'. 
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a NEW ERSEY 

111. GENERAL APPLICATION 

W'NICIPAL COURT CLERKS' MANUAL 

DATE : 3 / 8 5  

SECTION PROCEDURE REFERENCE COMMENTS 

4 . 2 . 2  Note :  Where n e e d e d ,  an 

Cont. before r: ial  aay commence. 
( 2 )  i n t e r p r e t e r  must be  o b t a i n e d  

. Contact  your TCA f o r  d i r e c t i o n  
r e g a r d i n g  i n t e r p r e t e r s .  

b. A s k  t h e  p e r s o n  h i s  name a n d  
a d d r e s s  f o r  t h e  r e c o r d .  
Have p e r s o n  s p e l l  l a s t  name. 

c.  A s k  him t o  r a i se  h i s  r i g h t  
hand. Say:  

Oa th  t o  Wi tness  

"DO YOU SOLEMNLY SWEAR OR 
AFFIRM THE TESTIMONY YOU 
ARE ABOUT TO G I V E  I N  THIS 
MATTER IS THE TRUTH, TO THE 
BEST OF YOUR KNOWLEDGE?" 

O a t h  t o  I n t e r p r e t e r  

"DO YOU SOLEMNLY SWEAR OR 
AFFIRM THAT THROUGHOUT YOUR 
SERVICE I N  THIS MATTER YOU 
WILL ACCURATELY AND 
IMPARTIALLY INTERPRET TO 
THE BEST OF YOUR ABILITY?" 

. ( 3 )  E x h i b i t s  

The c l e r k  must l a b e l  a n d  s t o r e  
e x h i b i t s .  

a. Upon a c c e p t a n c e  by t h e -  
c o u r t  as e v i d e n c e ,  l a b e l  
e x h i b i t  w i t h  f o l l o w i n g  
i n f o r m a t i o n :  

0 d o c k e t  number 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION 

SECTION PROCEDURE 

DATE : 3/85. 

REFERENCE COMMENTS 

4.2.2 0 who entered exhibit 
( 3 1  (see  abbreviations, 

Cont. below), sequential 
number, and whether 
' f o r  identification' 
(ID). or full exhibit. 

E.g., S - state 
exhibit; 9 - defendant 
exhibit; J - joint 
exhibit. S-3 ID means 
the third exhibit 
entered by the (state) - 
prosecutor, for 
identification only. 
An ID exhibit may 
later be changed by 
the judge to full 
evidence status. 

0 date entered into 
evidence 

0 initials of clerk 
receiving evidence 

b. Enter description of 

Business records (e.g., radar 
test sheets, officer 
certification, tuning fork, 
breathalyzer tests) should be 
photocopied; retain photocopy as 
evidence and return original. 

exhibit on log sheet. 
> 

( 4 )  Dispositions 

0 Follow procedures for ' 

Adjudicated Matters, 4.2.1. 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

DATE : 3/85 111. GENERAL APPLICATION 

SECTION PROCEDURE REFERENCE COMMENTS 

4.2.3 Note: Court forms (e.g., 

Cont. orders, 2tc. j shoiilO be t-mect -- 
either by court personnel in the 

during a break in court 
sessions. Internal forms (e.g., 
time payment records) need not 
be typed, but should be legible. 

( 3 )  commitment forms, probation 

office Of by COUKtIOOm clerk 

4.3 End of Court Session 

a. Have judge review on the 
record matters that are 
pending, i.e., overdue 
fines, dismissal of 
summonses, neighborhood 
disputes. 

sure tapes are marked with 
date and number of the 
tape. Secure and file 
chronologically in tape 
file drawer. 

b. Turn recorder off, make 

c. Attach log sheet to court 
calendar and file 
chro,nologically in court 
calendar file. 

d. Remove or otherwise secure 
all Court property. 

e. Place all evidence in 
locked safe. Retain for 30 
days. 

Note: Drugs, weapons, 
contraband should be returned to 
police for proper handling and 
storage. Obtain a written 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

4.3 receipt for the items. Direct 
Con:.. the police tc ttansfar evidence 

if appeal filed. 

0 If appeal filed: 
. forward exhibits with 

case papers to higher 
Court. 

e If no appeal: return 
to proper parties: 
have individual sign 
form to acknowledge 
return of exhibits. 

f. Prepare appropriate form 
regarding disposition of 
each case. See that 
revoked license is sent 
with MF-1 card to DMV 
within 3 days of 
disposition. 

5.0 Contempt of Court 

Upon order of the court: 

0 Issue bench warrant. Set Ex. R 
appropriate bail. 

6.0 War rants 

6.1 Issue Warrant 

Warrants may be issued for a 
number of reasons. The most 
common are: failure to appear 
and failure to make partial 
payment. The clerk as well as 
the judge has the authority to 
issue warrants in both criminal 
and traffic matters for failure 
to appear and failure to pay. 
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NEW JERSEY MUN1CIP.U COU9T CLERKS' MANUAL, 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

6.1 a. Complete warrant, entering: Ex. R 
Cont. 

1. name of municipality 
ana county 

3. docket number 

4. complaint number 

5. defendant's name and 
address 

6. reason for issuance of 
warrant. E.g., 
failure to appear or 
failure to make payment 

7. bail amount (the clerk 
may set bail on all 
except indictable 
offenses) 

8. date defendant did not 
comply or failed to 
appear 

9. date warrant is sent 

b. Sign warrant. 

c. Optional: complete warrant 
card, in duplicate (or make 
photocopy) with: 

1. defendant's name and 
address 

2. docket number 

3. complaint number 

4. ticket number 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION 

SECTION PROCEDURE 

DATE : 3/85 

REFERENCE C O m N T S  

6.1 5. violation and 
Cont. dtdtata numbez 

6. bail amount 

7. . name of town or 
municipality where 
warrant is to be issued 

d. Forward original warrant to 
police where warrant is to 
be served: 

If defendant lives within 
jurisdiction of court, 
transmit to appropriate law 
enforcement agency. 

If defendant lives outside 
jurisdiction of court, 
prepare cover letter, 
attach to original warrant 
and transmit to appropciate 
law enforcement agency. 

Variation: Forward all 
warrants to local police 
f o r  forwarding to 
appropriate law enforcement 
agency. 

e. Place copy of warrant and 
- letter (if applicable) with 

case papers and place in 
alphabetical order in 
warrant file. 

f. Optional: Place warrant 
card in alphabetic warrant 
.file drawer. 

-116- 
_ -  



NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

6.2 Recall of Warrant 

If the der'sndant apgears v l t h o u t  
arrest and posts bail, the clerk 

* must notify the police to recall 
the 

a. 

b. 

C. 

warrant. 

Contact law enforcement 
officer by phone of reason 
:or r e c a l l  and direct them 
to return warrant to the 
court. Make note of date, 
time and officer spoken 
with. 

Send cover letter to law 
enforcement agency to 
confirm recall of warrant. 
Retain copy of letter in 
file, OK note in case file 
recall of warrant and 
authority. 

Optional: note on warrant 
card: 

1. date of recall 

2. disposition (reason 
for recall) 

3. party contacted to 
return warrant 

4. your initials 

7.0 Return of Executed Search 
Warrants 

Unexecuted search warrants 
should never be filed with nor 
handled by the clerk. - R. 3:5 -4  
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3 / 8 5  

SECTION PROCEDURE REFERENCE COMMENTS 

7 . 0  Upon receipt of executed warrant: 
Cont . 

a. Check for accompanying 
papers: R. 3:5-6 - 
1. . return of service 

2. inventory of seized 
property 

3 .  affidavits 

4 .  transcripts or summary 
of oral testimony 
taken before the 
issuance of warrant 

Sign if papers are in order. 

b. Place all papers in sealed 
envelope and forward to 
County Clerk for filing 
(hand deliver or mail 
certified mail, return 
receipt). Do not retain 
copies of papers. 

8 . 0  Appeals 

The municipal court must act 
promptly in complying with all 
required steps when a notice of 
appeal is filed so that there 
will be no delay at the county 
level or appellate division. 

A Notice of Appeal must be filed 
within 10 days after entry of 
judgment of conviction. The 
notice must be accepted by the 
clerk and forwarded to the 
County Clerk, however,. whether 
or not it is timely. 
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NEW ,JERSEY MUNICIPAL COURT CLERKS' MANUAL, 

111. GENERAL APPLICATION e 
SE CT I ON PROCEDURE 

DATE : 3 / 8 5  

REFERENCE COMMENTS 

8 . 0  When the defendant or attorney Ex. R 
Cont. requests a Notice of Appeal 

form, advise them that it must 
be filed within 10 days of 
judgment with: 

1. municipal court clerk 

2. County Clerk (All filing 
fees are paid at the County 
Clerk's office, not 
municipal court). 

(original) 

3. county prosecutor 

4. municipal attorney 
(ordinance violations only) 

E. 3:23-9 

@ 8.1 Notice of Appeal Filed 

Upon receipt of Notice.of Appeal: - R. 3~23-3 

a. Accept the Notice and date 
stamp. 

b. Make docketbook entry in 
Remarks column: notice of 
appeal filed, date. 

regular mail (optional: 
certified mail, return 
receipt) : 

1. oriqinal complaint with B. 7:4-6(b) 

c. Send to the County Clerk by R .  3:23-4(a) 

judgment of conviction 

(note any exhibits 
withheld ) 

2. all mailable evidence 



NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

DATE : 3 / 8 5  111. GENERAL APPLICATION 

SECTION PROCEDURE REFERENCE COMMENTS 

8.1 3. Transmittal Letter on 
Cont. Appeal indicating 

whether or AIOC 
transcript deposit 
made (see 8.2, below). 

R. 7 ~ 5 - 4  - 4. any bail posted after 
imposition of sentence 

5. Transcript of the 
Docket (a listing of 
the information 
contained in the 
docket, identified by 
column headings of the 
docket 1 

8 . 2  

Appeals from orders dismissing OK - R. 3:24 
refusing to dismiss a complaint 
may be taken to the superior 
court, law division. Either the 
prosecuting attorney or the 
defendant may seek leave to 
appeal to the superior court, 
law division, from an 
interlocutory order entered 
before trial by a court of 
limited criminal jurisdiction. 

Note: Do not wait for  transcript 
deposit to be made before 
forwarding appeal papers to 
County Clerk. 

Transcript on Appeal 

The appellant is to serve, no 
later than the time o f  the 
filing and service of his notice 
of appeal, a written request for 
the preparation of an original 
and copy of the transcript upon 

- R. 2:5-3(a) 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

8.2 the reporter who recorded the 
Cont. proceedings, if the proceedings 

were recorded stenographically, 
or upon the c lerk  of che 
municipal court if the 
proceedings were sound recorded. 

Any person (whether or not a party E. 7:4-5(b) 
to the action) may request a 
transcript. Any person ordering 
a transcript is fequizet t o  
deposit with the court clerk or 
the reporter the estimated cost 
of the transcript. Upon 
completion of the transcript, 
the person ordering it will be 
required to pay any costs over 
the deposit or receive a refund 
if the deposit exceeded the 
actual cost. For request of 
transcript not in regard to 
appeal, see 9:O. 

Upon receipt of request for 
transcript, order as follows: 

a. Estimate amount of 
transcript deposit (the 
amount is either $300 for 
each day or fraction 
thereof of trial or 
estimated cost at $100 per 
hour or fraction thereof of 
trial). 

Collect estimated amount, 
issue receipt and deposit 
in bail account. 

If, on an appeal, no deposit has 
been received and none is 
received after the appellant is 
notified that one is required: 

- R. 2:5-3(a) 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

8.2 0 Notify the appellate court 
Cant. that 30 deposit has Seen 

received and no transcript 
is being produced. 

b. Complete transcriber's 
order form. 

Note: A list of approved 
transcribers is available from 
AOC . 

Ex. R 

c. Forward to the sound 
transcriber: 

1. transcriber's order 
form . 

2. copy of logsheet 

3. the tape 

d. Complete "Transcript for Ex. 32 
Appeal from Sound 
Recording" and mail to AOC. 

In indigent cases, the 
individual must file a motion in 
superior court to determine 
eligibility for waiver'of 
deposit. Do not place order for 
transcript until order granting 
motion is received. 

See also E. 3: 23-8(a) regarding 
payment of transcript by county 
or municipality in indigent 
cases. 

Government agencies are not 
.required to pay a deposit. Do, 
however, obtain a letter from 
the agency confirming the 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

8.2 agency's intent to pay before 
Cont. ordering transcript. The agency 

s e n d s  its vcucher ; E  :he c l e r k ,  
who should enter the correct 
amount on the voucher and 
forward it to the transcriber. 
(Also see Sound Recording Manual 
(SRM), p.39, re: responsibility 
of clerk.) 

e. Upon completion of transcript, E. 2:5-3(d) 
collect any costs over the 
amount of the deposit or 
refund any excess paid. 

Note:.If there is any delay in 

notify the County Clerk, with 
copy to AOC. 

' receipt of the transcript, 

Note: It is the duty of the 
court clerk to see that all 
transcripts ordered are 
produced. Upon completion, no 
matter who actually types the 
transcript, it is the 
responsibility of the court 
clerk to file the transcript. 
The court is responsible for 
obtaining an adequate deposit 
and payment for the 
transcriber. (See SRM, p. 16.) 

e. Upon receipt of transcript 
distribute as follows: 

1. defendant or 
defendant's attorney 

R. 7:4-5  - 2. County Clerk (original) 

3. county prosecutor 
(certified copy) 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

8 . 2  4. municipal attorney 
Cont. (ordinance violations only) 

5. optional: clerk's file 

8.3 

Note: To help track the 20-day 
p.reparation of transcript time, 
a recommended practice is to 
maintain a log of transcripts 
ordered, including deposit 
amounts, dates, and tape location. 

Hearing/Decision on Appeal 

a. If applicable, upon receipt 
of notice from criminal 
case manager of date of 
hearing, notify transcriber 
and place in case file. 

Note: If license is ordered 
restored by judge, see 11. 4.4.3. 

Upon receipt of decision on 
municipal appeal from county 
clerk: 

- R. 3:23-8(e) 

a. If decision of municipal court 11. 3:23-2 
upheld: R. 3:23-8(a)(b) 

1. Make docketbook entry, 
entering: upheld, date. 

2. Call defendant or 
attorney if they 
haven't appeared 
within 7 days (if 
penalties stayed 
pending appeal) to 
collect fines, costs, 
or turn in license. 
If defendant fails to 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

8.3 appear or pay, follow 
Cont. failure to appear 

procedures. 

Note: In spite of the filing of 
an appeal, any fine which has 
been paid should not be sent to 
the County Clerk. The municipal 
court should deposit the fine 
and c o s t s  in its own account and 
routinely disburse it to the 
proper agency with its next 
monthly disbursement. 

b. If decision of municipal 
court reversed: 

0 Refund any fines or costs E. 7:8-3 
paid by the defendant at E. 7:10-4(a) 
'the municipal court. 

Note: The refund should be made 
to the defendant (or attorney) 
upon the receipt of a copy of 
the order of reversal. However, 
an alternative procedure is 
suggested. 

When the fine has been disbursed 
to the state, county, or 
municipality, the municipal 
court, upon receipt of a 
certified copy of acquittal or 
reversal : 

e Give the defendant a 
municipal court check for 
the amount due, including 
court costs. Deduct the 
amount from the next 
disbursement to the state, 
county, or municipality. 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENEEUU APPLICATION DATE : 3 / 8 5  

SECTION PROCEDURE REFERENCE COMMENTS 

8.3 . Make an appropriate 
Cont . notation an the monthly 

financial report. 

Note: If a VCCB penalty has 
already been paid, the following 
refund procedure should be 
followed if the defendant is 
subsequently found not guilty on 
appeal: 

0 Issue refund check to 
defendant for the amount of 
the VCCB assessment in 

. addition to any fines and 
costs. Deduct this amount 
from next month's VCCB 
disbursement, noting this 
in .the VCCB Summary 
Municipal Court Report form. 

9.0 Transcripts 

For transcripts on appeal, see 
8.2. 

Any person may order a 
. transcript upon payment of 

proper deposit. 

0 Handle as above, 8.2, 
except that copy given only 
to requestor, .there is no 
time limit for preparation, 
and no notification is 
given to other .parties of 
the transcript. 

10.0 Expunged Records 

Upon receipt of petition from 
County Clerks' office: 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL, APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

10.0 0 Prepare letter to superior 
Cont. court judge, indicating 

whether municipal court 
judge has objections (e.g., 
dates were wrong, etc.) or 
no objections to petition. 

10.1 Receipt of Expungement Order 

Upon receipt of crder from 
superior court judge: 

a. As applicable, block out 
name of defendant in index. 

b. Stamp across information in 
docket bgok "Expungement 
court order dated . 

c. Place case papers in sealed 
envelope with docket number 
only on outside. 

n 

d. Place envelope in locked 
file cabinet not accessible 
to public. 

10.2 Request for Information on 
Expunged Record 

Expunged records may be provided 
to the judge of any municipal 
court, as well as any other 
judge, county prosecutor, 
probation department or the 
attorney general for use in 

' conjunction with a bail hearing, 
the preparation of a presentence 
report, or for the purpose of 
sentencing, or in relation to 
supervisory treatment or 

Information continued in expunged and -21 
diversion programs. NJSA 2C:52-20 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

10.2 records may also be supplied to 
Cont. the  VCC3 pursuant t o  any claim 

filed with the board. NJSA 2C:52-15 

Upon request for information 
from a person other than named 
above: 

0 Check index or docket book; 
if information blocked out, 
say: "WE HAVE NO RECORD." 

11.0 Assigned Counsel 

At a minimum the court is 
required to provide counsel for 
defendants charged with serious 

In municipalities without a 
public defender or where the 
public defender has a conflict, 
assigned counsel is to be 
appointed by the judge pursuant 
ot a system established by the 
Assignment Judge. 

offenses. - R. 3 ~ 2 7 - 2  

Upon appointment of assigned 
counsel : 

a. Prepare letter which Ex. R 
includes name of defendant, 
charge(s) and name of 
assigned counsel. 

b. Make copies and send to all 
parties. To assigned 
counsel also send copy of 
complaint. Confirm 
appointment with assigned 
counsel by telephone. 

\ 



NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

11.0 If application for assigned 
Cont. counsel denied: 

0 Send letter to defendant so 
not ing . 

12.0 Liaison with Law Enforcement 

The processing of criminal and 
traffic matters ir? munici2al 
court is facilitated by a good 
working relationship with local 
and state law enforcement 
agencies. Enlisting the 
assistance and support of these 
officers in the areas listed 
below is especially helpful. 

0 Some courts of high volume have 
a liaison officer assigned to 
the court to help in these areas 
(e.g., bail policy, scheduling 
policy, conflicts, etc.). 

12.1 Assigning Court Return Dates 

The court should communicate to 
police any changes in.its court 
schedule. In return, the police 
should supply the coutt with the 
work schedule of its officers to 
ensure their appearance on dates 
scheduled and to make efficient 
use of court time. Supplemental 
schedules, showing changes, 
should be supplied by the police 
to the court. 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

12.2 Ordering of Abstracts in Serious 
Traffic Cases 

'It is law enforcement's 
responsibility as the 

as required in serious traffic 
cases and to file them with the 
court prior to sentencing. 

. prosecution to request abstracts 

If either the municipal 
prosecutor or police are unable 
to request the prior record, the 
clerk should make the request as 
soon as possible. 

12.3 Companion cases 

Police should notify the court 
of companion cases (defendant 
charged with nonindictable and 
indictable offenses)) .and should 
establish a policy with the 
court regarding the setting of 
bail for multiple charges based 
on one incident. 

13.0 Change of Venue - R. 7:4-3  

Upon order of court for change 
of venue: 

a. Complete order to Ex. R 
transfer, Obtain 
signatures of judge and 
defendant on order. 

b. Contact other court to 
arrange transfer. Confer 
with defendant's attorney, 
prosecutor and judge. 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION DATE : 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

14.0 Note: The court to which the 
Cont. case is to be transferred must 

be contiguous to your inuniciaai 
court. If the matter cannot be 
heard by a contiguous court, 
contact the Assignment Judge for 
assignment. 

14.0 Domestic Violence 

SECTION RESERVED 

15.0 Notice in Lieu of Complaint 
... 

If the offense charged 
constitutes a minor neighborhood 
or domestic dispute, a notice in 
lieu of complaint may be issued 
in accordance with E. 7:3-2. . 

The j.udge hears the matter 
informally and then decides 
whether there is a basis for a 
formal complaint. If there is, 
the usual procedure f o r  filing 
of complaint is followed. (See 
sections I, 11.) 

When citizen comes to clerk's 
office to describe dispute: 

a. Complete Notice in Lieu of E x .  33 
Complaint in triplicate 
with information provided 
by citizen. Include in 
notice date of appearance 
before judge. Obtain 
signature of judge on 
Notice. 

b. Distribute Notice as 
follows: 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

111. GENERAL APPLICATION 

SECTION PROCEDURE 

DATE : 3/85 

REFERENCE COMMENTS 

15.0 
Cont 

1. Send copy by regular 
mail to person charged. 

.2. Send copy to person 
making charge. 

3. Retain original in 
separate file. 

Note: A Notice in Lieu of 
Complaint is not docketed, but 
should be maintained in a 
separate file pending the 
informal hearing. 

c. After hearing, proceed in 
accordance with judge's 
decision. 

1610 Community Dispute Resolution 

SECTION RESERVED 

17.0 Alcohol Rehabilitation 

SECTION RESERVED 
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NEW JERSEY MUNICIPAL CGURT CLERKS' MANUIU. 

IV. ADMINISTRATION 
DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

0 

1.0 Monthly Statistical Report to AOC 

This report includes all 
information and statistical data 
on the state. of the dockets 
(traffic and criminal), and all 
business transacted by the court. 

