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I. INTRODUCTION 

The San Mateo County Municipal Court is a limited jurisdiction 

court with three branches located in South San Francisco. San 

Mateo. and Redwood City. Each branch handles the municipalities 

in its geographic vicinity. but procedures in all three branches 

are similar. The court handles a sizeable caseload of criminal 

misdemeanors. ordinance violations. preliminary hearings, traffic 

violations. parking violations. small claims matters of $1.500 or 

less. and civil matters of $25.000 or less.* During the 1984-1985 

year the court. with a staff of approximately 150. processed the 

following number of new case filings: 

26.807 criminal and serious traffic cases 
166.908 traffic infractions 
280.686 parking violations 

8.508 small claims filings 
8.583 civil cases. 

Current automation in the San Mateo County Municipal Court is 

limited to mainly batch processing of traffic and parking 

violations. Information is keyed into Nixdorf 600/35 computers by 

dedicated data entry personnel. The information is collected on 

magnetic tape. which is then mailed to either a service bureau or 

the county data processing department for off-site processing. 

This batch processing produces indexes. case jackets/dockets 

(convelopes). bail and courtesy notices. failure to appear and 

bench warrants. and updating of the records at the Department of 

*On January 1, 1986 the civil jurisdiction of California Municipal 
Courts is increasing from $15.000 to $25.000. There will no doubt 
be an increase in civil filings. This report does not attempt to 
predict quantitatively the extent of the increase. 
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Motor Vehicles. In the central and southern branches (San Mateo 

and Redwood City) there is a simplistic on-line parking system. 

operating on the county mainframe computer. The main capability 

of this system is to provide on-line case inquiry and printing of 

case information. 

Under the direction of its Court Automation Committee, the 

court is preparing for more extensive automation of its case 

processing, case management. jury management, and accounting 

functions. This automation should encompass virtually every 

aspect of court operation. with on-line processing of all case 

types. All functions should be integrated into an overall. 

comprehensive information system. The court would also like to 

implement an automatic phone inquiry system with audio response 

capabilities. 

The first step in the process of obtaining such full scale 

automation is to establish the functional and informational 

requirements of the new system. The National Center for State 

Courts, through its Western Regional Office. was selected to 

assist the San Mateo Municipal Court in preparing for extensive 

automation by conducting a requirements definitions study. This 

report documents the results of the study. 

During this study, the project team visited all three 

branches of the municipal court and interviewed key personnel in 

every aspect of court operation. All forms, reports. and other 

information transfer media were collected and examined. From 

these interviews and other data gathering exercises. the major 

0 procedures and informational requirements were identified. Those 

procedures are described in this report through a set of 
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narratives and flow diagrams. The information necessary for the 

operation of the court is described both with these diagrams and 

through a data dictionary that depicts the information on a data 

element level. Other specific requirements which must be met by 

the automated system are detailed at the end of each section on 

major areas of court operation. In its entirety, this report 

should fully define the requirements for automating the San Mateo 

County Municipal Court, while imposing no constraints on potential 

system developers in the use of creative techniques to meet these 

requirements. 

1-3 



11. CORE REQUIREMENTS 

This section summarizes the general requirements for 

automation of the San Mateo County Municipal Court. All software 

developed for the Court must be flexible and readily modified. 

Owing to changes in legislation and administrative policies, the 

specific needs that must be met by an automated system are subject 

to unexpected changes long after the system has been completed and 

put into operation. The system must be able to respond quickly to 

these changes without requiring massive reprogramming. 

Virtually every aspect of court operations contains functions 

that should be automated. These functions should be addressed as 

a whole by the development of an integrated, automated information 

processing system, composed of numerous interrelated subsystems. 