The report must 3e completed and 
submitted by the 10th of the 
month, reporting the activities 
of the preceding month. 

a. Have the judge (or acting 
judge sitting that month) 
review the report and sign. 

Note: The clerk may not sign 
this report. If the judge or 
acting judge is not available to 
sign the report, send unsigned 
copy (retain original) with note 
that original is forthcoming 
upon judge's signature. 

b. Proofread. Distribute: 

1. original to AOC 

2. copy to the Trial 
Court Administrator 
( TCA 1 

Place a copy in the court 
files. 

2.0 Reports on Traffic Cases 

2.1 Monthly Financial Report of Fines 
Payable to Division of Motor 
Vehicles 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

IV . ADMIN I STRAT ION 
DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

2.1 The report is prepared for the 
Cont. Bureau of Court Reports and , 

Fines Section of the Division 
of Motor Vehicles (DMV). It 
lists all cases in which fines, 
penalties or forfeitures are 
payable to the DMV. Fines for 

4-46, 3 9 :  4 -76 ,  and 39:6b-2 are 
payable to the State regardless 
of who issued them. A supply of 
forms may be obtained from the 
Bureau of Court Reports and 
Fines Section of the Division of 
Motor Vehicles. 

i 

NJSA 39:  8-1, 8-4 ,  8-6, 39:  

a. Prepare and send the report 
by the 10th of the month, 
entering: 

1. summons number 

2. date paid 

3. name of defendant 

4. statute number 

5. amount of fine paid -- 
if paid in in- 
stallments, indicate 
full amount of fine in 
same-column with 
defendant's name and 
in "amount of fine" 
column enter amount of 
first payment with 
'PP' in the column. 
For subsequent partial 
payments, there is no 
need to repeat full 
amount of fine, but 
disburse and include 
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NEW JERSEY MUNICIPAL COUZT CLEMS' MANUAL a 
IV. ADMINISTRATION 

SECTION 

DATE: 3 / 8 5  

PROCEDURE REFERENCE COMMENTS 

2.1 partial payments in proper 
Cont . monthly f i n a n c i a l  reports 

as received followed by 
*PP'. For final payinents 
enter *F* .in this column. 

6 .  complainant's name 
(use appropriate 
abbreviation: M.V. 
INSP. for Motor 
Vehicle Inspector, 
S.P. for State Police, 
C.P. for County 
Police, or L.P. for 
Local Police. Ditto 
marks may be used. 
The name of the 
individual enforcement 
officer is not 
necessary. If none of 
the above applies, 
indicate OTHER. 

7 .  total fines, penalties 
and forfeitures 
remitted 

b. Write check in the amount 
of all traffic penalties 
owed to the State and 
collected in the preceding 
month. Make check payable 
to Director of Motor 
Vehicles. 

Note: Even if there are no 
cases to report, a report 
showing the notation "no 
reportable cases" should be 
submitted. 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

IV. ADMINISTRATION 
DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

2.1 c. Send original to D W  and 
Cont. place copy in COUi't files. 

2.2 Drunk Driving Surcharge-- $100 Ex. 35 
Paid to Court 

A separate MF-10 form is used to 
report surcharges collected on 
drunk driving cases. 

a. Prepare and send form by 
the 10th of the month 
entering same information 
as in 2.1 *a' above. 

2 . 3  

Note: Even if there are no cases 
to report, a report showing the 
notation "no reportable cases" 
should be submitted. 

b. Write check in the amount 
of all drunk driving 
surcharges owed to the 
State and collected in the 
preceding month. Make 
check payable to Drunk 
Driving Enforcement Fund. 

c. Mail original to DMV and 
retain one copy in court 
files. 

Uninsured Motorist Surcharge 

A separate MF-10 form is used to 
report surcharges collected on 

uninsured motorist cases. 

a. Prepare and send form by 
the 10th of the month 
entering same information 
as in 2.1 *a' above. 
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IV. ADMINISTRATION 

ERSEY MUNICIPA 

SECTION PROCEDURE 

COURT CLERKS' MANUAL 

DATE: 3/85 

REFERENCE COMMENTS 

2.3 Note: Even if there are no cases 
Cont. to teporc, a report ahowing the 

notation "no reportable cases" 
should be submitted. 

b. Write check in the amount 
of all uninsured motorist 
surcharges owed to the 
State and collected in the 
preceding month. Make 
check payable to Uninsured 

' Motorist Prevention Fund. 

c. Mail original to DMV.and 
retain one copy in court 
files. 

2.4 Parking Offenses Adjudication Act Ex. 35 - Restoration Fee 
As of July 15, 1985 a separate 
MF-10 form is to be used to 
report to DMV restoration 
charges imposed by the court 
under this Act. 

2.5 Financial Report on Traffic 
Cases to County 

A form similar to the MF-10 is Ex. R 
submitted to the county with 
fees due them for the preceding 
month. A supply of these forms 
may be obtained from the County 
Treasurer. 

a. Prepare and send the report 
by the 10th of the month 
entering the same 
information as in 2.1 'a' 
above . 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL, 

IV. ADMINISTRATION 
DATE: 3 / 8 9  

SECTION PROCEDURE REFERENCE CC.. XENTS 

2.5 b. Write check in the amount 
Cont. of all traffic penalties 

owed the county and 
collected in the preceding 
month. Make check payable 
to County Treasurer. 

c. Send original to the County 
Treasurer and place one 
copy in court files. 

Note: Follow local policy on 
reports to municipality. 

3.0 Reports to Other Agencies 

3.1 Summary Violent Crimes 
Compensation Board (VCCB) 
Municipal Court 
Report 

This report is submitted by the 
loth of each month to the 
Violent Crimes Compensation 
Board (VCCB) along with a 
municipal court check in the 
amount of monies collected the 
previous month. A tally should 
be kept to ensure accuracy of 
statistics. 

a. Complete form, entering: 

1. municipal court name 

2. month for which report 
is being submitted 

3. county 

Ex. 36 

4. number of eligible 
cases 
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IV. ADMINISTRATION 

EY MUNIC 

SECTION PROCEDURE 

L COURT CLERKS' MANU 

DATE: 3 / 8 5  

REFERENCE COMMENTS 

3.1 5. disposition of 
Cont. eligible cases 

6. payments of mandatory 
. VCCB penalties (refer 
to cashbook for 
amounts) 

Note: If there is no VCCB 
activity, complete and submit 
showing zeros in total columns. 

b. Have judge review and sign. 

c. . Sign and date report, 
indicating title. 

d. , Send: 

1. original to VCCB, 60 
Park Place, Suite 
1013, Newark, New 
Jersey 07102 

2. copy to the Trial 

3. copy to the AOC. 

Court Administrator 

Statistical Services 
Unit 

e. Place a copy in the court 
files. 

3.2 Miscellaneous 

Reports are due by the 10th of 
the month to all agencies for 
which monies are collected in 
court OK in the Violations 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

IV. ADMINISTRATION 
DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

3.2 Bureau (i.e., F i s h  and Same, 
Cont. Weights and Measures, SFCA). 

These forms are available from 
the appropriate agencies. 

a. Send original report with a 
municipal court check in 
the amount of monies 
collected the preceding 
month to the proper agency. 

b. Retain copy in court file. 

4.0 Records Retention 

All court records are kept in 
metal file cabinets with locking 
devices. 

(See also 111, 8.0 Expunged 
.Records) 

4.1 Destruction 

Records are reviewed at the end 
of each year to determine those 
that may be destroyed in 
accordance with the Records 
Retention Schedule published by 
the Administrative Office of the 
courts. 

Court records may not be 
destroyed without prior 
authorization of the Bureau of 
Archives and History. 

a. Complete Request and 
Authorization for Records 
Disposal, listing in detail 
what the records are. 

Ex. 37, 38 



NEW JERSEY XUNICIPAL COURT CLERKS' MANUAL e 
IV. ADMINISTRATION 

DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

4.1 b. Send 4 copies of form to 
Cont. Bureau. 

The Bureau will return 3 copies 
with. their approval. 

All destruction of records is by 
shredding. 

4.2 Public Records 

a 

Public records may be examined - R.1:38 
and copied by anyone under the Municipal Court 
supervision of the court clerk. Bulletin 

Records that.are not public 
include the following: 

Letter #3/4-84 

0 county probation reports and - R. 1: 38(b) 
presentence investigation 
reports and any 
correspondence pertaining 
to them 

0 pretrial intervention - R. 1: 38(f) 
program reports and any 
correspondence relating to 
'them 

0 records regarding search R .  3 :  5-4 
war rant s 

0 records that the judge has 
ordered impounded or kept 
confidential. 

Note: If you are unsure about 
whether or not a document is a 
public KeCOKd, consult with the 
judge. 

*: -141- 

. . . .  . . .  . . . . .  . . : I .  . 1 - . . . . . . . . .  . . . . . . .  . . . . .  . . . . . . . . . . . . .  . . .  . . .  - .: . . .  . .  . .  
I , .. 



NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

IV. ADMINISTRATION 
DATE: 3/85 

SECTION PROCEDURE REFERENCE COMMENTS 

5 . 0  Sound ascording 

All proceedings in municipal 
court are sound recorded. The 
Sound Recordins and 
Administrative Resulations 
Governinq Sound Recordinq in the 
New Jersey Courts provides 
details as to the role of the 
judge, operator, log and 
transcript. 

Sound recordings of proceedings 
are kept by the clerk or 
reporter for three years. 

6.0 Municipal Court Personnel Ex. 40 
Certification of Compliance with 
Rule 1:17-1(i) 

Court personnel are required to 
complete this certification form 
when they become an employee and 
later as status changes. The 
form advises the AOC of the 
employee's position with the 
court, indicates compliance with 
the prohibition against 
political activity and whether 
or not the employee holds 
another public office, position 
or employment. 

a. Complete form. 

b. Forward original to 
Assignment Judge. Retain 
copy in court file. 



NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

V .  FINANCIAL CONTROL 

SECTION PROCEDURE 

DATE: 4/85 

REFERENCE COMMENTS 

1.0 Fiscal Matters 

The proper handling of the court's 
fiscal matters is as much a part 
of the judge's responsibilities 
as any other part of judicial 
administration. When the judge 
i s  on vacation. i l l ,  or otherwise 
not available, i?: is importan; 
that someone else be designated to 
accept the responsibility for these 
matters. Accordingly each munici- 
pal court judge should authorize 
the court clerk or the acting judge 
both to sign checks for the refund 
of cash bail, and to make disburse- 
ment of funds to the municipality, 
county, State or other agencies. 
The necessary arrangements must be 
made with the bank through an 
appropriate order and the execution 
of signature cards. 

1.1 Disbursements 

Financial control is one of the most 
sensitive aspects of judicial admini- 
stration. R.7:10-4(a) provides that 
all monies received by a court as 
fines or forfeitures together with 
the financial reports covering such 
funds must be forwarded to the appro- 
priate custodian on or before the 
tenth day of each month. When the 
funds were received in the course of 
enforcing municipal ordinances and 
assessed and collected by the mu.nciipa1 
court, t h e  munciipal 'treasurer is the 
proper recipient. Where the monies 
were collected in the course of enfor- 
cing State laws and regulations, the 
funds should be paid to the custodian 
o f  the funds of the municipality or of 
the county or to such agency or 
officer as the particular law involved 
provides. 
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V. 

- NEW JERSEY MUNCIIPAL COURT CLERKS' MANUAL 

FINANCIAL CONTROL 
BATE: 4/85 

REFERENCE COMMENTS SECTION PROCEDURE - 

1.1 Under N . i . S . 3 ? : 5 - 4 1 ,  fines 
Cont. collected for violations o f  

Title 39 where the complaint 
was instituted by the Director 
of the Division of Motor Vehicles 
or by a member of h i s  staff or 
the State Police must be paid to 
the 3 i r e c t o r  G f  t h e  Civisicn o f  
Motor Vehicles. For all viola- 
tions of N.J.S.39:4-46, failure 
to display the name and place 
of an owner of a commercial 
vehicle, N.J.S.39:4-76, over- . 
weight vehicles on interstate 
bridges, and N.J.S.39:8-1 et 
seq., inspection violations, 
fines must be disbursed to the 
Division of Motor Vehicles. 
Otherwise, fines collected for 
violations of Title 39 are paid 
to the County Treasurer.* 

1.2 Cash Bail 

Upon the final determination of 
a case the person who posted 
cash bail (bailor) should be 
given a check for the amount of 
bail posted. It is important 
that the refund be made only t o  

. .@ 

* 'N.J.S.39:5 -41 was amended t o  
provide that when the amount 
forwarded to the County Treasurer 
in a given year equals the amount 
sent to the.County Treasurer for 
Title 39 violations i n  1980, then 
at that point all such collections 
are to be sent to the Municipal 
Treasurer. When and if the muni- 
cipality receives the same amount 
that the county received in 1980, 
any additional collections shall 
be one-half to the county and 
one-haif to tne m u n i c i D a l i t y  f o r  
t h e  balance c f  t h e  year. 
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DATE: 4 / 8 5  

REFERENCE COMMENTS 

1.2 the person who actually deposit- 
Cont. ed the cash. Cash bail should 

always be deposited by the end 
of the next business day and, 
unless the bailor specifically 
approves, no portion thereof 
should be used to pay any fine 
or costs. If part o f  the bail 
is used for the payment of 
penalties, two checks should 
be drawn payable to the bailor; 
one for the amount of the fine 
and costs which the bailor 
should endorse back to the 
court and one for the balance 
due the bailor. 

If the refund of bail is in 
order after the disposition of 
a case and the court cannot 
locate the bailor for purposes 
o f  making a refund, the court 
should pay the bail to the 
municipal treasurer by a separate 
check with an accompanying letter 
of explanation keeping a copy of 
the letter in the court file. 
If the bailor is subsequently 
located, the court may then 
direct the municipality to make 
the appropriate refund. 

1.3 Forfeiture of Cash Bail 

If the defendant does not appear 
and the bail is forfeited, the 
funds are disbursed in the same 
manner as fines for the particu- 
lar violation. Where a Title 39 
violation has been charged by a 
State enforcement officer, the 
forfeited bail money should be 
paid to the Director'of Motor 
Vehicles. Where the forfeiture 
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V .  FINANCIAL CONTROL 
DATE: 4/85 

SECTION PROCEDURE REFERENCE COMMENTS 

. - .  
i . . ,  
Cont. 

occurs in 2 proceediirg 
instituted by a local officer 
under Title 39, the .proceeds 
are paid to the County 
Treasurer.* The court 
however may first deduct court 
costs from the forfeited bail 
i n  an amount n o t  to zxceed 
those specified in N.J.S.22A:3-4 
and pay the same to the munici- 
pal treasurer. See N.J.S'.39:5-9. 

Where bail is forfeited by either 
a resident or non-resident 
motorist in a non-parking traffic, 
case, a disposition report must 
also be sent to the Division of 
Motor Vehicles. Where fines are 
collected from defendants in 
criminal cases other than those 
already discussed, such funds 
must be turned .over together with 
any bail forfeitures to the 
municipal treasurer. 

* w.J.S.39:5 - 4 1  was amended to 
provide that when the amount 
forwarded to the County Treasurer 
in a given year equals the amount 
sent to the County Treasurer for 
Title 39 violations in 1980, then 
at that point all such collections 
are to be sent to the Municipal 
Treasurer. When and if the muni- 
cipality receives the same amount 
that the county received in 1980, 
any additional collections shall 
be one-half to the county and 
one-half to the municipality for 
the balance of the year. 

a 
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V .  FINANCIAL CONTROL 

SECTION PROCEDURE 

DATE: 4/85 

REFERENCE COMMENTS 

1.4 Intermunicipai Cour ts  

In the case of an intermuni- 
cipal court, however, fines 
must be paid to the municipal 
treasurer of the municipality 
in which the offense was 
committed, and any c o s t s  and 
fees and bail forfeitures must 
be apportioned among or between 
the municipalities according 
to the ratio of the municipali- 
ties' contribution to the 
support of the court. 
N. J .S .2C ~46-4. 

1.5 . State Agencies 

There are other instances 
involving State laws i n  which 
fines collected must be for- 
warded to the State agency 
charged with administering the 
particular law, i.e. Fish and 
Game Violations. N.J.S. 23:lO-19. 
It is recommended therefore that 
whenever a violation of a statute 
which is administered by a special 
State agency or board is involved, 
the statute should be consulted 
to ascertain the proper payee 
of any fines. 

1.6 Receipts - Bank Deposits 
R.7:10-4(b) obligates the court 
to keep an accurate account of 
all fees, costs and monies 

. received, as well as any monies 
disbursed and to whom disbursed. 
The court must issue receipts 
whenever money is received. The 
receipts should be in triplicate 
and pre-numbered by t h e  printer. 
The original should be given to 
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DATE: 4 / 8 5  

REFERENCE COMMENTS 

1.6 t h e  payor, one copy snould be 
Cont. attached to the complaint and 

the third copy shou1.d be left 
in the receipt book. Where the 
Administrative Director of the 
Courts has approved a machine 
system of processing parking 
cases, a machine tape c a n  serve 
as the duplicate receipt. 
Monies received must be deposited 
in a bank or banks authorized 
to do business in this State at 
least weekly, and preferably 
daily. Pending the deposit of 
receipts in a bank account the 
money must'be kept in a secure 
place, preferably a safe, if 
one is available. Only a bonded 
person responsible and accountable 
for court receipts should have 
custody of and access to the 
money. h'hen a ,bank deposit is 
made, it should include the total 
amount of cash or checks then 
on hand and received since the 
most recent deposit. Portions 
of fines or costs collected 
should not be withheld for the 
purpose of establishing a petty 
cash or change fund. If such a 
fund is necessary, the judge 
should request the appropriate 
local official to provide it 
from the municipality's own funds. 
When deposits are being prepared, 
a duplicate deposit slip should 
also be made, receipted by the 
bank, and retained with the 
court's financial records. No 
disbursement of any type should 
be made except by check drawn on 
the depositing bank. 

- 1 4 8 -  
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V .  FINANCIAL CONTRO'L 
DATE: 4/85 

SECTION PROCEDURE REFERENCE COMMENTS 

1.7 Payment of Moneys Due 

If any monies are due the 
court, its employees, or any 
other persons for salaries, 
fees, or any other charges, 
such monies may be paid only 
after a proper voucher has been 
submitted by the court to the 
appropriate finance officer 
and may not be deducted from 
the court's receipts. R.7:10-4(c). 

1.8 Refund to Defendant 

Under R.7:8-3, whenever there 
is a reversal of  a judgment o f  
conviction and the defendant 
has paid a fine or costs which 
has a!ready been disbursed by 
the court to th.e proper payee, 
then those fines or costs must 
be remitted to the defendant 
upon the service o f  a copy of 
the order of reversal upon the 
person to whom the money was 
disbursed. It is the practice 
of most municipal courts to make 
a check out to the defendant and 
deduct this amount from the next 
monthly disbursement to the 
treasurer or fiscal agency of 
the State, county or municipality 
that received the fine and-costs 
which had to be .refunded. An 
appropriate notation should be 
added on the monthly financial 
report. 

In the event of the reversal of 
the conviction of a defendant 
who has already paid the VCCB 
penalty, the court should issue 
a refund check to t h e  defendant 
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1.8 
Cont. 

2; 0 

2 . 1  

i n  the amount of the VCCB 
assessment in additi'on to 
refunding any fines and costs 
already paid by the defendant. 

When.some, but not a l l ,  o f  the 
penalty has been paid, only 
the amount already paid should 
be ref u.nded. 

Cash Book 

Prescribed Cash Book . 

Pursuant to R.7:1014(d) the 
Administrative Director of the 
Courts has prescribed the form 
of the general cash book and 
traffic cash book to be used 
in muncipal courts. Samples 
o f  these cash books may be 
found in the Appendix.* No 
variation from these prescribed 
forms will be permitted without 
the prior written approval of 
the Administrative Director of 
the Courts. The only exception 
of this rule exists in those 
courts handling a large volume 
o f  cash bail. In such instances 
the proper books may be designa- 
ted on an individual basis by 
the registered municipal 
accountant appointed by the 
municipality to make the annual 
audit. 

* See Exhibit 22 
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FINANCIAL CONTROL 
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SECTION P R,O C E D U R E REFERENCE COMMENTS 

2 . 2  Purpose 

The purpose of the cash book 
is to record in chronological 
order all monies received by 
the court. Pre-numberad r e c e i p t 5  
should be used and entries in 
the cash book made by receipt 
numbers, corresponding with the 
sequence in which payments are 
received. The entry of receipt 
numbers in the cash book in 
consecutive order facilitates 
auditing the accounts of the 
court. 

2.3 General Cash Book 

Every municipal court must 
mainta.in a genera: cash book 
in which the monetary trans- 
actions in all criminal cases 
are entered and, if a separate 
traffic cash book is not main- 
tained, all traffic case entries 
should be made in the general 
cash book. A separate cash 
book may be kept for traffic 
cases or parking cases only. 
Such a separate book is not 
recommended if the volume of 
cases is small. If a separate 
traffic cash book is maintained, 
each column should be totaled 
whenever a bank deposit is 
made, and the totals then posted 
to the general cash book with 
a notation as to the.deposit. 
This posting of deposits 
facilitates reconciliatiofl 
of the bank account. 
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- REFERENCE COMMENTS 

2 . 4  Bank Deposits 

Bank deposits should be entered 
in the cash book on a separate 
line setting forth both the 
date and ainourir: o f  depcsit. 
The amount of each deposit should 
include the total money received 
by the court since the most 
recent bank deposit. 

2.5 Reconciliation. 

A general cash book should be 
footed and totaled at the end 
of each month and the balance- 
receipts less disbursements- 
reconciled with the monthly 
bank statement and t h e  checkbook 
making a special n o t a t i o n  on 
the bank statement itself of 
any outstanding checks. The 
reconciliation o f  accounts will 
be f'acilitated if deposits as 
well as checks are entered in 
the checkbook, thus maintaining 
a runni.ng balance. 

2.6 Frequency o f  Bank Deposits 

Bank deposits should be made 
at 1east.once a week, but, in 
the larger courts where receipts 
are substantial, deposits should 
be made daily. Deposits should 
be made the same day if the 
court receives an unusually 
large amount of money. 

- 1 5 2 -  
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DATE: 4/85 

REFERENCE COMMENTS 

2 . 7  Cash Bail Entries ' 

The general cash book makes 
provision for cash bail 
entries. i f  c a s h  b a i l  is 
posted, entry thereof should 
also be made in the appro- 
priate docket and, in tra.ffic 
cases, the "bail fixed" box 
on the reverse side of the 
complaint should be completed. 
Receipts issued for payment 
of bail should indicate the 
date of defendant's scheduled 
cou'rt appearance and the name 
and address of the bailor. If 
a separate cash bail book i s  
maintained and the court has 
a combined bank account for 
bail and general funds, the 
monthly total should be posted 
from the cash bail book to the 
general cash book s o  that proper 
reconciliation of the bank 
account may be made. In the 
event that the court maintains 
a separate cash bail book and 
a separate cash bail account, 
the cash bail book should be 
totaled and reconciled each 
month with the cash bail bank 
account statement and the 
appropriate checkbook. 

Receipts must always be issued 
when cash bail is posted, even 
where the cash bail i s  taken 
by a member of the police depart- 
ment. The police department 
should have pre-numbered receipts 
in triplicate containing the 
essential information shown on 
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QATE: 4/85 

REFERENCE COMMENTS 

2 . 7  the receipt form in the 
Cont. Appendix. The original 

receipt should be given to 
the person posting bail and 
one c o p y  should then be 
delivered promptly to the 
court clerk with the cash 
bail. The court clerk should 
then sign the third copy to 
show receipt of the cash bail . 
from the police department and 
this copy should be retained 
in the police department records. 
When a person other than the 
defendant posts the bail, his 
name and address should be 
noted on the receipt s o  that 
the court may contact him with 
respect to refund or forfeiture 
of the bail. The Supreme Court 
has indicated that in cases 
where the offense charged is 
not serious and the amount of 
bail i s  not great, or if 10% cash 
bail is being paid, the court 
should accept personal checks 
rather than have the defendant 
held in jail until such time 
as he can obtain a bail bond 
or post cash bail. Before 
accepting a check under such 
circumstances, the person 
accepting the check should be 
reasonably certain of the defen- 
dant's identification or  the 
person issuing the check if the 
bailor is not the defendant. 
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SECTION PROCEgURE R E F E R E N C E  C O M M E N T S  

2.8 Correcting errors 

Care should be taken in main- 
taining the court's cash b o o k s  
s o  that the record will always 
be accurate and up to date. 
Each day's entries in the cash 
book must be made promptly and 
at no time should the judge 
allow the clerk to delay making 
cash book entries. The proper 
method o f  correcting an error 
in the cash book is to draw a 
thin line through the incorrect 
item and place the correct entry 
above or next to the corrected 
item. Erasures, strikeovers 
and the use of.ink eradicators 
on the cash books are improper. 

2.9 Locked metal cabinets 

The cash books are vital records 
o f  the court and must be safe- 
guarded at all times. For this 
reason they should be kept in 
a locked, metaI cabinet. 
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INDEX 

Abstract of driving record 
24, 42, 130 

Adjudication 
23-24, 28, 29, 42, 51,103-105, 137 

A f 2 i d Z V i C  o f  Qwnership 
5 6 ,  70, 86 

Affidavit of surety 
81, 83 

Alcohol rehabilitation 
132 

Amended charge 
4 5  

Appeals 
114, 118, 119, 120 

Appearance 
by attorney 73 
DBA, appearance required 48 
default of bail 85 
of defendant 21 
not required (traffic) 42-46 
required after warrant 54-55 

Appearance filed 
73, 110 

Assign docket number 
13, 33, 38-40, 66 

Assigned counsel 
47, 70, 128 

Bad checks 

Bail' 
108-109 

after probable cause 18 
after sentence 20 
after warrant 54-57 
applied to fine 87-88, 109 
default of 84-85 
forfeiture 88-96 
on appeal 120 
on remand 31 
posting 75-81 
return of 85-88 
requirements for 75 
setting 11,12 

Bail account 

Bail bond cards 
56, 79, 06, 89, 121 

76 
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Bank deposit 
10, 106 

Bench warrant 
114 

Bondsman - see Surety 

Bureau of court reports and fines 

CDR 
45, 134 

1, 4-7, 13-17, 19, 20, 22-24, 27-29, 31, 32, 79-81, 105 
. CDR-1 

1, 4, 5, 13, 14, 16, 19, 27, 105 
CDR- 2 

1, 4, 5, 13, 14, 19, 27 

4-5, 19 

31, 32 

29 

CDR-1 or -2 criteria 

CDR- 3 

CDR-7 

Calendar 
17, 20, 21, 65, 67-69, 97, 98, 100, 101, 113 
distribution 73 
entries 73 
preparation 74-75 

Case listing 
73 

Case manager 
15, 124 

Cash bail 
posting 56 
reinstatement of forfeited bail 96 
return of 75-80 
10% program 75, 76, 90 

Cash bail affidavit 
78 

Cash bail book 
79, 89 

Cash receipting machines 
10 

Charge information on CDR 
6 

Checks, third-party 
43 

Chief of police 
36, 37 

Clerk's authorization to sign on behalf of judge 
26 

Closeout to DMV 
38, 54, 56, 58, 60, 106, 107 

1-2 
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Commitment 

Commitment in default of bail 

Community dispute resolution 
132 

Community service 
27, 110 

Companion nonindictable complaints 
15, 20, 7 3 ,  3 4 ,  130 

Complaint - see CDR 
Conditional discharge 

Confidentiality 

Contempt of court 

Contested matters 

Corporate surety 

County clerk 
2, 18, 31, 61, 76, 78-80, 82, 84, 85, 95-97, 118-120, 123, 
125 

County probation - see also Probation 
County prosecutor 

25-26, 5 5 1  84, 109 

2 I 84-85 

28-29 

141 

114 

73 I 102 I 110 

91-96 

. 22, 27, 28, 141 

2, 7, 15, 16, 18, 21, 31, 41, 42, 68-70, 74 751 791 91, 951 
97, 112, 119, 123, 127, 130 

Court date 

Court forms 

Criminal assignment clerk 

Custodial sentence 

Department of Motor Vehicles (DMV) 

13, 21, 40, 44, 47-49, 51, 53-55, 5 7 ,  58, 107 

98, 102, 113 

3 

4, 30, 31 

3 0 ,  44-46, 52-54, 58-62, 89, 105, 107, 109, 114, 134, 136, 
137 

DMV addresses 
52 

Driving while intoxicated (DWI) 
41, 47 

Decision 
on appeal 124 
indigency 103 
notice in lieu 132 
voided ticket 39 

Defective parking meter cases 
49-50 

1-3 
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Defense by affidavit 

Deposit 

Destruction of court records 
39, 40, 140, 141 

Disbursements 
88 

Discharge fee 

Dismissal 
23, 29, 50, 53, 113 

Disorderly persons 
1, 3, 12, 15, 19, 25, 50, 84, 105 

Docket entries 
66 

Docket number 

Docket number to parking tickets 

Docketbook 

Docketing number series 

Domestic violence 

Drunk driving surcharge 

Duties of clerk 

48-49 

10, 57, 75, 79, 82, 87, 89, 106, 107, 120-126 

7 6 .  7 3 ,  a 2  

7-8.65-66, 88 

38 

7-8, 22-23, 30; 54, 57, 60, 62, 66-67, 107, 11.9, 124 

65 

13 1 

.136 

before court 98-100 
court sessions .check-in 99-101 
courtroom 97-114 
end of court session 113-114 
opening court 100 

25 
Entry of judgment 

Evidence 

Exhibits 

Expungement 

Failure to appear (FTA) notice 

5 ,  71, 98, 111-114, 119 

24, 98, 111, 114, 119 

126, 127, 140 

12, 51, 53-55, 58, 59, 61-64,' 88, 114, 115, 125 
12, 51, 59, 

2, 13 

71, 72, 78, 137 

Family part, chancery d i v i s i o n  

Fee 

Filing fee 
76, 82-84, 96 

1-4 
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Financial report 

First appearance 
126, 133, 137 

16-17, 20, 46, 67 
. First offender 

24, 28 
First offender under the controlled dangerous substances act 

24 
Forfeiture of bail 

5 8 ,  7 7 ,  88-97 
Guilty plea 

20, 22, 46, 47, 102 
Indictable offense 

105, 115, 130 
1, 3, 4, '13, 151 191 20, 321 41. 481 76, 78, 80, 84, 8 5 ,  

I nd i gent 

Interpreter 

Jail 

69-72, 76, 122 

110, 111 

' 2, 11, 15, 25-27, 55, 76, 84, 85, 109 

7 

a 
Judgment 

Judgment of conviction 
24, 1 1 8 ,  119 

Jury trial 
50 

Juvenile 
2, 13 

Letter of transmittal 
18 

Liaison with law enforcement 
129 

License restoration 
60 

License revocation 
30, 45, 109, 114 

License suspension 
58, 106, 107, 109 

MF-1 
30, 44, 45, 89, 105, 114 

MF-2 
44, 45 

MF- 10 
136, 137 

.Miscellaneous agency reports 

Monthly report 

Motion to reduce or change a sentence 

4, 23-25, 30, 341 51, 87, 90, 93, 94, 96, 118, 119 

139-140 

13, 14, 63 

30 

0 

1-5 



Municipal attorney 

Municipal ordinance violation 
32 

NJSA Title 39 
41, 59, 90, 106, 134 

New Jersey Department of Insurance 
92, 93 

Nonindictable offenses 

Nonparking violations 
44 

Not, guilty plea 
20, 46, 47 

Notice in lieu of complaint 
131, 132 

Notice of appeal 
118-120 

Notice of forfeiture 
90, 91, 92, 96 

Notice of hearing 

Notice of the probable cause hearing 
18' 

Notice to defendant 
16, 50, 58, 106 

Notice to surety 
88 

Oath 
6, 110, 111 

Oath to interpreter 
111 

Oath to witness 
111 

Open court 
21, 49, 50, 53, 103 

Ordering traffic tickets 
35 

Ordinance violations 
19, 24, 32, 34, 119, 124 

Pre Sentence Investigation (PSI) 
22 

Parking case information request (look-up) 
52 

Parking offenses adjudication act 
137 

Parking violations 
66 

92-94, 97, 119, 124 

1, 19, 70, 78, 80, a 4  

21, 31, 57-58, 68-69 

n 



Payment 
after closeout 60 
final 107 
in full 102 
installment 44, 103-105, 114 
partial -see installment 
time payment record 104, 106, 107 

Penalty 

Personal checks 

Personal recognizance 

Probation, order of 

Plea 

Power of attorney 

Pro se 

Probable cause 

Probation - see also County Probation 
Pr.osecutor - see County Prosecutor 

7, 19, 23-25, 42, 48, 53, 87, 102, 105, 106, 126 

76 

80 

26 

4, 20, 22, 24, 46-48, 51, 67, 7 4 ,  1G2 

83, 91-93, 95 

7 0  

17-18 

22, 26-27, 109, 127, 141 

, ',. . 

Public records 
141 

Real property as bail 
forfeiture 96 . 
posting 81 
reinstatement 97 

117 

after disposition 46 
FTA notice 62 
for bail 56, 86-87 
for contraband evidence 114 
issuance of 8-10 
receipting machine 38 
unidentified receipts 43 

7, 24 

140 

Recall of warrant 

Receipt 

Record of prior convictions 

Records retention 

i 
/ 
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Refund 
after appeal 125 
for double payment 63 
of transcript deposit 123 
return of bail 87 

Reinstatement of forfeited bail 
96 

Remands 
31 

Rental car- agencies 
64 

Reopening of case 
60, 107 

Request for information ' 

127, 128 
Requests from public 

61 
Return of service 

3, 14, 16, 17, 118 
State Bureau of Identification (SBI) 

Scheduled suspension 

Search warrant 

1-3, 14, 16, 17, 24, 28, 29, 32, 105 

59 

executed 117 
unexecuted 117 

Sentence 

Sound recording 
98, 99, 113, 122, 123, 142 
malfunction 101' 

Sound transcriber, list of approved 
122 

Special complaint/summons form 
19 

Speedy trial 
3, 15, 17 

Split sentence 
27 

State police 
1, 7, 29, 36, 70, 74, 75, 135 

Statement in mitigation 
48 

Statistical report to AOC 
13, 14, 16, 23, 133, 139 

Subpoena 

Summons 

2, 4, 22-27, 30, 31, 42, 49, 5 0 ,  51, 102, 120, 127, 130 

22, 69-72 

1-5, 13, 19, 33, 35, 43, 46, 57, 59, 61, 62, 74, 79, 8 0 ,  
104, 134 
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Supplemental notice (FTA) 

Surety 

list of approved 82 
Suspension notice 

60 
Swearing in 

98, 110 
Trial Courc Xdminiscracor (TCA) 

111 , 133 
Temporary driving permit 

109 
Tickets, problems with 

already paid 62 

ssoilad 39-40 
unidentified 43 

Tickets returned to court 
40 

Traffic docket 
38, 40, '41 

Traffic ticket books 
35-37 

Traffic ticket control record 
36-40, 53, 54, 59, 60, 62, 63, 66; 105, 107 

Traffic ticket distribution 
36 

Traffic warrant 
54 

Transcript of the docket 
120 

Transcripts 
118, 120, 121, 123, 124, 126 

Trial 
3, 4, 15, 17, 20, 22. 24, 28, 29, 41, 43, 46, 47, 50, 67, 

53 

82-84 

lost 39, 40, 61, 62 

72-74, 85, 91, 94, 110, 111, 120, 121, 133, 139 
Uniform traffic ticket 

35 
Uninsured motor is t 'surcharge 

136 
Violent Crimes Compensation Bureau (VCCB) 

23, 25, 106, 126, 128, 138, 139 
Violations bureau 

Voiding traffic ticket 

Waiver of indictment 

Warrant 

33, 421 431 531 541 61, 98 

39, 40 

4, 20, 43, 96, 122 \. 

\ -  41 5 1  13, 54-56, 58, 60, 8 I 89, 90, 108, 114-118 
\ 
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Warrant card 
115-117 

Warrant executed 
5 5  

Warrant unexecuted 
56 

Witness 
7, 8, 20, 22, 23, 24, 32, 69, 71, 72, 98, 99, 110, 111 
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NEW JERSEY MUNICIPAL COURT CLERKS' MANUAL 

Abs t r act (DMV ) 

Adjournment 

Adjudication 

Affidavit 

AOC 

GLOSSARY 

A history of defendants driving record 
obtained from the NJ DMV used where the 
statute provides for a greater penalty 
for a subsequent violation. 

A putting off or postponement of 
business or of a session until another 
time or place: the act of a court, by 
which the session is dissolved, either 
temporarily or finally. 

The formal givinq or pronouncing a 
judgment or decree in a case; also the 
judgment given. 

Appeal 

Arraignment 

Bail (Noun) 

Bail (Verb) 

G - 1  

A written statement declaring certain 
facts to be true and confirmed by the 
oath of the person making the statement, 
(which oath is taken before an officer 
having authority to administer it), 

Administrative Office of Courts, 
Municipal Court Services, Hughes Justice 
Complex, CN-037, Trenton 08625.' 

A complaint to a higher court asserting 
commission of an error of law in a 
trial, proceeding before a lower court, 
or sentence of a lower court, seeking 
rectification of the lower court's error. 

Consists of reading the complaint in 
open tout to the defendant or stating 
the substance of the charge and calling 
upon him to plead thereto after he is 
given a copy of the complaint, if he has 
not previously received one. 

The surety or sureties who procure the 
release of a person under arrest by. 
becoming responsible for his appearance 
at the time and place designated. Those 
persons who become sureties for the 
appearance of the defendant in court. 

To procure release of a person from 
legal custody and assuming 
responsibility for his appearance in 
court or any designated place. 



Bail Bond 

Bail Forefeiture 

Bench Warrant 

. . . . . .  . . . .  

A guarantee by a corporate surety that a 
person will appear at a designated time 
and place, and a promise to pay a sum of 
money fixed by the court if the 
appearance is not made. 

Upon breach of a condition of a 
recognizance, bail is disbursed to the 
agency t o  i lh ich  t h e  f i n e  vculd  have b d e n  
payable. 

An order issued by the court "fcom the 
bench" for the arrest of a person. 

Bench Warrant Executed The warrant is executed by the physical 
arrest of the defendant. 

Bench Warrant Issued Completion of the warrant based upon 
probable cause to believe that the 
offense has been committed exists and 
that the defendant has committed it. 

Calendar (Court) 

Close Out or Closed 

A list of cases awaiting trial or other 
disposition. 

When the required procedure of R e  
7:6-3(a) or (b) or (c),has been followed 
the case is to be closed and all records 
so indicated. 

Community Service 

Complainant 

Complaint (Criminal) 

Contempt of Court 

An alternative disposition whereby the 
defendant satisfies his sentence by 
providing a service or doing work in the 
community for a specified time limit. 

One who applies to the court for legal 
redress by filing complaint. 

A charge preferred before a judge having 
jurisdiction, that a person named (or an 
unknown person) has committed a specific 
offense, with offer to prove the fact, 
to the end that a prosecution may be 
instituted. 

Any act which is calculated to 
embarrass, hinder, or obstruct the court 
in administration o f  justice, or which 
is calculated to lessen its authority or 
its dignity. 
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Continuance e 
Criminal Docket 

Cross-complaint 

Date of Offense 

Date of Process 

The adjournment or postponement of an 
action pending in a court, to a 
subsequent day of the same or another 
term. 

A book containing all criminal 
(indictable disorderly persons, petty 
disorderly persons and borough ordinance 
violations), complaints filed with the 
municipal court with an e n t q  in b r i e f  
of all the important acts done in court 
in the conduct of each case, from its 
inception to its conclusion. 

A n  action brought by a defendant in a 
suit against the plaintiff in that suit 
upon a cause of acticn arising out of 
the same transaction in controversey. 
Or an action by one party to a suit 
against a co-party to the suit arising 
out of the same transaction, as - 
plaintiff against co-plaintiff or (more 
frequently) defendant against 
co-defendant 

Date of occurrence of violation charged 
in the complaint (DR). 

The date the complaint (CDR) is 
subscribed (taking of the jurat) and 
sworn to before the judge, court clerk 
or deputy court clerk, or any other 
person so authorized (NJS2A:8:27). 

Date of Process Server The date the warrant or summons (CDR) 
(process) is issued. 

Defendant. One who is sued and called upon to make 
satisfaction for a wrong complained of 
by another. 

Dismissal A n  order disposing of an action by 
sending it out of court, though without 
trial of the issues involved. A 
dismissal may be so styled as to bar a 
new suit on the same grounds (Dismissal 
with Prejudice) or may be so styled as 
to permit a new suit on the same grounds 
(Dismissal without Prejudice). 
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Disorderly Persons 

Disposition 

DMV 

Docket 

Docket Number 

Downgrade 

Evidence 

Expert Witness 

Expunge 

Offenses that are designated by Crimiilal 
Code or Statute. There shall be no 
right to indictment by a grand jury ndr 
any right to trial by jury on such 
offenses. Fine is not to exceed $1,000 
(2C343-3). Sentence is not to exceed 
six months imprisonment (2C:43-8). 

In criminal law, the sentence the 
defendant receives is the  disposition. 

Division of Motor Vehicles. 

A book containing an entry in brief of 
all the important acts done in court in 
the conduct of each case, from its 
inception to i t s  conclusion. 

The number assigned to complaints/ 
summonses filed as they are received. 
Traffic cases including parking should 
be numbered consecutively beginning with 
the prefix T". Criminal cases including 
borough ordinance violations shall be 
numbered consecutively beginning with 
the prefix "C". 

When the indictable complaint is 
referred by the County Prosecutor and is 
returned to the municipal court for 
disposition of the lesser charge 
(downgrade). 

Any species of proof, or probative 
matter legally presented at the trial of 
an issue, by the act of the parties and 
through the medium of witnesses, 
records, documents, concrete objects, 
etc., for the purpose of inducing belief 
in the minds of the court or jury as to 
their contention. 

Person examined as a witness in a cause, 
who testifies in regard to some 
professional or technical matter arising 
in the case, and who is permitted to 
give his opinion as to such matter on 
account of his special training, skill, 
or familiarity with it. 

To blot out; to efface designedly; to 
obliterate; to strike out wholly. 
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Fine A sum of money paid at the end of a suit 
or prosecution. The fine is imposed 
upon a person(s) or corporation as a 
form of punishment. 

First Court Appearance See under arraignment. 

Form 5A Application to Establish Indigency used 
if the defendant states he is unable to 
pay d fine all at once OK to determine 
eligibility for representation by the 
public defender or assigned counsel. 

FTA "Failure to Appear" 

Grand Jury 

Incarcerated 

Indictable Offense 

Indictment 

I nd igen t 

Judgment 

The failure of defendants to appear in 
court in response for summonses issued 
for parking and non-parking.traffic 
offenses. 

A body of citizens, first sworn and 
instructed by the court, whose duties 
consist in determining whether probable 
cause exists that a crime has been 
committed and whether an indictment 
(true bill) should be returned against 
one for such a crime. If the grand jury 
determines that such a crime does not 
exist, it returns a "no bill". It is an 
accusatory body and its function does 
not include a determination of guilt. 

Confinement in jail OK prison. 

An offense, the nature of which is 
proper or necessary to be prosecuted by 
process of indictment. 

An accusation in writing found and 
presented by a grand jury, legally 
convoked and sworn, to the court in 
which it is impaneled charging that a 
person therein named has done some act, 
or been guilty of some omission, which, 
by law, is a public offense, punishable 
on indictment. 