Most of these subsystems will be case management/processing 

subsystems, specialized for processing the various case types 

handled by the municipal court. Other subsystems will'address the 

accounting and financial needs of the court and the jury 

management needs. There is a set of major functions, all of which 

must be performed by a case management/processing subsystem, and 

most of which must be performed by other subsystems. In addition, 

there are some specialized requirements for automation that do not 

fit any particular subsystem. There are thirteen of these 

functions and specialized requirements, which together will be 

referred to as requirements. They are as follows: 

0 

-- on-line data entry, update, and inquiry 

-- indexing 
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-- 
The 

briefly 

1. 

docketing 

calendar management 

notice generation 

cashiering 

attorney registration 

case tracking 

management and statistical reports 

interface with outside agencies 

data integrity and security 

automated telephone voice response unit 

legal research database service 

requirements associated with these functions are described 

below: 

On-line data entry, update. and inuuirv. The automated 

system should be an on-line system with interactive, 

real-time (immediate) processing for data entry, record 

updating, and inquiry operations. Entry of data should 

be through computer display terminals with screens 

formatted for easy "fill in the blanks" operation. 

Editing of data should occur as the information is 

entered: and the computer should notify the data entry 

operator of errors on the screen, requiring them to be 

corrected before the information is accepted into the 

files. In the same manner, updates to existing case 

records should be edited on-line. Once a computerized 

record has been created. all information for that case 
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should be immediately accessible to authorized persons 

for inquiry from any terminal connected to the system, 

including those terminals in other branches of the court. 

2. Indexinq. The system should provide an index to cases 

that facilitates retrieval of case information minimally 

by case number or name of any party. The indexing 

capability should be provided in two forms. First, 

on-line access to the name index must be provided for all 

current or active cases. Second, a backup copy (e.g., 

printout or microfiche) of the index must be provided f o r  

access in the event of temporary system failure and for 

closed cases that have been purged from the active 

files. The index should be created and maintained 

automatically without requiring operator intervention. 

An entry should be built for every party in a case 

immediately upon the entry of the party information at 

the time of filing, or when a party is added or modified 

after the initial filing. 

The system should provide the capability to search 

for a name when the exact spelling is unknown. Either a 

phonetic name search (sometimes called ttsoundextt) or a 

partially qualified search (in which only the first part 

of a name is entered), or both. should be provided. The 

index should also show the general status of each case 

(i.e., active. disposed, purged) to help pinpoint the 

selection of different cases for the same name and the 

location of further information. 
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3. Docketing. The system must provide for the docketing of 

legal instruments filed in a case and for the recording 

of all case events that take place in the life of a 

case. The on-line docket or register of actions should 

0 

completely replace the manual docket books. cards. and 

paper tub files that are currently in use in the various 

divisions. Docket entries should be codified to reduce 

the amount of key entry necessary. These coded entries 

should be verified by the computer for accuracy and 

should immediately be translated into the standard 

wording chosen by the court and then displayed on the 

terminal. The system should also be capable of storing 

free text. so that the computerized record is not 

restricted to pre-defined docket codes. The system 

should create automatic docket entries f o r  fixed events 

whose occurrence is determined by the entry of certain 

data. 

There are three major benefits that result from 

computerized docketing. First. the recording process 

itself can be streamlined dramatically. The clerical 

time needed to retrieve the proper docket book or record 

and find the appropriate page is eliminated. Through the 

use of mnemonic codes. the number of keystrokes required 

to make a docket entry can be reduced to a small fraction . 

of that needed for a full text recording of standard 

entries. A second major advantage in automating the 

docketing function is the resulting accessibility and 
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flexibility of the information. The docket would be 

immediately and constantly accessible for inquiry through 

any terminal on the system. It would even be available 

f o r  simultaneous inquiry from several terminals. The 

information contained in the register of actions would 

also be available f o r  printing at any time. if a hard 

copy were needed. Not only would docket entries be 

accessible, but they would also be legible. consistent. 

and contiguous. Finally, the computerized storage of 

docket entries provides much of the information needed to 

track the progress of cases. The presence or absence of 

particular docket entries enables the system to determine 

the status of the case and provides the basis for 

automatic case tracking. 