Poor or needy. 

In civil cases, a judgment is a final 
determination of the rights and duties 
of the parties. In a criminal case, a 
judgment is the determination of guilt 
or innocence of the accused. 
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Look-Up 

MF-1 

MI?-2 (DMV) 

Motion 

Oath 

Payment Order 

Parking tickets are written with license 
date number only. In the event the 
ticket is not paid by the return date 
(court date) of the ticket, it is 
necessary to find out (look-up) to whom 
(name, address) the vehicle is 
registered in order to send a failure to 
appear (FTA) notice. This is 
accomplished through computer tie-in o n  
the Local level with the DMV (see 4.1.1). 

The disposition report required to be 
sent to the DMV within three days of the 
disposition of the form must be 
completed and filed regardless of 
whether the defendant was found guilty, 
oz  not guilty, or the complaint 
dismissed, or an appeal filed (on moving 
cases only). 

Transmittal and Receipt Form. This form 
accompanies the MF-1 disposition 
reports. The report is prepared by the 
court in triplicate listing the trial or 
VB disposition date and the defendant's 
last name, 

A written or oral request to a court for 
a ruling of law during the course of 
legal proceedings. 

Any form of attestation by which a 
person signifies that he is bound in 
conscience to perform an act faithfully 
and truthfully. 

Order-Payment of Fines and Costs sets 
forth the terms (amount and frequency of 
payments) of the partial payment of the 
fine and costs imposed. 

Petty Disorderly Persons Offenses designated by criminal code or 
statute. There shall be no right to 
indictment by a grand jury nor any right 
to trial by jury on such offenses. Fine 
is not to exceed $500 (2C:43-3d). 
Sentence is not to exceed thirty days 
imprisonment (26343-8). 

Plaint iff 

Plea 

See under Complainant. - 

The first pleading on part of defendant: 
the answer (G, NG) defendant makes to 
the plaintiff's declaration.- 
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Pro-se 

Probable Cause 

Pr oba t ion 

Process 

PSI 

Recognizance 

Remand 

Reserve Decision 

SBI 

Sent enc e 

Appearing for oneself as in the case of 
one who does not retain a lawyer and 
appears for himself in court. 

An apparent state of facts found to 
exist upon reasonable inquiry which 
would induce a reasonably intelligent 
and prudent man to believe, in a 
criminal case. That the accused oerson 
had committed the crime charged, or, in 
a civil case, that a cause of action 
existed. 

A sentence releasing the defendant into 
the community under the supervision of a 
probation officer. 

This word is generally defined to be the 
means of compelling the defendant in an 
action to appear in court: or a means 
whereby a court compels a compliance 
with its demands. 

Pre-sentence Investigation results in a 
Pre-sentence Report which assists the 
judge in imposing sentence based upon 
those facts that may properly influence , 

a sentencing decision. This 
investigation is conducted by the chief 
probation officer of the county. 

An obligation of record entered into 
before court of record with condition to 
do some particular act. 

When the County Prosecutor sends back to 
the municipal court a previous 
indictable complaint that has been 
downgraded for disposition. 

The judge holds making a' determination in. 
a matter pending further information 
(i.e., driver's record abstract). 

State Bureau of Identification. 

The judgment formally pronounced by the 
court or judge upon the defendant after 
his conviction in a criminal 
prosecution, formally declaring to the 
defendant the legal consequences of his 
conviction. In civil cases the terms 
judgment, decision, award O K  finding are 
used. 
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Service 

Subpoena 

Summons 

Surety 

Suspended Sentence 

Traffic Docket 

Traffic Docket 

Transcript 

The delivery of a writ, notice, 
injunction, etc. by an authorized 
person, or in some instances by 
certified mail, officially notifying 
that person of some action or proceeding 
in which he is concerned. 

A command to appear at a certain time 
and place to give testisony upon a 
certain matter. 

An order directing an officer to notify 
the person named in the order of the 
commencement of an action against that 
person and of the duty of the person 
named t o  appear i n  COUE': on a day 
specified and answer the complaint of 
the party initiating the action. 

One who binds himself for the payment of 
a sum of money, or for the performance 
of some duty or promise for another. 

Following the imposition of sentence in 
a criminal case,-the court may suspend 
execution of the sentence and release 
the accused conditionally, subject to 
good behavior, for a fixed time. If 
during that time the accused is again 
convicted of crime OK  otherwise violates 
the conditions governing suspension of 
sentence, the court may order execution 
of the sentence at that time. 

A book containing all traffic (DWI, 
moving, parking if court is not using a 
receipting machine) summonses filed with 
the municipal court with an entry in 
brief of all the important acts done in 
court in the conduct of each case, from 
its inception to its conclusion. 

A book containing all traffic (DWI, 
moving, parking, if court is not using a 
receipting machine) complaints filed 
with the municipal court with an entry 
in brief of all the important acts done 
in-court in the conduct of each case, 
from its inception to its conclusion. 

An official copy of certain proceedings 
in a court. 
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VCCB 

Void 

Warrant 

W i t hdr awn 

Violent Crimes Compensation Board. A 
$25 penalty that is assessed on all 
disorderly and petty disorderly persons 
offenses upon a decision of guilty. 

The status assigned to traffic tickets, 
when an officer makes an error in 
writing out the ticket. (E.g., writing 

space far the driver's license 
inforsation.) 

t h e  ZegiStrat ioII  infOKiIlatiOfl iil t h e  

A written order issued and signed by a 
judge, court clerk or deputy, directed 
to a peace officer or some other person 
specially camed, and commanding him t:, 
arrest the body of a person named in it, 
who is accused of an offense. 

Once a complaint has been filed it 
cannot be withdrawn. There can be no 
disposition of a matter by the entry of 
a notatTon to the effect "complaint 
withdrawn". 
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APPENDIX A 

New Jersey Municipal Court Forms 

The forms listed below are those mentioned in the New 

Jersey Municipal Court Procedures Manual: the list is not 

intended to be all-inclusive. Where r'ocms have been reserved, 

the clerk may insert the present form in use in the court as a 

sample pending promulgation of a statewide form. 

I. CRIMINAL 

1.0 General Procedure 

a CDR- 1 
CDR-2 
Criminal Docket. 
Receipt 

2.0 Procedures by Type 

Section 

I. 1 

Notice to Defendant 
Special Complaint/Summons Form 

. Scheduling/Adjournment Notice 
Judgment of Conviction 
Order of Disposition/Sentence 
CDR-7 (Final Disposition Report) 
CDR- 3 

Exhibit No. 

2.1.2 reserved 
2.2.1 5 
2.2.2(1) reserved 
2.2.4 reserved 

6 

2.2.4 7 
2.3 8 

A- 1 
. I  
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Sect ion Exhibit No. 

11. TRAF'FIC OFFENSES 

1.0 

1.2.1 
1.2.2 
1.3.2 
2.2 
2.2 

reserved 
reserved 
9 

10 
11 
12 

Uniform Traffic Ticket 
Traffic Ticket Distribution Form 
Traffic Ticket Control Record 
Traffic Docket 

MF-2 Transmittal Sheet 
Statement in DefenseiMitigation 

MF-1 Card 

of Penalty 3.2 13 

14 

reserved 
15 
16 

FTA Notice 
Traffic Warrant 
Scheduled Suspension (DI 34A) 

4.1.2 
4.2.1 

4.4.2 
4.5 Suspension Form-Court Response 

(DI-34B) 

Order Suspending Driver's License 
Order Rescinding Suspension 
Form Letter requesting Payment 

(Rental Car Lessee) 

17 
18 

5 . 4  r eserved 

111. GENERAL APPLICATION 

Subpoena (R. 7:3-3) 2;3 19 
Subpoena (E. 1:9-11) 

Ca 1 endar 
Cash Bail Bond/Affidavit 

of Owner ship 
_ -  - -  - _ -  - - _ _  - 

Recognizance/Affidavit 
of Surety 

2.3 

2.4.2 
3.1.lb 

reserved 
20 
21 

... .- 

23 3.1.3 

Temporary Commitment Default 
of Bail 3.2 reserved' 

Notice of Forfeiture of Bail 
Notice of Discharge 
Notice of Reinstatement of 

Forfeited 8ail 

3.4(2) 
3.4.1 

reserved 
reserved 

3.5 r e s e r v e d  



Section Exhibit No. 

Notice of Defendant's Rights 4.1 reserved 
(Sound) Recording Log 4.1 24 
Application to Establish Indigency 4.2.1 25 
Order for Installment Payment 

of Fines and Costs 4.2.1 26 

Time Payment Record Sheet 
Partial Payment Follow-up Notice 
Order of Suspension (DI-34D) 
Bad Check Letter 
Temporary Driving Permit 
Bench Warrant 
Wa r r ant 
Notice of Appeal 
Transmittal Letter on Appeal 
Transcript of Docket 
Transcriber's Order Form 
Transcripts for Appeal From 

Sound Recording 

4.2.1 4 
4.2.la 
4.2.l(c) 
4.2 
5.0 
6.1 
8.0 
8.1 
8.1 
8.2b 
8.2 

Notification of Assigned Counsel 11.0 

Notice in Lieu of Complaint 15.0 
Order to Transfer (Change of Venue) 13.0 

IV. ADMINISTRATION 

Monthly Statistical Report AOC 
ST- 3 3A 1.0 

Monthly Financial Report of Fines 
Payable to DMV -MF-lO 2.1 

DD Surcharge - MF-10 2.2 
Uninsured Motorist Surcharge MF-10 2.3 
Parking Offenses Adjudication 

Act -Restoration Fee MF-10 2.4 

Financial Report on Traffic. 
Cases to County 2.4 

VCCB 3egort (ST-1121 3.1 
A-3 

reserved 
reserved 
27 

28 
29 
reserved 
t eserved 
reserved 
30 
31 
r eserved 
32 

reserved 
r e s e rved 
33 

34 

35 

35 
35 

35 

reserved 

36 
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Request and Authorization for 
Records Disposal (ED-6) 

Instructions for Preparing ED-6 
Records Retention Schedule 
Municipal Court Personnel 

Cercificacion of 

Compliance (g.1:17-1(i) 

A-4 

Section 

4.1 

Exhibit No. 

37 

4.1 

6 . 0  

3 0  

39 
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Wendant o m  of defendanrc 

I+(<I..LC.xII10 

Don of a n n 1  Don of btnh 
COMPUlNf 

I Chorpe Number 2 I Charge Number 3 1 

I I 
Mx.I %le 

ORIGINAL 
NJ/CDP I (@I3 1.82) 



uorooa :01 

3 
?. 
2. 

0, 

a 

U 

3 

i 

a m v a ~ 3 4 3 a  '01 31VlS '01 
SllSIHX3 

lNVQN3430 '04 32VlS '01 
13SNn03 

WAIVER OF INDICTMENT BY GRAND JURY AND TRIAL BY JURY 

The defendant herein, being adviwdof the nature of the chorge against him and of his rights to indiclment by 
grand iury ond trial by iury, hereby waives prosecution by indictment and trial by iury and requests to be tried 
WON this court. 

Dated: 

Signed in the presence of: 

Signature of Defendant 

Approved 

Judge 

Ex. l a  
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Rfwdawd Mmdonn 

1-1 I I I I I I  I I  I I  I I  

I I I I I I 11 I 
MISCELLANEOUS INFORMATION 

List brnpanaon CDR numoon (Including Co-aefeMann). 
4 

Nux 
ORIGINAL 

Ex. 2 

a. 



UOSO.~ :01 
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3: 
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lNVaN3J30 '01 -mawawl UVlS JO# 

MSSNIIM 

"PW ==JPPv 

,WON 

m v a ~ 3 ~ 3 a  '01 3lVlS '01 
l3SNnO3 

WAIVER Of INDMMENI 6Y GRAND JURY AND TRIAL BY JURY 

The defendant herein, being adv idof  tho nature of tha charge againh him and of his rights to indictment by 
grand iury and trial by iury, hemby waives prmuiion by indiament and triol by iury and requests to b tried 
before this court. 

O d d :  
Signature of Defendant 

Signed in the prcKnce of: A P P m d  

Judge 

Ex. 2a 



. . _ .  

Name of ' 
Dpfendrnl ! Address 

A-4 1 

Date h m e  of 

1 . Served Witness 
Date of Date of I Oflense Offen= Prncea,, Prncess Complaining .4ddress 

CRIMINAL DOCKET "A" 

i I I - I - -  
I 

NOTE: The above i s  a reduced lorn, of the Ielt-hand pagr of the Criminal Docrc~. The actual p d ~ e  
ais should k 16%' wide (including the binding edge on the right) by 18%" long. The 
ruled spaes continue down the length of the pagc  

Number the first column ('C" C a x  No.) hy hand nr numbering machine. beginning with 1 
and eontinuiog with conxcutive numbering through the volume. &hen Volume 'A" of this 
Docket ia completed. contiaue on into Volume "B." "C," e t c  
'Criminal Docket-A" (B, C, CIC. for subsequent volumes) should be stamped on the spine 
of the volume m d  on the corer. The name of the courc,should a h  appar  cn the cover. 

?Er:cd 
of 

Bondsman 

How 
Defendant 

Plerda 
and Date 

How 

laneour Sentence Entries I 

'Attorneys' 
Appear- 
ances 

cs 
E! 
e 
a 

D 

m 
3 
p. 

w 

-- 
-- 

I I 
i 

I 
I 

NOTE: The above i3 a reduced form for the right.hand page of the Criminal Docket. The actual 
page s ix  should be 16Ih" wide (including the binding edge on the left) by 18%" long. The 
ruled spaces continue down the length of the page. 
T h e  'Remarks and Miscellaneous Entries" column mar be used to note information that 
does nor fall within the remaining columns. 

Ex. 3 



A-30 

M c  C u e  No. 

Ticket No. 

Receipt for C1.h Bdl, or 
Fines, Penaltias. Forfeitor- 

rzdcortr 

Received from ......._.....-_.........._..........__......_..._......_...........--. 
Addm8 ................................. "....................-...._-.- ..... --......--...-- 
the sum of ......._..................." ...-.-.- dollan ($...l..----...) 

for bail for the offense as chsrged of ....--... -...e. 
(- 

.--.......- .............................. 
OU.lW0) 

"."........-.."-...-... ........ -UI_..-..".--..-..-.--" 

.....-.....-..".... "I........"."... ............ "._._-..-..."-- __....-.a (at. wctbs and M t h  of o r d l ~ 8 a  or -) 
.... 

judgment of conviction herein for -.-.-.-.... - .... -.- ....... 
(obew Y ab- 

-...-*..--- -.--... ............................... "...--....I-.".-..--... 

dths uQn .ad Uth of ordlnlaa o? NtrrLI) 

of __.._.I...-...._.-I..IUU..I . ..--...- --.-_.. doll- 

m d  aho the court costs of . ._..__. -...-.- ._..__..... doll-. 

Court appearance ...... ............................................................. 
0 Cash 0 Check 0 Money Order 
Dated: 

...... ....... .....- ...................................... 
J W d  (La 

(Note: Strike out words and phrases not applicable) 
(Note: hepare in triplicate.) 

Ex. 4 

E? 103 
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. ;. , . I .  . . .  . . . . . .  ' .. , .. . .  . .  - .  

. . . , .  , I  

. .  



. .  

2. 
AOMlNlSTRATlM O&Cl OC THE COURTS 

S r o k  Houw A m  
fnnkn. Hw J m n y  

May 1974 

SPECIAL FORM OF COMPLAINT AND SUMMONS PRESCRIBED BY 
WE ADMINISTRATIVE DIRECTOR OF THE COURTS PURSUANT 

~ l ~ s l : 3 2 - 3 ,  4:70-3 (a )  and i : j - i C o j .  

Anoched 1s o sample of the special comoloinr and summons form are- 
mibed by this affico punuant to Rules above. 
These formr may be ordered and u d  in accordance with the Instructions 
noted below - 

The swcial ordinance violation complaint and summons form op- 
proved July 12, 1963 is superseded but present supplier on hand may be 
usea unrli exhausted. 

GENCUL INSTRUCTIONS 

I .  PURPOSE AND U S L T h i s  special farm i s  intended for the use of en- 
!arcemant officers tn non-indlctoble offens- when the officer deems i t  

inaoprapriare or unnecessary to arrest an offender at !he scene of the 
alleged offense. (Detailed instrudans ore set forth under the irem 
Nom To Offison.) Special fomr previously opprovd far use in coles in- 
valv~ng navtgotlan. and fish and game violations may confinwe fo be ured 
but +ne anached form may be used not only for those violations but also 
far locol ordinaria violations. disorderly persans offenses and orher non- 
indiooble offenses. Thus, enforcemenr officen need only carry one booc of 
soecial forms. The farm is  inceded for use by local. county and Stoce 
miorcement officers j u t  may dw, be us& for :be filing ?f a complaint 
ay a cmzen. 

a. Use by local otficm . Each maglrtrote lor coue clerk 4-n expnis 
direcrion of the magistrarel shall arronge far 'he 'muisition and 
purchase of thwe forms in accordonce wirh municioai purchasing 
requiremenfs. To assist rho mag;strare 'n determining the quantify O t  

forms 10 order. the various offiaals of the muntcipdify reroansibla 
fur law enforcement should be rquerred ro indicore what uae, i f  any. 
wil l  be made of the forms in a IP-month period. Delivery of the 
forms should be to tho magistrate !or m ~ n  clertl who should: insma 
some for canmness; note the date of.receiat. the fatal number of 
'arms received ma ?he first ana :os1 berm number on 'he +on( or 
oacx cover af the currenr citminal jociet: and stare 'ne !arms .n  o 
safe place oenaing aistriburion. The COUR IS  na( required '0 keep a 
detailed control of eOcn form Sur may do sa f the caun wishes. 
ilawever. :he court. upon receiving a wriifen request or requisirion 
from the head of a local enforcemenr umt, should issue the !arms 
wuuestw ana oatoin a receiot 'or same. 

z .  Use b r  Counfy and State offlcen - 'Nirh 'ne written maroval of 'he 

Aornwwrmve Otrecor of ?he Coum tbe heoa ot any zounty or State 
agency h a w i n g  jaw enforranem respOnsibiiities day arrange 'cr. !he 
purchase of r k  f a m s  in kcenrq with their pNchasing rwuirernenrs 
and armnge for r h e r  dirrnbvrion and UK oy their cniorcemen? :ificerr. 

- 

- 

e Uw by a tfHxen - There forms mol be ured wnen a citizen wisnes 10 

file a complaint 'or a nan-mdidablc offense. 

the citizen. or the police officer 
ra whom the faas have been relarod. rnay sign the Complaint as rho 
complainam. ;he pdrsans indicuted an N.;.$. 2A:8-27 may administer 
and ? a h  rna ogrh zf me camoiarnanr. Sinca ci c::izar kas no nurner:N 

fa t~sue o !ummonr tn ruch maRon. 'he lumom must be ripnea by 

a police officer 01 by tho prsens indicated In N.J.S. 2A:8-27. 
- 

11. JNClRCATlONS AND PRINTIN0 . The forms shall be pronumbered 
consecutively and sho l l  be in the form as indicoted in the attached ~ansplol. 
An Offkw'r Copy and a Pollro Copy far Agency Copyl XI labeled shall be 
included as a part of there forms. Sin- the farms are subtcc? to change. 
i t  i i  :uggoated that "et mare ,:Lon I n  cnticioared 2 nonrkr : U C Q I V  k e  
ordered. 

a. Colors shall be as follows: 
Complaint . blue 
Officer s Copy . yellow 
Police Copy lor Agency Capyl - pink 
Summons - buff 

b. The size of the farms shall be the same as the unlform traffic ticrret 
(4'' I 8%''  plus I/," far top binding). 

e. Forms may be in bwks  of ren. or single forms may be used. 

d. Carbon M ~ W  or no carbon required" p a w r  may be used. 

e. A swce for Docket  = as mown tn ,he samale mav 
oe urea at rho top of the Complaint m a  simtloriy 'he ' xe ia t  numaer 
ana amount paid may be snawn on *ne same 'one YI 'or example: 
Docxet ;f Receipt #- - L\wount f 
These spaces rnay be provaaed on m y  or 511 conies o i  :he form. 

f. For 'arms to be used by c a u q  ar State enforcement officers me neaa 
of the ogency may specify onformation printed an the aack of rhe 
Agency Copy which 11 different from ,hat shown on the artachea 

. sample. 

8. h r  'arms to be used oy local officers -he magistrote mov ?aye 3 ' 1 s t  

af 'he mast 'requent minor affenses ma .heir 3enoitws 3rinteo on 
,he aaci of the Summons lust bdore 'he #rem "-.,?enis rhrougn 

Vdations 3urwu providea 'he coun bas a pa .- riolatians bureau 
schedule approved by rho Arsinnmenf Judge al.manr '0 quae 
which inchaos sucn offense? 

- 
7 : 7-3 

h h r  'arms '0 be dssd by locol o*Icers -he re-v .aurr A~oearance 
Requirea Oovmenr Through V*olc:ians 3ureau rna nnearance 
>lea ana Waiver which apoear on 'Pe cock af +e ramwe Summons 
shouia be aeleted when the magistrate aoes nor wsn *o have znv ai 
'hoe matters orocessed as v~olarians cureau movers %e fem Z:un 
Aapearonce Qeauared' on rhe front of ail z a m  at .he iorm snouia 
also ,e 3eletea. 

Ex. 5 



3. 

i. The following t t e m s  must be pr lntd on the outside cover of each 
' 

book of forms: 

IHZTaUtXCNS TO l w l C l S n  

PURFOSE AND U R  OF THE SPECIAL FORM F O R  NON-INDICTABLE 
OFFENSES 

1 .  Thhne forms are dmigned and intended for use in nodndltkble 
offensos when th. officer doems it inappropriate or unnecesrory 
to arrest an offender at tho scme of the alleged offense. E 
Complaint must k siqned and sworn k by tho Compialnant 
before a w o n  emwwwed !sv law )s taka Carnolaink. 

2. These.fonna may= be used: 

a. Where an indictable offense i s  involved. 

b. Where a traffic offense is  involved. 

3. When the use of them forms is  not authorized or is inappro- 
priate. you should file a complaint in the curtotnary form with 

. the court which may then issue a summans or warrant as the 
circumsrancm may justify. 

In filling out the form UI. preferably a.boll point pen m d  

hinpall information sa that it is legible. 
File the Complaint with fhe court without delay. (Make sure 

Keep your OIR.rr's bpl in the event that y w r  testimony in 

File the Poke Copy lor Agenq  Copyl in accordance with 

use a steady pressure so that all copies will be legible. 

, 

y w  properly sign and swear to the Complaint.1 

cawn is requid.  

your  dwanmenral regulations. 

krriu of Hw Summom 

rC A. 70 an individual Defendant, ay ddlr- 
w i m  the summom to defendawt amonallv. or bv Ieavim it 
at his usual place of obode with come p.Mn of his family 
om the a90 of 14 1.0. Itten miding therein. or by moll- 

ing i t  to defenaams last known oddrms. 

9. To o Corporation. Parmenhip. or Association. 

3v serwce fn A lobovel as unoerscarca ;n an ?fficer or a 
managing or general agenr or to =I corporation director or 
*rus1ea or to a punner. lSee Rule 4:4-d for complete aetoils 
os to service under th is  category.] 

omcms COMMENTS 
*See cuck of Officer s Copy) 

0 

t s very  moonanf *o 'ill n the gfficer s Comments d a n k  an 
'he aack of the 9fficer s Copy of the 'orm Use rhis soace ' 0  

deantoe orieiiv 'he circurnstonces oi  'he offense and {our factual 
ooservations lncluae everv fact rhtcn will assist you In festi- 

Cving tn COUR. 

* Rule 7:3-l(a), & : 4 - 4 ( a )  
Ex. 5a 

1 
I 

4 !  

I 

i 
j. Tha following Items must be printed on the rnride flop of eock boak 

of forms, 

COURT APPEARANCE REQUIRED 

Rule 7 :  7-3 provides that violations may be aisposd of by the viola- 
tions dark provided the violation(s) om designated by caun order 
approved by the Aoignment Judge which order shall soecifv the pen- 

a l t y  for such violations. Courts which hove established a viola- 
tions bureau are required to hove a schedule of penalty : wstd 
of the location of the violations bureau. In ?he event you have 60, 

:een wppiiea rirh J liar o i  :ne woiations cureau v d a t t o n s .  vow 

should consult the posted schedule and note 'he listed non.?roi(ic 
violations so that you may check the box "Court Appoarancc Re= 
q u i d "  when you know the particular v iohion is not listed on tkc 
schedule. When you do not know whether the particulor violation 1s 
l i s ted in the schedule. you should "0' check the box Coun Appear. 
ance Required" in which even? the defendant will either. Jppear OP 

make inquiry of the coun os to the requiremen? oi a couh aopearance. 
Even though the offense Is  listed on the schedule. the officer may 
check the box 'Court Appearance Required ' i f  he feels that the at. 
cumstanem require a coun appearance. 

RESPOWl8lLlTY FOR FORMS 
There special forms ore prescribed by the Administrative Director of 

the C w m  punuont to Supreme Couo Pula 1: 32-3, 4: 70-3 (a 
lad 7 i 3-1 (b). ne Complam and Summons forms are cwn graeess 

which may naf be altered or v o i d  by anyone exceot *he ,wage. 
If rho officer notica thar he nos mode an e'ror t r?  mawlng out *ne 
form. he should not cross out or erase m y  niormation cut noke aut 
a n e w  form and file both Comalainti clipaed together dong wivh a 
separate signed srarement giving fhe reason why the form should be 
voided. No person may make any changer whatreever In 'he 'arm 
aher the officer has s t a m  to fill I? out. Amendments *O Comploinn 
are within the sole province of  the oudge acting In aoprooriate IR. 
rmncer en open court N.J.S. ZA.136-1 makes It a crme for any per- 

son to alter. f a l s i f y ,  mutilate or void any CWR process. 

- 

* * a * *  

Oononal data may bo approved by *he naqistrote ?r heao af *he 
resoonsible county or State agency 'or printing an 'he nsile cwcr 
of each book of forms. 5uggestea data mign? Incluae: 

List of Frequent violations 

Calendar 

Emergency Telephone Numben 

IOther data heiohl to the officer1 

, . .  . 
, . . .  . : : .  

. . .  I .  . , , . -  
. . ,  , ,  . .  .. - . . . . : . .  
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cob(pfAIBpT - Fiom 

TMC UNOLR.IQNCD. # S I N 4  DULY SWORN. UPON HIS OATH DL?OSCS 
A W D  U Y S i  

IMAYL AMO mu oc mww Aormwlmnma OATHI 

COURT * ? C U R A N E L  REQUIRED 

COURT A ? W C A R A N C I A Y  OC 1 L  AT- Y. 

ADORES. OC COURT 

(Form approved Uay 1974)  C O Y N I W T  

c o m m  - BACK 

I S I . U ? U R  O? OI JUDO.) 

a&: DAYS IN 

h e m ,  

~ 

IS IWATUI .  OF JUOQ.1 

3N CONOlTlON m A Y  O? f f m C X  G M  
i mn) 



MUNICIPAL COURT ORDER 

MUNICIPAL COURT OF COUNTY OF 

Summons o r  Complaint No.: 
Docket No.: 

vs. 

Whereas the defendant (p lead qui  1 t y )  (was convic ted)  on fo r  the o f fense(s )  o f  
concrai-.:, i o  ciie p r o v i s i o n s  ~f 

N.J.S.A. i t  i s  ORDERED t h a t  the above named defendant: 

Be placed on PROBATION f o r  
cond i t i ons  o f  p robat ion  pursuant t o  R. 3:21-7 of the  Court Rules Governing Cr iminal  
Prac t ice .  (See reverse side.) 
Be placed on SUPERVISORY TREATMENT f o r  (months ) (years) under N.J.S.A. 
24:21-27 (Cond i t iona l  Discharge). 
Perform COMMUNITY S E R V I C E  f o r  a oer iod  o f  (davs I (hours) 

(months ) (years) and comply w i t h  the standard - 
- 

. , .  
Serve a JAIL sentence o f  . S t a r t i n g :  
Complete an i n -pa t i en t  TREATMENT program a t  

Pay a f i n e  o f  $ ; Court costs  o f  $ ; VCCB pena l ty  o f  $ 

VCCB Penal ty  $ payable a t  the r a t e  o f  $ Pe 

F ine $ payable a t  the  r a t e  of $ Per 

R e s t i t u t i o n  $ payable a t  the r a t e  o f  $ Pe r 

Through Probat ion D i r e c t  t o  Court - Paid a t  Sentencing 

Through Probat ion - D i r e c t  t o  Court Paid a t  Sentencing 

Through Probat ion D i r e c t  t o  Court Paid a t  Sentencing 

R e s t i t u t i o n  Benef ic ia ry :  . 
Name 

Comply w i t h  o ther  cond i t i ons  o f  p robat ion :  
The defendant's d r i v i n g  p r i v i l e g e s  are revoked f o r  (months ) (years ) .  

I t  i s  f u r t h e r  ordered t h a t  t h i s  community se rv i ce  i s . t o  be performed under the d i r e c t i o n  
and superv is ion  o f  the  County Probat ion Department. 

F a i l u r e  t o  comply w i t h  t h i s  o rder  may be cause f o r  re tu rn ing  t h i s  case t o  cour t  
f o r  another d i s p o s i t i o n  tha t  may inc lude sentence t o  a pe r iod  o f  i nca rce ra t i on .  

DATED: JUDGE: 

Defendant's Signature: Oate o f  B i r t h :  
Address : 
Soc ia l  Secur i ty  No.: Telephone No. : 
D r i v e r ' s  License No.: 

NOTE: Copy to:, Court, De.fendant and Probat ion 

Emp 1 oyer : 

 EX.'^. AOC, CS-02 

. . . . .  . . .  . .  . . .  . . . .  :, 

. . . .  . .  . . . . . . . . . . . . . . .  . .  . : .  . . .  
. .  . .  

.., : v, . .  . .  
' ,  ;.: . .  
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County Probation Department 

CONDITIONS FOR ADULTS ON PROBATION 

You have been placed on probat ion DY the Court for a per iod o f  
years. The Court, be l iev ing  tha t  you are capable o f  l i v i n g  a usefu l  and law- 
ab id ing l i f e  i n  the community, has placed you on probation. Your being placed 
on probat ion i s  subject  t o  your agreeing t o  comply, and your compliance w i t h  
the condi t ions o f  probat ion provided below. 
be l ieve  tha t  you have committed another of fense or i f  you have been held t o  
answer therefore,  the Court may cmmi t you w i  i h o u i  >si  i. You a r e  required cc 
n o t i f y  p r m p t l y  your probat ion o f f i c e r  i f  you are arrested a t  any time dur ing 
the per iod you a re  on probation. 

I f  there i s  probable cause t o  

1 .  

2 .  

3 .  

4. 

5. 

6 .  

7. 

8. 

You w i l l  obey the law o f  the United States, and the laws and ordinances o f  
any j u r i s d i c t i o n  i n  which .you may be. 

YOU w i l l  repor t  as d i rec ted  t o  the Court or your probat ion o f f i c e r .  

You w i  1 1  permi t .  the o f f i c e r  t o  v i s i t  your ,home. 

You w i l l  answer promptly, t r u t h f u l l y ,  and completely a l l  i n q u i r i e s  made by 
your probat ion o f f i c e r  and repor t  any address or residence change t o  the 
o f f i c e r .  

I f  the change o f  address or residence i s  outs ide the county i n  which you 
are  a probat ioner,  you w i l l  advise your probat ion o f f i c e r  a t  l eas t  t h i r t y  
(30) days i n  advance o f  such change. 

You w i l l  cooperate i n  any medical and/or psychological  examinations, t es ts , .  
and/or counsel 1 ing your probat ion o f f i c e r  recommends. 

You w i l l  support your dependents, meet your fami ly  r e s p o n s i b i l i t i e s ,  con- 
t i nue  g a i n f u l  employment, and promptly n o t i f y  the o f f i c e r  when you change 
your place o f  employment or f i n d  yourse l f  out  o f  work. 

You w i l l  not  leave the State of New Jersey wi thout  permission o f  your 
probat ion o f f i c e r .  

You w i l l  not  have i n  your possession any f i r ea rm ’o r  o ther  dangerous weapon. 

Ex. 6a I 

I . . . .  . . . . . .  - ,  I, . ’  . , .  . . . . . .  , (  . .  . .  . .  . .. . .  . . ., , ,,..,.;,..--, - -  



SEE REVERSE SIDE OF FILE COPY FOR INSTRUCTIONS i 
A - I  422 -7  ¶ _- ---- ----- - -  - - -- ------------- - - - - -  - _- - _  

S7ATE OF JERSEY 
COWDITIONAL DISCHARGE FINAL DISPOSITION REPORT 

NAME OF DEFENDANT RACE SEX ' DATE.OF B IRTH 

OFFENSE NEW JERSEY STATUE NO. 

DATE O F  ARREST O R  SUMMONS 

WARRANT-SUMMONS NSIMBER 

CONO. DlSCH. TERM 

COND. DISCH. DATE 

OFFENSE COOE 

THE ABOVE LISTED INDIVIDUAL HAS BEEN PLACED ON CONDITIONAL DISCHARGE. 
S A T E  BUREAU OF IDENTIFICATION UPON COMPLETION OF CASE. 

SUBMIT FINAL DISPOSITION TO THE 

COUNTY OR MUNICIPAL COURT 

COURT ACTION 

0 DlSMkSED PURSUANT TO N.J.S.A. 24:21-27. DATE OF DlSMlSSAL 

COURT CODE MUNICIPAL COURT W C K E T  
I OR A NUYOER 

MTLotPUI r u u V O I U l I o I (  D A T E  JAILTERM SUSP. FINE SUSP. COSTS SUSP. PROBATION T E R M  SUSP. 

COR 7 (REV. 9-73) 

. 

JUDGE D A T E  

S B I  COPY 

Ex. 7 



STATE OF NEW JERSEY 

CONDITIONAL DISCHARGE FINAL DISPOSITION REPORT 

GENE RAL INFORMATION 
This report is for the purpose of submitting to the SSI, final Court 

disposition of .  those, indivhafs- piaced dri Cbnditionaf Discharge by the 
COUrt. 

One form wit1 be initiated by the SEI to the Court for each individual 
arrested, fingerprinted and placed on Conditional Discharge pursuant to 

If case is dismissed, check appropriate block. I f  the individual has 
violated the term of supervisory treatment and is sentenced, utilize the 
instructions in the CDR Manual for completion of the COURT ACTION 
area of the COR No. 1 Complaint Summons or CDR No. 2 Complaint 
Warrant. 

N.J.S.A. 24: 21-27. 
~ 

Ex. 7 a  



SEE REVERSE SIDE OF PROSECUTOR'S COPY FOR INSTRUCTIONS. 

COUNTY PROSECUTOR CRIMINAL DISPOSITION REPORT 

COMMlmO COMMllTfD OTMLR IEX?LAIN IN c m 0 1  TOTN MY EL. ON MN K O .  n. 

%tak of 3cb 3cr9cp 
NEPARTMENT OF LAW AND PUBLIC S A F E f Y  

DIVISION OF STATE POLICE 
?ECORDS AND IOENTlFlCATlON SECTION 

WEST TRENTON. NEW JERSEY 08625 
- B O X 7 0 6 8  

RACL COMMlnED 

From: The Office of h e  Prosecutor 

County. 

CODE 

DISPOSITION REPORT 

4 5 b 

Submit Following Disposition By Grand Jury Or Prosecutor 

b!*, O J L  RLTURNLD TO 
mwcn COURT 

NO ULL Of INMClWHT 1oA 
IOUINfD FOR THO AKKfS1 MTE 

.A 

7 1 

The following indictments or accusations have been returned against the defendant for this arrest. 

TOTAl NO. Of COUNTS OFttHY nu OAT€ Of C L U  N J. STAlUlL NUMILR (LIST FIlST COUNT ONLY) THIS 
INOMMlNT 01 

ACWU(YWWMW1 o*mRUO I I A  INOICIMU(T ia 14 IS 
. : - I ¶  
- .  . 

NO COUNSU IfTAINfD K I I L K .  ASSIGNED 
DfF€NO€R 

NAM Of COUNYL AT CWI OlHER (LP€clfYl 

*WON( N U M B E I  EXfENSiON 

Ex. 8 
S. B. 1. COPY 

N 1 , C O I  3 REV 1 , 7 S  



a-23. ; 

: X u d c i p a l  C o r n  o f  

Page 

-.. 

1 I 1 r 2721 I 7/7/93 I Jobc -- 1 7- ./I7 PA 7/7/93 I 
I 2722 I 1 I 

I Pa? 7 / 9 / 4 3  I 
I 2726 1 1 I 

2 - 2 5  h I 

Ex. 9 
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A-40 

I 
-- 

I I 
I 

TRAFFIC DOCKET "A" 

Offenv 
I 

-- 
, I 

T. !-I- I 

T. i 

I 

i 
" 
%z No. Defendatit 

Ticket Hsmeof 

7. 

-1- 

-- 
T. -- --- 
-- ! 

1 

NOTE: The above is a reduced form of the left-hand page of the Traffic Docket. The actird page 
sisc should be 16%' wide (including the binding edge on the right) by 18':' long. The 
ruled SPACCS continue down the length of the page. 
Numkr the f u s t  column (T' Case No.) by hand or numbering niaciiine. kg inning  * i t t i  I 
and continuing with conzceutive numbering through the vulume. U hen Voluiiie ".\" of lh l l  
Docket i s  completed, continue an into Volume "B," "C" e t c  
'Traffic Docket-A" IB. C, c t c  lor subsequent volumes) should be stamped on the spine 
of rhc volume and on the cover. The name of  he coun should also appear on the  cover. 

- E x .  10 
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OAT€ CF 
RECEIPT 

1. 

2. 

3. 

! 

iNSTRUCTlONS 
PLEASE PRINT OR TYPE ALL OATA. 

STAPLE REVOKED ORIVER LICZNSE 
AND ANY RELATED OOCCUEYTS ?Q 
MF-2 TRANSMITTAL B E P C R T .  

FORWARD THIS REPORT TO THE 
DIVISION OF MOTOR VEHICLES 
WITHIN 3 DAYS AFTER DISPOS- 
ITION OF CASE (RS 39:5-42). 

t 
I 

e I NSTRUCTI.0NS: 

1. If conviction was for a second or subsequent offense requiring hi 
penalty, note under "REMARKS" 2nd conviction, 3rd conviction efc. 

2. If Community Service sentence imposed, note under 'REMARKS' 
cs-days or- months. 

3. If convictled of different offense than charged under'VtOLATION TITLE 
NUMBER, note different offense under 'DISPOSITION: 

-,. .- 1 '"22 J-:$::Z> . , . , l , cD  42 VI.; 

DO N W  BEND, FOLD OR MUTILATE 
Tils RETGItf 

- .  
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This form is for the benefit and protection of your court in meeting its reporting responsibility to h e  Director 
of Motor Vehicles. 

I NST R UCTl 0 NS: 

@ All Court Reports - disposition of traffic violations (Form MF71) submitted to the Division must. be ac- 
companied by this Transmittal form. This b required by the Administrative Office of the Courts and the Di- 
vision. I 

. * -  

.. - . .  

0 Information appearing on the Transmittal form should’be typewritten or printed with a ball point pen. 

9 This form is to be prepared in triplicate. . 

Motor Vehicle Copy (GREEN) 
Acknowledgment Copy (CANARY) 

... ~ 

.. . .  
’ _  -. . 

. Court Copy (BLUE) . 

.. -. . . . . .  . . . 
:. . . 

0 The courtis to complete thefollowing information: -. 

Name, MA1 LING ADDRESS and COUNTY of (hurt 

- . :. - .-._ :>?! I : “‘‘6, ~ J 
- -  . . - .- -. .-, - - . . . 

0 Court Reports should be in ‘the ’same order as they appear on the Transmittal form. The Motor Vehi- 
cle copy IGREEN) and tfie Acknowledgm&t copy (CANARY) should be wrappedaround the report 
cards, and inserted in the envelope provided. STAPLE REVOKED DRIVER LICENSES AND ANY 

. .. 

. RELATED DOCUMENTS TO THIS REPORT. . . . ’ 

. .  - .. . c. 

~ 0 

0 

It i_s the court‘s respon$bility to provide correct -- - and complete -- information. 

COURT REPORTS AND TRANSMITAL FORMS MUST BE FORWARDED TO THE DIVISION 
WITHIN 3 DAYS FOLLOWING DISPOSITION OF CASE. 

, - .  . .  L .  

DISTRIBUTION 
The court. copy BLUE is retained by you as a temporary record. The G R E E N  copy will be retained by 
the Division. After verification, :he CANARY copy will be validated by the Division and returned io 
you. The cfjiirt may destroy i t s  terngomy record after receiving the validated copy. If t h e  court does 
not receive a validated copy within 3 weeks after submission, a follow-up inquiry should be made to 
the Bureau of Court. Reports and Fines. 

. Ex. 12a 
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& STATE ' 

REG. NO. 
8 STATE 

REG. EXP. 
DATE 

DATE OF E', E S E A  
BIRTH COD E 
VIOLA TION( S) 
SECTION' 

VIOLATION 
DATE & T m  

I 
I 
I 

(Yellow) 
MOTOR VEHICLE COPY 

I 

MUNICIPAL COURT OF 
\ddrcss: 

1 

J 
T h e  records of t h i s  court indicate  that 

COURT 

DOCKET 

SUMMONS 

a complaint cha rg ing  you wi th  w a s  f i l e d  i n  t h i s  Court  
(Vi0 l a  t i o n )  

on t h e  V i o l a t i o n  Date shown above and a summons w a s  i s sued  f o r  your appearance i n  t h i s  Court  

on 

p r e s c r i b e d  f i n e ,  

. S i n c e  you f a i l e d  t o  appear i n  Court and have n o t  pa id  t h e  
(Date) 

. i f  - YOU ARE ORDERED t o  appear  i n  t h i s  Court on a t  
(Date) 

you wish t o  p lead  no t  g u i l t y ,  you must n o t i f y  t h i s  Court a t  least  3 days  p r i o r  t o  t h e  new 

cour t  d a t e .  I f  you wish t o  p lead  g u i l f y ,  you must pay a t o t a l  p e n a l t y  of $ b e f o r e  

your new c o u r t  d a t e .  You must s i g n  t h e  back o f  t h e  SUTrmons and r e t u r n  summons with your payment. 
- 

TO: DIRECTOR. DIVISION OF MOTOR VEHICLES, TRENTON, N.J. Date  

N o t i c e  is hereby g i v e n  that  the person named herein failed to appear in answer  to a summons. It is r e s p e ~ t f u l l y  request- 
ed that  proper steps be taken in order that t h i s  matter can be adjusted. 