4. Calendar Manaqement. All case management/processing 

subsystems must be capable of recording the next 

scheduled event in a case and then periodically 

generating court calendars. This involves storing basic 

information about the scheduled event, such as courtroom, 

judge assigned, type of event, date, and time. The 

system should allow the entry of an estimate for the 

amount of time required for the event. This estimate 

will allow the scheduling clerk to arrange the calendar 

more efficiently for maximum use of judicial resources. 

The system should provide scheduling assistance through 

such techniques as displaying the current number of 
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scheduled events for a given place and a given judge on a 

given date. It should have the facility to check for 

judge conflicts. in which a judge may be scheduled for 

more than one place at the same time. The system should 

assist in checking for attorney conflicts as well. Other 

forms of scheduling assistance that may be useful are the 

facility to schedule automatically a set number of the 

oldest cases f o r  a specific calendar call. and the 

automatic assignment of certain types of cases or motions 

to a particular judge on a rotating basis. Scheduling 

practices vary widely depending on the case type. the 

particular branch of the municipal court, and the 

particular judge involved. The system should be flexible 

enough to accommodate these different practices. 

There are several benefits associated with automated 

calendar administration. First. the automated production 

of court calendars eliminates an enormous clerical task. 

Second. the recording of scheduled events on a 

computerized case record eliminates the necessity for 

updating subsidiary case scheduling records and case 

tracking cards that are used in manual systems. Third. 

the presence of scheduling information on the 

computerized case records allows for quick response to 

queries about upcoming case events. Fourth. the 

scheduling information in combination with docket entries 

makes possible the automated case tracking through 

exception reports and case status reports. Fifth. the 
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avoidance of attorney conflicts will reduce the number of 

adjournments and continuances. Finally, the avoidance of 

judge conflicts and the inclusion of estimated duration 

of scheduled events will maximize the efficient use of 

court facilities and judicial resources. 

5. Notice Generation. Because an automated system captures 

and retains all case information entered and can reformat 

that information in any required manner, it can be 

designed to generate notices of different types on either 

blank or preprinted paper forms. Most notices relate to 

scheduling case events and, therefore, the notice 

preparation function is closely linked with calendar 

management . 
The automated subsystems must be capable of 

generating the high volume of notices now being produced 

manually in the municipal COuKt. Where appropriate, 

notices should be printed on special mailer forms ready 

for mailing with no additional clerical effort required. 

The subsystems should also be capable of automatically 

docketing the sending of notices. 

Automation of notice preparation has obvious 

benefits in reducing the overall clerical workload, since 

it eliminates the large volume of typing now being 

expended for this task. Another benefit would be the 

lower probability of oversight in the noticing process. 

By linking notice generation with case tracking and 

11-7 



calendar management. the system could generate notices 

automatically when certain predefined criteria were met. 

6. Cashierinq. The automated subsystems should support all 

cashiering needs of the court. Cashiering functions 

should be an integral part of case processing. For 

example, the case record would be accessed when a 

violator wished to pay a fine. and the fine disposition 

information would be matched and verified against the 

case record. Upon the entry of valid payment 

information. the case record would be updated immediately 

to reflect the disposition. The system should keep track 

of all fees and fines paid each day, recording the manner 

of payment, (e.g.. cash. check. money order), check 

number. etc. Receipts should be printed automatically 

upon payment of fees and fines. Cashiering should also 

be integrated with accounting functions so that fees, 

fines, bail forfeitures. refunds, etc.. would be 

automatically distributed to the proper accounts and 

totals would be available at any time for balancing and 

verification. 

7. Attorney ReqistKatiOn. The automated system should 

include a simple attorney registration system that would 

interface with any subsystem involving attorneys. Each 

attorney who practices before the court would be assigned 

a unique identifier. This number could be either the 
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state bar number, a six-digit number, or a local 

identifier assigned by the court, typically a four- or 

five-digit number. An attorney table should be 

maintained by the automated system, containing an entry 

for each attorney. Each table entry would include at 

least the attorney identifier, name, firm, mailing 

address, and telephone number. The system should make it 

simple for attorneys not in the table to be added the 

first time they file a case. The system should be 

designed so that once an attorney has been entered into 

the table, only the identifier would need to be entered 

any time an attorney was referenced. For example, when a 

case is filed, the clerk would enter the identifier of 

the attorney of record for each party with counsel. The 

system should then immediately verify the number by 

displaying the name of the attorney on the terminal. 