DISPOSITION OF WARRANT: 
I lno1CATc TMC ncTU.w my orriccnl 

(Judge or Court Clerk) 

Otlice Hours: 
Telephone: 

E x .  1 4  



C M t e )  
DEFENDANT'S COPY 

DATE OF EYE 
BIRTH CODE 

ddm. O f f i c e  of :he CGorts 
MC-17 7/85 

SEX 

I T 0  

L 

MUNICIPAL COURT OF - 
.Iddress: 

Date: 

1 

1 
The recaras of this court indicate chat 

a complaint charging you wi th  w a s  f i l e d  i n  t h i s  Court 
(Vio la t ion)  

on t h e  V i o l a t i o n  Date shown above and a s k o n s  w a s  i s s u e d  f o r  your  appearance i n  t h i s  Court  

on 

prescr ibed  f i n e ,  

. S i n c e  you f a i l e d  t o  appear  i n  Court and have n o t  p a i d  t h e  
(Date) 

. If - YOU ARE ORDERED t o  appear  i n  t h i s  Court on a t  
(Date) 

you wish t o  plead n o t  g u i l t y ,  you must n o t i f y  t h i s  Court a t  least 3 days p r i o r  t o  t h e  new 

c o u r t  d a t e .  I f  you wish t o  p lead  g u i l t y ,  you must pay a t o t a l  p e n a l t y  of $ 

your new c o u r t  da te .  You must s i g n  t h e  back of t h e  s u m o n s  and r e t u r n  summons with your  payment 

b e f o r e  

I F  YOU FAIL TO APPEAR OR PAY THE PRESCRIBED PENALTY: 

RESIDENTS OF NEW JERSEY: (1) A warrant w i l l  b e  i s s u e d  f o r  your arrest; (2) you may b e  s u b j e c t  
t o  contempt of  c o u r t  and a d d i t i o n a l  p e n a l t i e s ,  and (3) you may b e  s u b j e c t  t o  p o s s i b l e  revoca- 
t i o n  of your  d r i v i n g  p r i v i l e g e  by t h e  Direc tor  of t h e  Div is ion  of Motor Vehicles .  

NON-RESIDENT MOTORISTS: (1) Your d r f v i n g  p r i v i l e g e  i n  New J e r s e y  may b e  revoked, (2) your  
own Comnissioner of Motor Vehic les  requested t o  take a c t i o n  a g a i n s t  you, and ( 3 )  a warran t  
may be i s s u e d  f o r  your  arrest  should  you b e  found i n  t h i s  S t a t e .  

PARKING OFFENDERS - RESIDENTS AND NON-RESIDENTS: I n  a d d i t i o n  t o  t h e  consequences l i s t e d  
above, a c i v i l  judgment may b e  en tered  a g a i n s t  you. 

BY ORDER OF THE JUDGE 

(Judge o r  Court  Clerk) 

O f f i c e  Hours: . 
Telephone : 

(Please return this Notice and your Summons when making payment. A receipt will be sent to You only If your payment is. accom- 
panied by a self-addressed stamped envelope.) 

E x .  1 4 a  
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State ot New Jersey 

Mvi.ion of Motor Vehicles 
25 South Montgomery Strecet 
Trenton, New Jersey 08686 
609 282 7500 

DATE OF NOTICE 

r 

Because you failed to answer a summons, the Division of Motor Vehicles has 
scheduled the suspension of: 

myour New Jersey driving privjlege. myour  New Jersey registration privilege. 

Your privileges will be suspended on 
.unless you satisfy the summons. 

The following summons is not satisfied: 

To satisfy the summons, contact the violation clerk at this court in order: 
1. To plead guilty and pay the fine; or 
2. To ask for a court hearing to plead not guilty. 
When you go to the court to pay the fine, be sure to take this form with you and 
get a receipt to prove that you have satisfied the summons. 
The receipt must indicate. the name of the Court, the summons number, the Court’s 
docket number, the date of the violation and the date the summons was satisfied. 
If this information is not shown on the receipt, the Division of Motor Vehicles cannot 
accept the receipt as proof that you paid the summons. 
If the summons is not satisfied before the suspension date, you will be required to 
pay an additional $30 restoration fee. (Authority N.J.R.S. 39530) 

01-34 A (R5/84) 

L 



. . . . .  . . . . . . . . . . .  . . . . . .  . .  ~ 

Stab of New Jersey 

Mvfaion of Motor Vehicles 
23 South Montgomery Streef 
Trenton, New Jersey 08868 
609 292 7500 

DATE OF NOTICE 

r 

Eecause the above named individual has failed to answer a summons, the Division 
of Motor Vehicles, at  the request of the court, has scheduled the suspension of: . 

.nThe New Jersey driving privilege. U T h e  New Jersey registration privilege. 

The privilege will be suspended on 
unless the summons is satisfied. 

The following summons is not satisfied: 

Instructions To The Court: 
1. When the summons in question is satisfied, please provide the information 

requested below: 
Date Case Senled -1 2. Mail the completed form to: 

Division of Motor Vehicles 
Bureau of Court Reports and Fines 
CN 137 
Trenton, New Jersey 08625 

01-34 B (R5/84) 
Ex. 16 
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A - U  

STATE @F NEW XRSZ?! 

I-lunicipal Court of Doc kc t No. 

County of Ticke t  No. 

ORDER 

(address 1 (Suspending Driver's License) 

( z i p )  
Defendant 

S t a t e  of New Jersey 
V. 

(address )  

( z i p )  
Defendant T e l e .  No. ( 1 

- 
Driver License No. S t a t e  

Date of B i r t h  Eye Code Sex 
- 

The defendant ,  , more f u l l y  descr ibed  
above, having been convicted i n  t h i s  court of a v i o l a t i o n  of N.Z.S.A.  

t i 2  having been sentenced t o  pay a f i n e  of S and S 
c o s t s ,  and having been ORDERED t o  pay $ . (weekly 1 (monthly 1 t o  
commence on account of -said . f ine  and costs, and 'the 
defe idan t  having f a i l e d  t o  comply with the terms of s a i d  in s t a l lmen t  ORDER, . 

39 : , a non-parking t r a f f i c  of fense ,  on # 19- 

- I t  is on t h i s  day of ? 19 

ORDERED that e f f e c t i v e  # 1 9  - defendant ' s  
c i r iver ' s  l i c e n s e  s h a l l  be suspended un le s s  p r i o r  t o  such tine defendant  
complies with s a i d  in s t a l lmen t  ORDER, and it  is  

FURTHER ORDERED t h a t  on t h e  e f f e c t i v e  d a t e  of t h i s  ORDER the c l e r k  
Zcrthwith mail . the  o r i g i n a l  of t h i s  ORDER t o  t h e  Director  of t h e  Divis ion 
of Motor Vehicles and that s a i d  Director en te r  upon i ts  records  the 
suspension of defendant ' s  d r i v e r ' s  license, and i t  is 

FljRTHER ORDERED that the c l e r k  of t h e  c o u r t  give a copy of t h i s  ORDE2 
b defenda3t or mail i t  t o  defendant by ordinary mil  at h i s  l a s t  kncwn 
a l2 . ress .  

Date: 
Juc ge 

If defendant's d r i v e r ' s  l i cense  is i n  possession of the  c o u r t ,  attach i t  
t o  =:?is ORDER. 

/-/ 7k;is Sox should 'se checked if defendan t ' s  d z i v ; ~ - z ' s  l i c t n s e  is 
zz tacnea  to t h i s  ORDER. - - 

Ex. 17 
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STATS OF NEW JERSEY A-16 

?iunxi ;a l  C o c r t  of Docket No. 
C c C l t y  of Ticke t  No. 

ORDER (address )  - 
( R esc i nd i n  g Or d er S us p end i n 9 
Driver ' s License 1 ( z i p  1 

Defendant 
S t a t e  of New J e r s e y  

(adciress) 
V. 

Der' end an t 
( t i p )  

Tele. No. ( 1 

Driver License No. S ta te  

The defendant ,  , more fully descr ibed  
aSove, having been convicted i n  t h i s  c o u r t  of a v i o l a t i o n  of N.J.S.A. 
39 : , a non-parking t r a f f i c  o f f ense  and having had his 
d r i v e r ' s  l i c e n s e  suspended by t h i s  c o u r t  f o r  f a i l u r e  to comply wi th  
the  i n s t a l l m e n t  ORDER of t h i s  cour t  and t h e  Division of Motor Vehicles  
having been n o t i f i e d  of s a i d  suspension, and t h e  defendant having 
subsequently camplied wi th  t h e  in s t a l lmen t  ORDER of t h i s  cour t ,  

I t  is on t h i s  day of * 19 

ORDEELED that t h e  ORDEX of suspension of defendant ' s  d r i v e r ' s  
. l i c e n s e  i ssued  by t h i s  Court on I 1 9  is hereby 
-rescinded and it is, 

FURTHER ORDERED t h a t  t h e  c l e r k  of t h i s  court  for thwith mail 
t h e  o r i g i n a l  of t h i s  ORDER t o  t h e  Director  of t h e  Division of Motor 
Vehicles  and t h a t  t h e  Director r e s t o r e  defendant ' s  d r i v e r  ' s l i c e n s e  
e f f e c t i v e  , 1 9  provided no reason exists why 
t h e  Direc tor  should n o t  r e s t o r e  it. 

3 a t e  
Judge 

(:!CITE: A r e s t o r a t i o n  f ee  of $30 nust be paid by t h e  defendant t o  the 
Division of M o t o r  Vehicles)  

NOTE: Prepare i n  T r i p l i c a t e .  
I. O R I G I N A L  - Hotor Vehicles 
2 .  Defen6ant's copy 
j .  Court's copy 

Ex. 18 
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Municipal Court of .... : ....................................... 
Countyof ........................... 

State of New Jersey 

Docket No. 

M i c  Ticket No. State of New Jersey 

V. O R D E R  
(Restoring Driver’s License) 

Defendant 

The defendant, 
violation of N J 3 . A .  
and sentenced to a fine of J; and $ costs 
and revocation of driver’s license for a period of 

court on , 

of Motor Vehicles, effective 
of: 

, having been convicted of a 
in this court on 

years and; 
A notice of appeal, pursuant to R.3:23-2; having been filed with this 

It is ORDERED, pursuant to R.7:8-2, that the Director of the Division 
, restore the driver’s licenq 

(Name) 

(Addt=Y . 

License No. 

Date of Birth 
Eyes Color Code Sex 

pending disposition of the appeal. 
It is further ORDERED that the clerk of tbis court forth* mail a 

certiiied o p y  of this order to the Director of the Division of XLfotor Vehicles 
and to the County Clerk. 

Date 
JM.C. 

Ex. i 8 a  
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.a 
MUNICIPAL 

Subpoena to Tesbfj R. 7 3 - 3  

COURT .OF ..................................................... - ....... 
..... "" ...... " .... " .......... " ........................... c o w ,  NEW JERSEY 

shte of N m  Jenep to: 

Name ............................................. - ....... ...................... ......-....... 
A d d m  ........................... ........ ............ - .................... ......"....-....... 
Home Telephone ......... .. ......... i... Busbar Telephone ......... I ............. 

You .ut cmnmaaded to appear in the h e  court i t  

in ................_.._.....................-........................_County, New Jeney, on 

the. ... ........................... day of ........................................ 19 .......- 
rt. .... -.... _......_.___. A.M. to ttstify on behilf of the stits in the 

.. 

P . U  
m e  of shtc 7. -.-- ..............-........ ~ - .  U".-....U.."---U.."-."-- 

( b p k i n t  NO. ............. ;...-..-...-.-). YOU uc cornmtnded hi 
appac without prepayment of witness fee. For film to obeg 
this subpena you may be held in criminal contempt and 2 warrant 
ma7 be isrued for your utea 

A- 9 

I issued this subpoena and served h e  same upoa the 

rkm named witness on ......... .. ........- -.......-._.... .._.. ..... 
(&e) 

............... ....................................................................... 
Sipatwe rod Identifiab'oo of meet 

(Note - Re are h triplicate, white, yellow, pink. After cervice 
officer rhoulgattaeh copy to complaint and promptly file them with 
the court. See R.7 :3-3.) 

E x .  19 
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STATE OF NET JERsEY 

Defend- CASH - 3 A l l  3CND 

Tbc above named defendsac 
rbo resider as 

(inun defendsac's Iddress) 

u principal m d  
rho resides II 

(ins- s u r c y ' s  d d r c s r l  

u surety. acknowledge &enselver to be indebted m &e S c a n  of N e w  Jersey in che sum of 

deporiced rich h e  G u n ,  IO be forfeited ildefaulc.be made in rhe follonn5 mndicion. .IO we: 

T6e condicion of & i s  cash bad bond is such c h u  if che dcfmdmc anal!  personaliv be r r d  lopear ac A1 
s t y e a  ol tbe proceedhgr  m d  unci1 final dececminacioa o f  che cause  mnd L~Z! ciz-defenamc a d  iutccv ~Eree IO 

kmediaely naify IC ~ ) u n  of c h a s e  of address: a d  i f  rhe defcndxc  n d  iurery camplv with rhcae candicions, 
&a &is c s s b  bail bond i s  w be void Md s u d  c a b  dcposic d d i  be rc~umed, orher-ise, his crah bail bond 
hall m a i n  in full force n d  effecr. a d  the said cash  deposir hall  k fcriciceh 

d 0 l l . r ~ .  and 10 secure pa)mrcac of rhe said sum be -uric theraof is hererich 

If defcndamc is conricred of a disorderiy peranus offense. chis crsb bai l  bond may be continued p a d i n s  
appeal w rhe carny burr .  

Taken a d  scknorledgrd 
k b m  me his - d8y 
of 19- ; 

L.S. 
( D e f m b a i  2s princr;al) 

L.5. 
( ~ ~ d g e - a e r k - o t b u  hrhoriry) (Surcry) 

(AIIldrvltr 01 Ownerihlp for wo whn Surety deposlt~ :ah) 

STATE OF NEW JERSEY 
COu?(Ty OF 1 ss. 

1. rhc . b o v c n m c d  defendanc. being duly sworn upon mv oacb, accordins ro irr. &pow and say 

hac'rhe 1- Ceporiced in the &ore encided c u e  in lieu o f  Sail and :eco~nirmce was deposited in =y 
behalf b chc above o a r e d  surety, rho i s  encicled KO che m u m  of rhe cash deposir oo rhe discharge rhercoi. 

me chis day ol , 19,. 

(Name m d  Tide oi Fersoo ACmmiscnrn~ Oath1 

STATE O'F NEW I ERSEY 

Ebrcribed n d  swam IO before 

( h f c a d a n c )  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
COUNT( OF 1 ss. 

I. h e  a b v e  rimed S u r y .  being duly sworn upon my oach. according to irr. ie?osc a d  i a v  char ! ua m e  
0 - a  of  $--chis day deposircd in the above cnticled c r a e  as cash money in Xeu oi bail and 
r=cogni:;lict Md. ~ b i e c c  co a focfcicute. claim such deposit bv reason of rucn o r n e t h i p .  

m- chis -- dry of , 19-. 

Sutsc.-.bed a d  sworn  10 beiorc 

- .  
(Name L.- :.::e af Person .4hmratsrmng O u h ~  

Ex. 21 

. . . . . .  . . . . . .  , .  . .  . .  . < . , _  . . , ' \ :  .~ . . . . .  , 1~ 

. .  . .  . .  I . . - .  . . .  
. .  

. .  .. ~ . . I  - .  
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ilb i i f i i  

Ex. 22 

. .  

. . . . . . . . .  . . . . . .  . .  
. . . .  . . . .  .. ,.\ I ', ;... I .  
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INSTRUCTIONS FOR USE OF GENERAL CASH BOOK 

1. The opening ba lance  w i l l  be b r o u g h t d m  i n  the  T o t a l  Received 
column. This  balance w i l l  be d i s t r i b u t e d  under S t a t e ,  County, 
Munic ipa l i t y ,  and Bail and Xi sce l l aneous ,  as the case may be.  

2. Pos t ings  w i l l  be made i n  t h e  manner i l l u s t r a t e d  and as  r e q u i r e d  
from time t o  time. When checks are drawn t o  t h e  S t a t e ,  County and 
Munic ipa l i t y ,  and any necessa ry  accompanying f i s c a l  r e p o r t s  p r e p a r e d ,  
t ne  individual .  payments w i l l  b e  posted i n  t h e  Amount Paid column and 
ciearea i n  the J i s c r i o u t i o n  of i ieceipcs coiumn by U U  LAR ~,OUCA. 

Paid column w i t h  a complementary red i n k  e n t r y  i n  t h e  Bail and 
Miscel laneous column. 

3. Bail moneys, when paid by check, w i l l  be posted i n  t h e  .?mount 

4. Where i t  is found necessa ry  t o  r e t u r n  a p o r t i o n  of t h e  b a i l  money 
w i t h  t h e  ba l ance  r e t a i n e d  by t h e  c o u r t  t o  cover a f i n e  and c o s t s ,  two 
checks s h o u l d  D e  draw,. The c i e z k  r e p r e s e n t i n g  t h e  amount t o  b e  r e t a i n e a  
by t h e  cour t  must be endorsed back t o  t h e  c o u r t .  

5 .  A l l  payments by t h e  c o u r t  should be by check. 

6. A t  t he  c l o s e  of each month t h e  only amounts b rough t  down w i l l  be 
t h e  t o t a l  i n  t h e  r e c e i p t s  columns and t h e  t o t a l  i n  t h e  D i s t r i b u t i o n  of 
R e c e i p t s  columns. The d e t a i l  i n  t h e  "Receipts" columns r e l a t i n g  t o  
"Fines" and ltCostsl '  is c l o s e d  o u t  monthly and n o t  accumulated.  Likewise 
t h e  t o t a l  o f - d e p o s i t s  and t o t a l  payments are no t  brought  forward.  

IMPORTANT: This  Genera l  Cash Book has  been approved by t h e  Admin- 
i s t r a t i v e  D i r e c t o r  f o r  use i n  a l l  municipal  c o u r t s  and county d i s t r i c t  
c o u r t s .  I t  will r e q u i r e  a p r i n t e d ,  columnar s h e e t ,  t h e  pages t o  be 
numbered c o n s e c u t i v e l y .  This book should be c losed  out monthly.  

I n  l a r g e  c i t i e s ,  where cash  b a i l  volume is heavy, i t  might b e  
considered a d v i s a b l e  t o  have a s e p a r a t e  Cash Bail book and a s e p a r a t e  
cash b a i l  d e p o s i t  account .  

Where t r a f f i c  c a s e  volume is heavy, a s e p a r a t e  T r a f f i c  Cash Book may 
be kept .  T o t a l  f i n e s  and c o s t s  w i l l  t hen  be posted d a i l y  t o  t h e  General 
Cash book as a s i n g l e  l i n e  i t e m  t i t l e d  "Posted from T r a f f i c  Cash book 
(page.. .... ) ... w i t h  t h e  d a t e ,  under t h e  column " T r a f f i c  Docket. .. 

"General Cash Book A" (B, C,  e tc . ,  for subsequent  vo1umes)should be  
stamped on t h e  s p i n e  of t h e  volume, and on the  cover. The name of t h e  
Court should a l s o  a p p e a r  on t h e  cover .  

e n t i t l e d  "Municipal T r e a s u r e r "  should b e  added. 

p a p e r ,  and be permanently bound. The pages should be c o n s e c u t i v e l y  
numbered by  hand o r  numbering machine. All e n t r i e s  must b e  i n  i n k .  

Where the  c o u r t  serves more than one M u n i c i p a l i t y ,  a d d i t i o n a l  columns 

NOTE: The pages of t h i s  book should be of good r a g  c o n t e n t  l e d g e r  

E:x. 22a 
. . .  . . . .  . . . .  . . . .  . . . . .  . . .  . .  . .  . .  

. .  , .- .. . .  , .  . . I  
. .  , 
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STATE OF YEW JERSEY 
(F-I) 

!dunicip.l Court of ............................................. 
w r t  50. Countyof ............................ 

tB.1: 13.3 Ibl. R.3:261 (#I. R.3:?6S\ 

n B o n d  n O m n R e a l  Prop. 

The Conditions of this Recognizance arc that the Defendant shall personally k and appear at all stages 
of the p r o d i n g s  and until the final determination of the cause and that the Dcfendan: and Surety agree to 
immediately notify the Coun  of change of address: and if the Defendant and Surety a m p l y  with t h e  
Conditions. then this R e c o p b n c c  is to k void. 

appeal to thecounty Coun. 

ReEo&ancc that they submit themsclrb to the jurisdiction of this Court: that t h y  incvocably appoint the 
Clerk of  the Coun  having jurisdiaion of this causc  u his  agent upon whom papers affecting each of their 
liability on the Reeognizancc may k sewed: that each of them waive P Jury Trial: that the liability of the S u m y  
may k enforced by Motion in this action. if one is pending. without the ncmsity oI an independent action: and 
fhat the Motion may be served on the Surety mailing it by ordinary mail to the Clerk of  the Court. who shall 
fonhwith mail a copy thereof by ordinary mail to the Surety at the address stated herein. 

If defendant is convicted of a disorderly persons offense. this Recognizance may k continued pcnding 

We. the undersigned. principals and sureties. do hereby acknowledge that by entering into this 

The said Principal and Surety funher acknowledge that Gecution may issue thereon or payment 
sca red  as provided by the Rules Governing the Couns of the State of New Jersey or by other laws of the State 

. o f N c r J c n c y .  

I9 

1 L S . i  .-,. Sum?. 1*r1av-. -.I s u m o  

If brpbntc  Sunfy N i x  brporats Sd 
md Povu d Attome?.. 

APPROVED AND ADMITTED TO BAIL: 

IJudgcl tClerki (Other Authority) 
BY 

( A u t h o n z d  Agrnc) 

Ex. 2 3  

. . . .  .. . .  .-. 

. . . . . . .  - ,. . - .  
. .  . .  



STATE OF MZW JERSEY 
c o r n  OF XFFIDAW OF SURETY 
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COURT 

Tape No. . Log Page No. Court Convened at M. 

e 

Date Room No. 

I 

I 
I 

; ! 

PRESENT : 

LOCATION 

Judge Recorded by 

OF MICROPHONES: 1.Judge 2.Witness 3.Pros.(Pltf) 4.Defendant 

LZG-ZXD: J - iudge J - Jer'exdanc .iCX - iiiness i i l ,  112, e'cc. 
P - Plantiff DA- Def's Atty DEX- Direct Exam 
C - Clerk PA- Pl's Atty XEX- Cross Exam 

! 