Many courts now require all pleadings to contain the 

attorney identifier, but the system should produce an 

alphabetical index of attorneys that could be referenced 

quickly to obtain the identifier if a pleading came in by 

mail without it. 

The use of the attorney identifier offers several 

significant advantages. The most obvious of these are 

the increased speed of data entry and the reduced amount 

of computer storage necessary, because only the number 

would be entered and stored in the computer record of the 

case. Accuracy would also be greatly improved, as there 
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would be no chance for incorrect spelling, specifying the 

wrong law firm, or erroneously transcribing the address 

or telephone number. Mailing of notices, copies, and 

other information would be greatly simplified by the 

systems' ability to print mailing labels and notices in 

mailer format on the basis of the attorney table. 

Furthermore, when an attorney's firm or address changed, 

one simple change to the entry in the table would, in 

effect, automatically change this information for every 

case in which the attorney was involved. 

Another subtle benefit would be realized when the 

court begins making use of the extensive management and 

statistical reporting abilities of an automated system. 

Some courts utilize these capabilities to identify 

patterns among attorneys practicing before them. With 

time, they can easily determine which attorneys pursue 

cases aggressively, which ones habitually request 

numerous continuances, which ones tend to plea bargain, 

which ones usually settle, etc. Not only is this 

information helpful for scheduling cases more 

realistically, but it gives judges a tool to help them 

decide more fairly when to press for action and when to 

be lenient with extensions. 

Finally, the attorney registration system could be 

expanded to include additional information helpful to the 

court. A primary example would be the inclusion of 

secondary languages in which the attorney is fluent. 
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8. Case Tracking. All subsystems should have the ability to 

identify cases and situations which are approaching 

specific deadlines. have surpassed certain case 

processing milestones. or have met other exception 

reporting conditions. All subsystems should be able to 

produce scheduled and spontaneous displays and reports 

showing such things as status of an individual case. all 

cases at a specific stage of processing. all cases 

requiring some attention by the court because of missed 

deadlines. arrearages in payments. age. number of 

continuances, and other special circumstances. and all 

case records with some error or inconsistency which 

should be addressed. The exact case tracking 

requirements vary among case types and court divisions. 

Some exception reporting conditions remain fairly 

constant. however; these are described in moKe detail in 

the sections on specific court functions. Other 

exception reporting situations are more fluid. requiring 

the capability to tailor specific exception reports and 

displays whenever required. The system should provide 

the user with relatively simple methods to interrogate 

the database and search for cases that meet exception 

conditions. Case tracking should also be linked to 

calendar management and notice generation functions of 

the system. 

9. Manaqement and Statistical Reports. One of the most 

rewarding benefits of implementing an automated court 
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information system is the ability to produce both 

detailed and aggregate information about caseload, 

caseflow, workload distribution, and trends. These types 

of information furnish valuable feedback to managers and 

administrators that is impossible to obtain from manual 

operations. Moreover, such detailed information is 

obtained as a by-product of the normal day-to-day 

operation of the system, requiring no additional clerical 

effort to produce. 

All subsystems should produce the appropriate 

comprehensive but concise management and statistical 

reports for caseflow and caseload management, resource 

allocation, and budgeting purposes. Reports must be 

carefully designed to meet the information needs of the 

courts as precisely and completely as possible. The 

information should be presented in the most easily used 

format for the type of information and the purpose it is 

to serve. Simple charts and graphical output should be 

used where appropriate. 

The additional reports that are currently 

unavailable from the manual system will not only help in 

the management of the daily operations, but will help in 

the assessment of the court's performance and in planning 

for the future. With these available tools. the court 

can measure the success or failure of changes in 

procedures, policies, and staffing that may be tried from 

time to time. Through the use of reports that analyze 

time intervals between various stages of case processing, 
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the court can determine where impediments to swift 

processing are occurring and can devise procedures or 

increase manpower to alleviate these bottlenecks. 