I ! 
i 

I 

! 

I 
I . I  
I 

I 

I 

I I 
f 
I 

, 
I 1 

I 1 
I 

I I 

I ! 
n 

I a i  
Ex. 24 

. . .  

. .  . . .  . . . .  ...... . . :, . , .. 
. - .  - .  

~ . . . . .  .,.. ... . a .  . . .  . . ' -  . . : . ,  . .! I , 

. .  
. . .  

. .  - .  . . '  
- .- . .  



RECORDING LOG - Continuation Sheet 
Recorded 

Lop; No. 

CASE TITLE: 

Speaker, Phase of Case or Other Identification 

vs . 

Page No. 

BY 

I I 

I 

I 
I i 

I .  

I I 

I j 
i 

i i I 
1 

I 
i i 
i .  

Ex. 24a 

. .  
. / .  - , .  

. .  . . . .  . .  . .. 
, .  . .  . , . I -  

. . . , ,  . 

: ..:' . .  
- .  .. . . 
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C9RY 

ZOUXT COL'NTI  
:;.<*!E (P?<ase ?r;nc) - 
::xuCES IXD.  : 'cc??p. : rRs.T;c. ! 

UV": YOU 353 3LFOXE 3EEX X X O W  3Y, .IRRESTED WDER OR i'SE3 AiY OIHL7 V.LYE? STECIFY 

ADDRESS APT. /FLOOR T'HOSZ 
(Street )  

J A I L  S A I L  (amt. p o s t e d )  
t%anicba i i :*~)  (State)  ( Z ~ D )  

HEIGHT WEIGET RACE SM 

DATE OF BIRTH PLACE OF BIRTH SOCIAL SEC;TRITY # - 
HARRIED SPOUSE'S NAME NEWER UF CHILDREN 

XRRESTMG AGENCY 

!iX.'.S OF PERSONS .ARXESTED WITH YOU 

30 YOU HAVE ANY OTHER PENDING CHARGES IN ANY JURISDICTION? ( S p e c i f y )  

ARE YOU PRESIXTLY EHPLOYED? 

PRESENT JOB OR U S T  W L O Y E R  

YCXTHLY ENPLO'ME?TT EXiLUINGS DO YOU XECEIVE CHILD SUFPOZT? OR ALLHONY: 

IS THE CHILD SUPPORT BY COURT ORDER? 

WHERE ARRESTED DATE OF ARREST 

(Xame 6 A d d r e s s )  

.4PIOUXT OF SUPPORT OR Arm 
I S  S30USE MD/OR CSIUILN %PLOY=? IJH!zq 
S h M Y  
mEZ I X C M E  (Selfare, SOC. SCC. VA, Unemp.  Ins . ,  Disabi l i ty ,  Work. Comp., Stocks, B o n d s ,  e t c )  
Specify Type & V a l u e :  
DO YOU OWN PERS0N;IL PROFERTY (Auto, jevelry, furs, motorcycles, trucks, e tc . )  S p e c i f y  type h 
value: 

20 YOU &?I A HGUSE GTi 'AYD? 
.I!J3ESS . 

?!A?OR D S T S ,  LOANS, BILLS 

30 YOU XST? 
VALUE ( i f  you m) YOXTilLY 2g!T *7R \lOizT. 

:;AYE(S) OF BmKS ZE2E YOU iiAVE ACCXNT(S): 
LYOL!T essa ai €Gam 

G'.'S YOU 33 aEFORE 3 E a  EIZESESTED BY A' iZTCR!Z? I€ so -\!A% 

DATZ OF XEPRESR'TXTION 
CSRTIFICATIOY 5. l:h-h(b) 

Ex. 25 

. . . . . .  . . . . . .  , 
. -  .... 

. . . .  . . . . . . . .  . . .  . . . . . .  . . .  
. .  . .  . s  . .  1 . . * * .  . . .  . . .  . . .  . .  . . . . .  

. .  
. .  - .. , . ,  

, .  

. .  . .  
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( z i p )  
Stax= of :Yew Jersey 

V. 

3ocket No. 
T i c k e t  Yo. 

cmz3 - 
?ayment 02 r ' h e s  and C c s t s  
under N . Z . S . X .  39:4-293.1 et sec. - 

De fendant 
?>e defecdant , inore f x l l y  descriSed beiow, 

havLng See3 c!!kr5e? w i t h  a vzola t ion  of N . 2 . S . X .  39: 

OI! I -  

5 
pzy Lie fine and cos ts  i n  f u l l ,  

ccnnencixg 19 
schedule : 

I a non-parking 
C,-afLic o f f e r s e ,  2 3  : 1- ' 3 6  ::2v-,I=g :eo= csr,-r,c-,=.d 

7 a. and xcc s'esi,ls,zZ% say a zrne cz 3 - 
m s t s  awi it appezrlng &&at %!e ddandar,t ?resently i s  cnmle :a 

' I t  is ORDE-ED that  the d e f e n d a t  pay $ (weekly) (monthly) 
(or i n  accordance w i t h L t h e  following - 

. e  

J 
on account of said f i n e  ana costs and i n  any event t o  complete payment no 
later t!!an 19 - . 

lcynent  s h a l l  be made in cash to the. c l e i k  of the court or by mailing 
check or inoney order made payable to t h i s  COURT properlv identiCied w i t ?  
ti?e Docket number and Ticket number t!!ereon as shown above. 

If subsequent to tSe entry of  th is  ORDER, the defendant is  unable to 
nake ?ayment as ORDERED, the defendant shall iznediately advise Che COURT 
why aayment cannot be  made on t i m e .  

Fcr-  failure to camply w i t h  t h i s  ORDER, a w a r r a n t  may be issued f o r  
t..e c r r a s t  of t!e defendant c!!arqing the defendant w i * h  contempt of couzt 
(Y.J.S.A. 2A:lr)-le) ;wD 3 Z F 3 D A N T ' S  DRiiTIi'S LSCZNSE MAP 3F: SUSTZXDED SY 
T m 7 T  ( N . J . S . A .  -* : - 

?GXW-B ORDERED &hat defendant n o t i f y  Lkis COURT in wrf'dng w i t h i n  
t k e e  ( 3 )  days of any change of address. 

Date : 
Judge 

Ex. 26 
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State of New Jersey 

Division of Motor Vehicles 
25 South Montgomery Street 
Trenton, New Jersey 08666 
609 292 7500 

r 
INITIAL NOTICE DATE 

I 

.I 

1 

THIS NOTICE DATE 

Date of Btnn Eye Color Sex Date of Nobce ERa~U~~Su~pcmuonO. is  :Code  Reaton 

i AS 799 .-I 

court code Date Issued Summons Number Docket Number 
1 . -  

.Because you failed to answer a summons, the Division of Motor Vehicles has suspended: 

QYour  New Jersey driving privilege. O Y o u r  New Jersey registration privilege. 

Your privileges were suspended on 

The following summons is not satisfied: 

Coun Name 8 Address 

When you received your Scheduled Suspension, you were warned that you had 60 days 
to satisfy your summons. We have not received notice from the court tt-at you satisfied your 
summons. Since the summons has not been satisfied, your privilege is suspended until 
you: 

1. Contact the violations clerk of the court to satisfy the summons ANC 

2. Pay a $30 restoration fee. Return your check or money order (made out to N.J. Division 
of Motor Vehicles) with the Restoration Fee forms. 

T 

Your are not allowed to drive until you receive a written notice from the Director 

01-34 0 (R5/84) Ex. 27 



Municipal Court 
Address 

Phone : 

Date: 

ADDRESS: -. 
Docket No. 

RE: RETURNED CHECK 

Dear 

This Office is in receipt of your check # 
in the amount of $ 
by the bank due to 

which was returned 

Payment of $ . must be received in this 
Office in the form of - CASH, CERTIFIED CHECK OR MONEY 
ORDER, within ten (10) days to avoid a complaint being 
signed against you f o r  violation of N.J.S. 2C:Zl-5 
issuing worthless check and a warrant may be issued 
for your arrest. 

Very truly yours, 

Judge/C 1 erk 

cc: Court File 

Ex. 28 

-. 



S? 1 g H l 5  
NEW J E R S E Y  DIVISION OF MOTOR V E H I C L E S  

T E M P O R A R Y  DRIVING PERMIT 

N.J. omivcn L I C C M S C  I I U U D C ~  O4TL OF D I I I T H  

W C I O Y T  CTLS M C I C M T  sca 

> n I v c n * $  S I C M A T U R  

I T  I S  NOT VALID AFTER 

i 
I '  

I i s ion of Motor V e h i c l e s  
H E A R I N G -  % outh Montgomery Street 

Tre on, New Jersey 08666 
T H I S  T E M P O R A R Y  PESMIT I S  I S S U E 0  T O  T H E  A B O V E  N A M E 0  
I N O I V I O U A L  O N L Y  FOR T H E  PURPOSE OF A L L O W I N G  HIM T O  
R E A C H  HIS HOME FROM  HI^ ~ P P E A R A N C E  IN THE A B O V E  

M A T T E R .  T H I S  PERMIT I S  V A L I D  FOR T H E  O P E R A T I O N  O F  A 

P R O P E R L Y  R E G I S T E R E D  V E H I C L E  UP T O  B U T  N O T  A F T E R  THE 
A B O V E  T I M E  A N D  DATE.  

-. 
DIRECTOR, OIVI~ION OF MOTOR veu ic ics  

COUNTERSIGNCO:  
*y 

P U  

Y C 4 I I I N C  O r l l C C I I  J4tC o r  I S I U C  

TEMPORARY ORtVlNG PERMIT 
(Ssecial s'riving aurhorira?ions for d?fendaots whose licenses have been 
=wended by ihe judge in court. and wno. there fore ,  cannot drive their 
vehicles home,) 

I NSTR UCTl ONS 
1. The driver informailon necewrv ro cornolere :he permit hould be 

obtained from :he ruaended license. 
2. The Deriod of valiai:y 9iould nor cover m w e  ihan s i x  hours. 
3. The cay of :he monlh witn resoec: :o T? per!cd of va!idltv rhou/d 

be .writ:en in D o i h  ler:ers and nurnoerr. e.g. nineteenth, 119th). rn 
amti oossible extension by !ne &fencant. 

4. The jer'lltr cJn be s ~ g n . 6  by rne lud? oniv. 
5. The oerrntt numSer nould be nc:ed 3n :he back of :he aaffic 

comoloint and in :t.B "RemarKS" coiumn of ?.e Traffic Cockel. 

Ex. 29 

. . . . . .  . . . . . . . . . . . . . . . .  

. . . .  . . .  . . . . .  . . . . . .  . : I  . . . .  . . . .  - ,  
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Appendix L-4 

MUNICIPAL COURT OF 
DATE 

TRANSMITTAL LETTER ON APPEAL 

TO: COUNTY CLERK 

RE : CASE OF vs . 

In accordance with R. 3:23-4(a) E 3:23-8(a) the following documents are 
forwarded Eor fi.1 ing . - 

Original Complaint 

Judgement of Conviction 

Transcript of Docket 

Ex hi bi t s 

Recognizance 

Cash Bail 

Transcript of Proceedings : 

- // 
- /7 copy - Prosecutor 
- 1 7  Copy - Defendant 

Orginal - County Clerk 

/7 Transcript paid in full - 
. f f  Transcript not forwarded to Defendant - 

Balance Due $ 

Copies of covering letter to: 

- / 7 County Prosecutor. 

- // 

/7 Court file 

Defendant (or Def't Attprney) 

- 
The above form letter may be printed in tablet form on NCR paper 
which will provide the necessary distribution copies. 

.^ 

Ex. 30 

. .  

. . . . .  . . . .  . .  . .  

. . . .  . . . .  . . . .  .. ..- . . -  . . .  . . . .  .. , .  
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STATE OF N E W  JERSEY 1 
1 
1 
1 

vs.. 1 
1 
1 

(Defendant) 1 

Docket # 
Ticket ff 

Appendix L-5 

MJNICIPAL COURT OF 

C o u N n  OF 

STATE OF NEW JERSEY 

TRANSCRIPT OF DOCKET 

CDR 8 C T 

Name g f  Defendant 

Addr c s s 

Off rnse 

Date of Offense 
Date of Process 
Date Process Served 

Name of Officer 
Department 

How Defendant pleads 4 date  

Attorney's Appearances 

Remarks /vi tnes ses  -. 

Trial Date 

Heard By 

How disposed of 6 sentence Stayed 
D.L: Suspended D.L. fwd t o  M.V. 

Fine, Paid Stayed 

cos ts  

EXHIBITS - Produced a t  t r ia l  (list) 
(If Not Retained by Municipal Court - Name t o  Whom Returned) 

Date : 

1 hereby c e r t i f y  tha t  the above is a t rue  copy 
of the docket, 

Court C l e T k  

EX. 31 



Administrative, O f f i c e  of the Courts 

CN 037 
’Ikentan, W Jorsej 08E25 

SorPdRemrdurg * senrices 

TRANSCRIPTS FOR APPEAL FROM SOUND RECORDING - 
Court from whtch appeal i s  taken County 

(Oefendantts) Name) 
Title of Case 

OcJc ket Number (s  ) 

Oates(s) Heard 

Date Notice o f  Appeal Filed 

Date Transcript Ordered & Deposit Received (Amt . o f  Deposit 1 

Date Tape & Log Sheet sent t o  
(Name of Transcriber 1 

. TRANSCRIPT IS DUE 2Q. D A Y S  AFTER FILIMG OF ‘NOTICE OF APPEAL.  0 
- Person Ordering Transcript: NAME 

Retained Counsel // 
Pub1 i c  Defender /7 
Court Appointed /7 

Pro Se // 

TO BE MAXLED PROMPTLY AFTER RECEIVING THE NOTICE OF APPEAL 

cc: County Clerk 

RS-16 Rev. 7/82 

. . E x .  32 



A- 3 

NOTICE IN LIEU OF COMPLAINT. Rule 73-2 

Pleaam take notice that you have been informally cfinrged by 

detaminad rh.tbar or ad a COmuLint should ha. 

D a U  : 

Ex. 33 

. . . . .  . . . .  . . . . . . . . .  -.. 
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.- . . . . .  

lor= Number ST-)IA, 7/83 ................. 
4% LPS.! .E%% 

MUNICIPAL COURT =PORT 

wou-TRAPFIc OHLY 
Illl-ll-llll9.llflll=-=-l 

M u n i c i p a l i t y  o f :  
Ceunty o f r  
Month endlng: r 198- o r d e r l y /  dis- 

NOTs: 

M Be cc 
n-===- u-===- PIIIII 

i n d i c t -  8%rY a l l  
;$'e of - non- 
f e n s e s  f e n s e s  t r a f f i c  - o r d e r l y  o t h e r  The q u e s t i o n s  which $01100 O u s t  ALL be 

ansve red .  Use zero 0. or none. where 
a p p l i c a b l e .  M) NOT LEAVE BLANK SPACES. 

A. W A L  DEPENDAUTS PENDING AT BEGINWIUG OF MONTH: 
-m--=t-ll*=---.R---m - - % 

n-=-a- -==I-= P=II== 
u I I I I w u l l l l 9 l i . ~ a = ~ 9 ~ ~ ~ a 9 a ~ ~ a 9 a 9 . i a 9 - I ~ Y Y ~  WIUI - 

----- 
8.  DEPENDANTS AOOED: 

a. Sfandancs charged i n  chis n u n i s i p a l  Court  --- 
e. Defendants r ece ived  f r o  JLDR or o t h e r  courts -- b. i k f e n d a n r i  : m n d c d  3y County 3roreCUtsC 

' d. Defendants r e i n s t a t e d  (e.g. PTI/CD Zailurea) 
---=--====--9-=.ia--====-*~====--- YIIll l  -PI-= u s u - 1  --- rmCllllrr-rmm+m 

e. TQTU ADOEDc SUE of It- L:-th.hoagh B.d. 

ONE DISPOSITION PER DEFENDANT 
11111.1911911199991=~~a~aa==aa- 

C. DEFENDANTS DISPOSED: 
a. Defendants disoosed OUT OF COURT: 

(1) Defendants r e f e r r e d  t o  County P rosecu to r  
( 2 )  Defendants r e f e r r e d  t o  JCDR Cour t  -- 
( 3 )  Defendants through Violations Bureau 2. 7:7 -- 
( 4 )  Defendants d i sposed  out  of cour t ,  o t h e r  -- 

otal  d i g  s e d  o u t  of court  
(') Tsum of &%IS a . ( l )  through A*(()] --- 

ONE DISPOSITION PER DEFENDANT 
Il-=li.IIIII=PIIIP--a~=a===-a- 

b. Defendants disposed I N  OPEN COURT: 

(1) Defendants sentenced t o  ja i l  -- 
( 2 )  bcfendants g ran ted  Cond i t iona l  D i scha rges  
( 3 )  Defendants M.V. licenses revoked/suspcnded 
( 4 )  Defendants placed on proba t ion ,  5. 3:21-7 
( 5 )  Defendants sentenced t o  community service 
(6 )  Defendants f i n e d  -- 
(7 )  Defendants given suspended sentences -- 
( 9 )  b f e n d a n t s  dismissed -- 
(11) Defendants found not  g u i l t y  -- 

( 8 )  Defendants g ran ted  Pre-Trial i n t e r v e n c i o n  

( 1 0 )  Defendants disposed in open courtr  o t h e r  

(12 )  T o t a l  d i s  o sed  i n  open c o u r t  
[sum of reem b . ( l )  through b . ( l l ) l  -- - -- 

D. DEPENDANTS PENDING AT END OF MONTH: (By age from d a t e  of compla in t )  
a. Pendinq f o r  0 to  60 days: 

(1) open, active (non- fug i t ive )  -- 
( 2 )  open, v a r r a n t  issued ( f u g i t i v e )  -- 
(1) Open, a c t i v e  (non- fug i t ive )  -- 
( 2 )  Open, war ran t  issued ( f u g i t i v e )  -- 

b. Pendinq f o r  more than 61 days: 

--*g=---==a=~a-==a-====-=-a==g=-=aa--g==--=a~rn -=a- -=i=== 

__- 3=-==-3 

12. TOTAL DEFENDANTS PENDING A T .  END OF MONTE: 
Sum of i t e m s  A. p l u s  B.e. minus C.C. 

y I I Y u I I ~ p l * ~ i l p l l i . I = = ~ = ~ - P a 9 ~ = ~ ~ ~ ~ = 9 ~ ~ ~ ~ ~ ~ - a 9 a  - - 

Ex.  34 
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UUNICIPAL COURT REPORT 

NOTE: The questions which 
ansyr.di Uoe zero 
a p p l  c a b  e. DO NOT 

~ollor B U O t  ALL b 
0. OK *nonm. where 

LEAVE BLANK SPACXS. d i s -  * 
o r d e r l y /  

i n d i c t -  
a b l e  o r d e r l y  

B. CWLAINTS AND NOTICES FILED: 

a. Number of complaint/summonses (CDR 1) f i l e d  -- 
b. Number of complaint /warronts  (CDR 2 )  f i l e d  -- 
c .  Notice8 r saued  i n  Lieu of compiaants  
d. nunicipal Ordinance colnplaintr  filed 
e. Cocaplaints f led to e n f o r c e  s a t u  o r y  p e n a l t i e a  

io .F- 1.a. tfitoag~;li l .e. 

(Ex.npl8r Pfah and G-, Navigat ion,  ate.) 

2 

AL COBLA ms D timiam r u m ;  ,sum of . 

P. STATUS AT TIME OF DISPOSITION, OPEN COURT: 
a. Defendants r e l e a s e d  on o m  r ecogn izancdR0C 
b. Defendants released on b a i l ,  f u l l  c a s h  
c. Defendants r e l e a s e d  on b a i l ,  10% 
d. Defendant8 released on b a i l ,  

o t h e r  t han  a, b, or c above 
e. Defendants  INCARCERATED a t  t i m e  of d i s p o s i t f o n  
f .  A l l  o t h e r s  

_I_- -- 
-- 

-- 
mu s ANS AT TIW or DIS Imoa, opsn COURTS --- go 8U8 Of It- ?.A. through P y  

G. REPRESENTATION AT TIWE OF DISPOSITION, OPEN COURT: 

a. Defendants  aaaigned Counsel ~ ' -I__ 

b. Defendants  r e p r e s e n t e d  by P u b l i c  Defender  -- 
c .  Defendants  w i th  private counsel -- 
d. Defendants  un rep resen ted  (Pro Se) -- 

a1 1 
o t h e r  
non- 
t r a f f i c  
11=1-1- 

ll- - 

0. foTAt RKpRBSXUTATX hT TIJIB O? D I S ~ I T I O P S  
rrrarr- sum of tau GI.. 8L oogh C.d. 

8 .  UONIES ASSESSED OR PORPEITEO ( V i o l a t i o n s  Bureau and open Cour t ) :  
a. T o t a l  f i n e s  imposed EXCLUDING VCCB p e n a l t i e s  s s 

. b. T o t a l  VCCS penalties a s s e s s e d  9-s- 
, c .  T o r a l  c o u r t  costs imposed s-s- 

d. Total c a s h  b a i l  f o r f e i t u r e s  s-s- 
I- 

lLl. ~ I E s  ~ ~ 1 u )  Q roRFBITsDr B p i  of 
. .- 'f" t u  8.a. tbrough B.d. * m 8 8 d s u m w  

I. NON-TRAPPIC CASE-RELATED JUDICIAL TIXE (to n e a r e s t  1/4 hour ) :  
a. T o t a l  n o n - t r a € f i c  hours  on bench <<<-=s=a=a= 

<<<=====a=== 
b. T o t a l  n o n - t r a € f i c  case t e l a t e d  

non-bench t i m e  

a 
L Ex. 34a 

. .. . .  . .  . - . .  , - -  . . . . , . . . 
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Form Number 3T-338. 7/83 ................. 
!?Qf. !.?!.!. :%3 

a -  

NUNICIPAL COURT REPORT 
Xunic ipa i i ty  ef:  
County of :  
Month ending I , 198- 
WOTB: ‘The q u e s t i o n n  which follow munt kLL be an- rrered. Use zero ‘0. or .none* here  

a p p l i c a b l e .  DO NOT LEAVE BLANK SPACES. 
~YYIII~YIUIIUII---=-== 

J. OlX?XSMl9TS PENDING A? B B c X ~ I f f i  OP -8  --1111- - 
K. DEFENDANTS ADD& 

a. Defendants charged i n  t h i s  Municipal Cour t  
b. Defendants remanded by County Pronecutor  
c. Defendants received from JLOR or o t h e r  c o u r t s  
d. Defendants r e i n s t a t e d  ( p r e v i o u s l y  d i s p o s e d )  

L. DEPENDANTS DISPOSED: ~ ~ ~ ~ , P ~ ~ ~ s P f , O , H - ~ ~ ~ = ~ ~ ~ ~ ~ ~ ~ ~  
A. Defendants disposed OUT OF COURT: 

(1) Defendants r e f e r r e d  to County P rosecu to r  

( 1 )  Defendants r e f e r r e d  to JLDR Court  --- 
( 3 )  Defendants through Vio la t ions  Bureau E. 7r7 -- 
( I )  Defendants through E. 7:6-3 (PTA) --- 
( 5 )  Defendants disposed o u t  of c o u r t ,  o t h e r  --- 
( 6 )  T o t a l  d i s  o sed  o u t  of c o u r t  

[sum of if- L .a . ( l )  through L.a . (5)1 --- 
ONE DISPOSITIOII PER DEPENDANT b. Defendahts disposed I N  OPEN COURT: IE.pIII1=a===--=I==---===a--a 

(1) Defendants s en tenced  t o  j a i l  --- 
( 2 )  Defendants H.V. l i c e n s e s  revokedhuspended 
( 3 )  Defendants p l aced  on p roba t ion ,  E. 3:21-7 
( 4 )  Defendants s en tenced  t o  coPrrunity service 
( 5 )  Defendants f i n e d  --- 

. ( 6 )  Defendants given’ suspended s e n t e n c e s  --- 
. .  

--- (7 )  Defendants d i smis sed  
( 8 )  Defendant. d i sposed  in open court ,  o t h e r  

(10)  T o t a l  d i sposed  i n  open c o u r t  [sum b(1)-(9’)1 - - - 
--7 

i %------ - ( 9 )  Dafendants found n o t  g u i l t y  --- 
. C. mu DISPOSED: smr oi i t a  L . ~ . W  + t.e.txe) 

M. DEPENDANTS PENDING AT EAD OF t4OHTkI: (By a g e  from d a t e  Of Complaint)  
a. Pendinq f o r  0 to  60 days: 

(1) Open, a c t i v e  (war ran t  no t  i s sued)  --- 
( 1 )  Warrant i s sued  - - -. 
(1) Open, active (warrant no t  i s sued)  --- 
( 2 )  Warrant i s s u e d  --- 

b. Pendina f o r  more than  61 d a w :  

E x .  34b 
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NOTE: The q u e s t i o n s  which i o l l w  z u s t  ALL be 
a n s w e r e d .  3se z e r o  0' or none. where  
a p p l i c a b l e .  Dr) NOT LEAVE BLANK SPACES. 

0. HONIES ASSESSED OR FORFEITED ( V i o l a t i o n s  Bureau  and  o w n  c o u r t ) :  

a. T o t a l  C i n e s  assessed s-s-s- 
b. T o t a l  c o u r t  costs a s s e s s e d  s-s-s- 
c. T o t a l  b a i l  f o r f e i t u r e s  S-S-5- 
e. NIES ASSWID OR FOOWBITBD: 

Sum ofyt- 0.a. throaqh 0.c. I s s 
II~IaaP9IIIIIPIaa1II=a~=~~~-a~~~aIa9=a-a~~¶9=9a~a=1a==9~a---==--~~- -----a=- 

P. TRAPPIC/?ARKING CASS-RELATSD JUDICIAL TIME (to n e a r a 3 t  1 / 4  hour): 
a. T o t a l  t r a t f i c / g a r k i n q  hour:, on  bench  . <<<11=1-91*1 

<<<rrrrrrarr 
b. T o t a l  t r a f f ! c / p a r k i n q  caae related 

non-bench time 

2. ACCOUNT BALANCE AT END OF XONTR: 
(1) G e n e r a l  a c c o u n t :  s 
(2) B a i l  a c c o u n t :  i 
( 3 )  ACCOUNT TOTALS: [ S u a  _az-ites-z.(;) and T.(2)1 - -  

-=---=---=-=9uI-9¶==~-==----==-9--==--=9-a¶-~5-==~u s 
)he adminia ra ion  of t h i s  court, R. or 1:93-a, er y 

Total court c le rk  hours spent on 
o f f i c i a l  dut ies  during the month I c e r t i f y  t h a t  I las t  made a sonal 

s ot  c h e c k  of t h e  c o u r t  recoriFon 
(gate) .  The clerical a n d  P i n a n c i a l W  
a n d  r e p o r t s  of t h e  c o u r t  t are up t o  date. 

(14 i G X  u p  t o  da te  a 
ietWE'77t-explanat i o n  'should accompany t h l s  
r e p o r t  1 

] are n o t  u p  t o  d a t e  

DATE PREPARED 
J UCGEb i;=G'':EPORT 

PREPARED 3Y 

-- -- - -. 
PREPARER X L E P H O N E  ':;;.IBER 

TO 9 E  FORIIARCE3 9" THE T E N T H  OF THE FOLLOWING MONTH TC: 
5:nTISTICPL S E R V I C E S  ' INIT,  
??:XIS:RA:IVE O F F I C E  OF THE CDI!PTS. ,?--. J .  

^ _ -  - . * ( ' ~ ! 4 .  :i.J. 56625 a 
Ex. 34c 



TO: Divikon of Motor Vehlcler 
Bureau of Court Reports and Flnes 
25 S. Montgomery Street 
Trenton, New Jersey 08666 
Telepnone 609-2324 79 

MUNICIPAL COURT OF 

P O  ADDRESS . 

NAME OF JUDGE 

STATE OF NEW JERSEY 
DIVISION OF MOTOR VEHICLES 

I YEAR 
COUNTY MONTH 

MUNICIPALITY 

i OATE CHECK NC 

Date Received 

(Do not list County or Municipal fine onthis form) * 

COMPLAINANT TICKET 
NUMBER NAME OF DEFENDANT DATE OF T R I A L  

OR WAIVER 

I 

MCNTYLY FINANCIAL REPGRT T3:a lo l  5v ! 
of 

FINES PAYABLE TO DIVISION OF MOTOR VEHICLES 

VIOLATION AMOUNT OF FINE 

1 
I 
I 

i 
I 
I 

I 
I 

I 
I 
I 
I 

I I 
I , 

1 I I i I 

TOTALFINES , 

Ex. 35 
. .  

. . .  
. . . . . . . 

. . .  . .  . ' - 5  : , . . .  , , . .  



MF.10 A ( R l / 8 4 )  

MUNICIPAL COURT OF 

DATE OF TRIAL NAME OF DEFENDANT TICKET NO. 
OR WAIVER 

I 

COUNTY I 
AMOUNT O F  PIN VIOLATION COMPLAINANT 

I 

PAGE OF. 

MONTH YEAR 

I 

~~~ ~ 

I 

i I I I 

I 

I I 

I 
I 

! 
I I TOTAL FINES i 

Ex. 35a 



Fora 10. 5 1 - 1 1 2  

VIOLCMI CRIWS cowcmsmon BOARD ( V C C B )  

nunioipal Court of t 19 - 
‘Imnth endin() 

County of 

Prepare In O r l a l n a l  rnd Three Copies. 

Ori l n a l  t o  be forwarded by 10th oC fo l lou lnq  Mnth FIT9 COURT CHECC, Mde -57 payao e to STATE TREASURER, t o :  

Vlolent  Crimes Compensatlon Board 
60 P a r k  Place - S u i t e  1013 
Iewark ,  WJ 07102 

Send co 10s attached t o  Monthly S t a t i a t i o a l  Report (ST-33) aa fol lows:  
q .  ?&.aurt I d a l a i r t r a t a r  far l o u r  fcuct? .  
2 .  Admlnlsrrat l re  Offloe of t h e  Caurta ,  s t a t i s t i c a l  S e r r l o e s  On l t ,  

Ilahard i. 3ugnas i u s t l c e  Comphx. C1-337. trencon, IJ  08625. 
3. Keep one oopy for oourt  f l l e r .  

ELIQIBLE CASES AND DISPOSITION OF ELIQIBLE CASES (THIS MONTH) 

A .  E l l ~ i b l ~  Cases - This nonth: 

2. -o f  Conriot lons ( inc lud lng  p l eas  of “ g u i l t y ” )  
on ‘iaived Imic : ao le  Offenses. 

3. TOTAL IIIIHEER of E l l g l b l e  Cases. 
n o t a l  of Items A . l  and 1.2) 

8.. Dlsposl t lon of E l l ~ l b l e  h s e s  - This month: 

1. Eumber of VCCB P e n a l t i e s  Im osed f o r  Disorderly and 
-Disorderly Persona Co:victlons. 

2. Number of VCCB P e n a l t i e s  Imposed on Waived 
I a d i c t a b l e  Offenses. 

3. TOTAL NUMBER of VCCB P a n a l t i e a  Imposed. 
7T0t.1 Of. 1t.M B.l and B.2) I 

UOTS: Inolude r i o l a t i o n a  or t h e  Control led D.n(erou.8 SUbstm~Ce Act 
vblcb are d i so rde r ly  pe r rons  offenses. 

C. .Pa raen t s  of k n d a t o r y  VCCB P e n a l t i e s  - This Month: 

7 .  3f  %~eIYts - in - fUl l  r8CelTOd 2hfJ aonch. 

2. TOTAL Dollar  Amount of Payments-1n-Pull received t h i s  month. $ 

3. -of T h e  Payments Received t h i s  month. 

4. TOTAL Dollar Amount of Time Payments received T h l s  Month. $ 

5 .  TOTlL Dollar Amount forwarded t o  VCCB this Honth. L 
*-YOTE: Item A . 3  ahould equal Item B.3; i f  no t ,  I d e n t i f y  each case 

and explain why pena l ty  not lmpored. (If i n s u f f i c i e n t  
space, con51nue on back of Lhls  form.) 

DATE 
( ? r e s i d i n g  Judge’s j i g n a t u r e )  

(SianaCare and T l t L e  af Person ??epar:ng 3 e p o r r j  

PLEASE ZOMPLLTL .ALL ITEMS. 
-30 A C T I V I T Y  :OR ALL THB 1TEX.S “SONE“ YAX 3E ~ R L I . c H  
VERTICAL I N  SBC‘TIONS A . ,  3 . ,  AND 2 . )  

50 JOT LEAVE SLANK SPACES. 3SE “NONE“ SR “9:-j!EXE 

Fora :lo. ST-112. R e v .  1 / 8 3  

EX. 36 
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. . . . . . .  

DIVISION Of  STATE L l l t A l Y  
ARCHIVES AND HlSTOlY 
DCPARTMfNT Of EDUCATION 
TUNTON. N. 1. 08625 

A-45 
I REQUEST and AUTHORIZATION FOR RECORDS r)lSPOSU j A U T I O O ~ X A T 1 0 . I  lyl.c, 

..I 

AUDIT S T A T E  
COUNTY 

MUNICIPAL 

l o  OISPOSITION 
ACTION 

- 9  A P P S O V E O  O I ~ E  os iuoir  1 VLPITIC.rIO* 

OA1C *c-noo I*I.I.LS 

W E A O  OURCAU a*  ancnBvcs L W L )  - S T O R Y  
Y C V C T ~ R .  s 1 . r ~  e~~o.oscorr~irr~ 

81 

I irru 

Authorization IS hereby requested for the disooril of the following reiords under the Drorlslons 
contained in Chapter 410 of the New Jersey Laws ot 1953. 

a. imcLusivr DATU 4 V O L U I C  

..... ....... ........ ........ 
....... .... ....... 

... ....... ....... ........ 
........ ....... ..... 

WHITE C O P Y  - State  File C A N A R Y  COPY - FOII~Y.UD P I N U  COPY - A g e n c y  G O L D E N R O O  COPY - Audltor'a 

Ex. 37 
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These i n s t r u c t i o n s  a r e  i s s u e d  f o r  your  gu idance  i n  t 5 e  
p r e p a r a t i o n  o f  t h e  above mentioned form. 
the  form p l e a s e  r ead  the  i n s t r u c t i o n s  c a r e f u l l y .  

S e f o t e  p r e ? a r l n g  

PURPOSE: Form ED-6, prov ides  a p rocedure )  approved Sy t h e  S t a t e  
Records C o x n i t t e e ,  by whicn s t a t e ,  county and m u n i c i p a l  o f f i c i a l s  
may : 

1. Request  a u t h o r i z a t i o n  f o r  t h e  d e s t r u c t i o n  o f  records 
i n  acco rdance  w i t h  Chapter  410 of t h e  Laws of 1953. 

2 .  Obta in  pe rmis s ion  from t h e  Bureau of Arch ives  and 
H i s t o r y  f o r  t h e  d e s t r u c t i o n  of  r e c o r d s  l i s t e d  on an 
approved r e c o r d s  r e t e n t i o n  schedule.’  

?RX?A?AKOY: Tiis E o m  L; t o  be prepared  i n  q u a d r u p l i c a t e ,  
however,  a g e n c i e s  a re  adv i sed  t o  p r e p a r e  and r e t a i n  a d u p l i c a t e  
copy u n t i l  t h e  approved agency copy i s  r e t u r n e d .  Forward 
a l l  f o u r  c o p i e s  of  t h e  completed form t o  t h e  Bureau of  Arch ives  
and H i s t o r y .  Upon a p p r o v a l ,  t h e  Bureau w i l l  r e t u r n  the follow- 
u p  ~ o p y ,  t h e  agency copy,  and t h e  a u d i t o r ‘ s  copy (when 
a u d i t e d  l o c a l l y )  t o  t h e  r e q u e s t i n g  agency. When d e s t r u c t i o n  
is comple te ,  d e s t r u c t i o n  in fo rma t ion  i s  t o  be inser ted i n  
s p a c e  $10 and the follow-up copy i s  t o  be  r e t u r n e d  t o  t h e  
Bureau of  Arch ives  and H i s t o r y .  

DETAILED INSTRUCTIONS: 

Request Number: 
t o  each  r e q u e s t  and t h e  d a t e  on whi‘ch it i s  s u b m i t t e d .  

A u t h o r i z a t i o n  Number: No e n t r y  s h a l l  be  made i n  t h i s  
s e c t i o n  e x c e p t  by t h e  Bureau of  Archives  and H i s t o r y .  
The Bureau will i n s e r t  an a u t h o r i z a t i o n  number and da t e  
of  a p p r o v a l .  

- From: 

I t em No. 1: In t h i s  column inser t  t h e  i t e m  number of t h e  
r e c o r d  a s  i t  a p p e a r s  on t h e  approved r e c o r d s  r e t e n t i o n  
s c h e d u l e .  

Item No. 2 :  In  t h i s  column i n s e r t  t h e  t i t l e  o f  t h e  r e c o r d  
as it a p p e a r s  on t h e  approved r e c o r d s  r e t e n t i o n  s c h e d u l e .  . 

I tem No. 3: I n  t h i s  column w r i t e  t h e  i n c l u s i v e  d a t e s  o f  
the  r e c o r d ,  by y e a r ,  and month. 

I tem No. 4 :  Volume should  be  neasu red  i n  c u b i c  f e e t .  Sear 
i n  mind t h a t  1 f i l e  drawer ,  e i t h e r  l e t t e r  o r  l e g a l  s i z e  
beequal  t o  2 c u b i c  f e e t .  
f o o t  shou ld  be- rounded t o  t h e  n e a r e s t  f u l l  c u j i c  foot. 

Each agency sha l l  a s s i g n  i t s  own number 

Name and a d d r e s s  of r e q u e s t i n g  agency.  

. 

F r a c r l o n s  of  less chan L cz’cic 

Ex. 38 
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TO: HEAD, BUREAU OF ARCHIVES AND HISTORY 

A - b 7  

FROM: 

Item ?lo. 5: The retention period must be the same as that 
contaiced in an established records retention schedule. In 
cases where an item does not appear on the schedule the 
requesting official should contact the Bureau of Archives 
and Xistory. 

Item No. 6: Signature and title of official primarily 
concerned with the recora(s). 

Item No. 7: Signature and title of officer approving the 
requesc. This should be the head of the aRency or one . 
officially designated by him. Maynot be the sime as I tem No. 6 )  

Item No. 8: For fiscal records: date of'most recent audit 
and signature of auditor verifying that the records listed 
.bow a r e  ?ot require:! f o r  future sudit. 

Item No. 9: Formal approval by the Bureau of Archives and 
Ris tory, 

Item No. 10: The disposition action should give the date, 
method of disposal and signature of the approving officer, 

EW$PLE (Guide for preparing the top portion, Form ED-6) :  

I REQUEST and AUlHORlZATlON FOR RECORDS DISPOSAL l ~ - ~ y -  
av 

OIVISION Of STAn L I 8 U I T  
A.ICWIVf8 A N 0  WISTOlT 

' 01P417IA1NT O f  EOUCAllON 
7IfNION. N. 1. 01615 

f Wumbert a s  it I 
appea r1  on t h e  
r e t e n t - o n  schedule  
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t i t l e  of t h e  r e c o r  

t h e  schedule .  
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of t h e  record 

they  should ngt  
exceed the  ret 
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o r  another  
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lnwrrr REQUEST and AUTHORIZATION FOR RECORDS DISPOSAL 
BY 

STATE, COUNTY or MUNICIPAL AGENCIES 

*UI..l) 

OATC oc 
m c w c l l  

Authorization IS hereby reeuested for the dlrOoral of the following records under tho oroviaions 
contained in Chiotor 410 of tho Now Jorser Laws of 1953. 

~ ~ M g y ~ o -  

OAT. W 
W ? * O I I t A T I O ~  

I ITCY 

DIVISION Of STAT# U I U R Y  
ARCMIVCS AND HISTORY 
DWARTMENT Of  EDUCATION 
TUNTON. N. 1. 0869s 

. . I .  
. .. 

e A U D I T  S T A T E  
C O U N T Y  

M U N I C I P A L  

Io  D I S P O S I T I O N  
A C T I O N  

r... . .  . . 

. . . I . .  

, .  . . _ , .  

J S  APPROVED DATE OC AUDIT VCRIFICAIIOM 

DATE YLTUOO IMlT l lLS  

- 
MEAD BUREAU JF A n c u I v c s  .NO * ISTORY 
YCI~LTIRV - s i a r 1  PECOROSCOYY~TTEE 

81 

". . . 

.". . .,.. 

* m L O U L s T E D  

a -  N A M E  A N 0  TITLE 
. 8 .  

S. IMCLUSIVC MIL. 4. VOCUI.  

.C* IOVCD -- 
N A I C  A N 0  TITLE 

ov 

that all the fiscal records involved have been audited and 

Ex. 399 
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/T As;lqnr.ent Judce  P lease  2e tu rn  To: A- 2 

A D M I N I S T X A T I V E  OFFICE OF THE COURTS 

TRENTON, NEW JERSEY 0 8 6 2 5  
ATT: - MUNICIPAL COURT SERVICES 

/5 Court  cccx CN-037 

- *.. 
X u n i c i p l  Court  of County of 

!*IUNICIP.;\L COURT PERSONNEL CERTIPICATION OF COMPLIANCE WITH R. 1,: 1 7 - 1  ( h )  

Th i s  is t o  c e r t i f y ,  pu r suah t  t o  - R . l : l 7 - l ( h ) ,  t h a t  I a m  employed or 
as s e r v e  

i n  t h e  above Xunicigal Cour t .  I hold no  e lect ive o f f i c e  aoz ain I a 
c a n d i d a t e  t h e r e f o r ,  n o r  d o  I e ~ g a g e  ir: p o l i t i c 2 1  a c t i v i t y  and I u n d e r s t a n d  
t h a t  I may n o t  become a c a n d i d a t e  f o r  any e l e c t i v e  p u b l i c  office and may 
n o t  e3gage i n  any p o l i t i c a l  a c t i v i t y  w h i l e  s e r v i n g  t h e  mun ic ipa l  c o u r t .  

I hc l?  EO o t h e r  PUSLIC o f f i ce ,  p o s i t i o n  or  employment exce?$ 

( F u l l - t i m e  or  P a r t - t i m e )  (Position w i t h  Gout) * 

NCTE - (See R.1:17-4 r e g a r d i n g  PRIVATE employment.) - ,  - - 
.- 

!Date) ( S i g n a t u r e )  

( S i g n a t u r e  of P r e s i d i n g  h d g e )  

Fc rvz r5  a copy t o  t h e  Assignment judge and r e t a i n  a copy i n  t h s  C z x t  f i l e s .  
k c e r r i f i c a t i c n  s h o u l d  be ccnp le t ed  by each  p e r s o n  employed or  serving t h e  
m1niciTal  c o u r t .  

11/82 

~t a p p l i c a b l e  o r  "none", otherwi 'se  i n d i c a c e  t h e  p u b l i e  
i o n ( s )  or employment h e l d ,  g i v i n g  t h e  t i t l e ,  name of The 

d e s c r i D z i o n  .of d u t i e s  Derformed a n d  s a l a r y .  

. . .  . .  . :. . . . . . .  . . . .  , I  . . . .  , a .  . . . . . . .  .. . ,  - .  ,-*. . . .  i . . . . . . . . .  . . . . .  , .  . 
, ,  , .  . . ,  . .  . .  , . . , .  . 
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