A comprehensive set of model management and 

statistical reports are defined in the Court Case 

Manaqement Information Svstems Manual . The relevant 

parts of this manual are discussed in Chapter 111 

(Section I )  of this report. Other requirements are 

1 

detailed in the individual sections dealing with court 

functions. In addition t o  these regular predefined 

reports, the automated subsystems should be able to 

generate hoc reports quickly and easily to satisfy 
special reporting needs and one-time requests. 

10. Interface With Outside Aqencies. In addition to the flow 

of information between subsystems within the integrated 

automated court system, the subsystems should be able to 

exchange information with agencies outside the court. 

The requirements for the exchange of information will 

include both machine-readable and human-readable forms of 

information, depending upon whether the particular 

outside agency is automated. In either case, the 

, subsystem must be able to extract the needed information 

and produce the output in the required format, or accept 

the necessary input data. For those agencies that are 

Mary Loui.se Clifford and Lynn A. Jensen, Court Case Manaqement 
Information Svstems Manual (Williamsburg, Virginia: National 
Center for State Courts, 1983). 
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computerized, a communications capability must be 

established for the direct exchange of information 

between the court's computer and the agency's computer. 

The outside agencies with which the court must establish 

data interfaces are: 

mu6 t 

County of San Mateo 

Superior Court 

County Clerk's Office 

Sheriff's Office 

District Attorney's Office 

California Department of Motor Vehicles 

California Department of Justice 

Private Defender's Office 

Probation Department 

O . R .  Project 

Most details about the types of information which 

be exchanged with these agencies are contained in 

the sections of this report on specific court functions; 

some interfaces, however, are discussed immediately below. 

The San Mateo County Controller ' 6  -Off ice has 

interfaces with the municipal court in many court 

functions. In each instance the transfer of information 

between the court and the controller's office is 

conducted by transfer of hard copy data. The 

controller's office processes its workload with the aid 

of the countyls IBM 4341 computer. At present, all data 

processing at the controllerls office is done in batch 

mode. The county has purchased an IBM 4381, Group 2 
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computer that is being phased into operation. Most 

systems will be on-line and operating by the end of 

calendar year 1986. It is recommended that the municipal 

court system be designed to interface with the new IBM 

4381 with interim manual hard copy interfacing until both 

systems are operational. Standard IBM communications 

protocol (SNA/SDLC) are presently envisioned for this 

system. 

The municipal court accounting department interacts 

with Other county agencies to run the court's payroll. 

acquire supplies from the county stores. make major 

purchases. and order print requests. minor and major work 

requests. direct claims for travel and expenditures. and 

EDP requests. The processing of these requests from the 

municipal court are batched into the current IBM 4341 for 

the payroll. purchasing. and general services 

departments. The systems being developed for the new IBM 

4381 will bring significant operational changes to the 

above agencies. The new municipal court system should 

have on-line capability to all of these agencies. 

The municipal court jury management function 

interfaces with the jury commissioner and the 

controller's office. The jury commissioner uses the same 

IBM 4341 computer used by the controller and also is a 

batch user. As noted in the jury management section of 

this report, an on-line interface between the jury 

commissioner and jury clerk will eliminate duplicative 
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data entry for both users. This communication 

should be established for the countyls new IBM 4381. 

The superior court. county clerk. district attorney. 

and sheriff's department have certain clerical functions 

automated in a multiple user system. This is an on-line 

system run on a DEC PDP 11/70 and a DEC PDP 11/34. The 

operating system for the DEC hardware is RSX 11-M. This 

system is being converted to the county8s new mainframe 

IBM 4381 also. The exact improvements and expansions of 

the present system and what the dates for operation are 

is not known at this time. Here. too. the municipal 

court should plan to interface with the new system. 

The California Department of Motor Vehicles has 

attempted to manage 15 different communications protocols 

to effect automated communications between itself and 

California courts and police agencies. The Department 

has realized the benefits that would result from on-line 

access to its files for the courts. and therefore is 

encouraging courts to establish on-line communications. 

The Department of Motor Vehicles presently operates IBM 

hardware under the standard Systems Network Architecture 

(SNA). The system supports both bi-synch and SDLC 

communications protocols. To establish this on-line 

communication the court will need a leased telephone line 

to DMV. 

The court communicates with a variety of information 

services and agencies to acquire and disseminate criminal 

identification and information. Much of this data 
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storage is overseen by the California Department of 

Justice. According to Mr. Fred Wynbrandt. Assistant 

Director at the Division of Law Enforcement of the 

Department of Justice. the best avenue of access to the 

DOJ information is through the existing CLETS network. 

Instead of using individual terminals. however. the court 

should establish a computer interface with CLETS. This 

would allow information to be extracted from CLETS and 

stored in the court's computer. Conversely. it would 

facilitate the automated transmission of criminal 

information from the court to CLETS. without requiring a 

clerk to re-key it into a CLETS terminal. To extract 

information from CLETS. the court would have to meet DOJ 

information dissemination guidelines. It is anticipated 

that these guidelines would be met simply by the use of 

the court system's transaction logging capability. 

another core requirement. to provide an audit trail. 

Each police agency in San Mateo County interacts 

with the municipal court. From each police jurisdiction 

citations are delivered and bail and bond deposited. 

Police are notified or subpoenaed to appear in court. 

cash statements are sent to police departments. and 

warrants are issued for execution. It would be 

impractical for the municipal court to attempt to develop 

a system that could interface with all county police 

agencies directly. but the necessary exchange of data can 

probably be accomplished through CLETS and the Police 

Information Network (PIN). 
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11. Data Inteqrity and Security. All automated subsystems 

must be designed with the capability of protecting the 

integrity of data and providing controlled access to 

information. Each subsystem must insure that only 

properly authorized persons have access to sensitive 

data. Security should be available on multiple levels, 

with different users having different abilities to add, 

change. and delete information from the system. Security 

must be adequate and sufficiently flexible to permit 

terminals to be placed in public areas for  inquiries into 

certain information as determined by the Court. Data 

integrity must be insured by adequate backup of court 

records and adequate safeguards against accidental user 

errors that would cause destruction of computerized 

records. 

A transaction log should be maintained for all 

updates (additions. changes. and deletions) to records. 

This transaction log will aid in tracing which users made 

which changes to information in the system. It will also 

serve as a means of recovering from syste'ra failures that 

destroy data in the computer files. When used in 

conjunction with a backup copy of a database. the 

transaction log can help rebuild the database to a 

current state. 

12. Automated Telephone Voice Response Unit. The overall 

automated court system should include an automated 
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telephone voice response unit. This unit would be 

capable of automatically answering telephone calls and 

interfacing with case files to provide instructions to 

the caller with a synthesized voice. The unit should be 

able to interface with the traffic and parking case 

processing subsystem, the jury management subsystem, and 

possibly the criminal case processing subsystem. The 

unit should be designed to receive input from a caller 

- via touchtone telephone keys. On the basis of this 

input. the unit should be able to look up appropriate 

case information and compose informative messages for 

voice response. 

Several specific requirements would have to be met 

by the voice response unit for traffic case handling. 

The unit should instruct the caller to punch in his 

citation number or case number, depending upon the stage 

of the case and what notice had been received from the 

court. Using this information. the unit should then 

interrogate the case files and inform the caller of his 

case status and his obligations at this point. The unit 

should be able to inform the caller of the amount of the 

bail. the deadline for paying the bail, and where and how 

to pay the bail. It should be able to alert the caller 

to mandatory court appearances, and explain where and 

when he is to appear. If the caller is eligible for 

traffic school, he should be so informed and given the 

necessary instructions. 
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The caller should also be advised if there is a warrant 

issued for his case. Other general instructions should 

be provided to the caller. such as how to plead not 

guilty. A desirable feature would be the ability to 

search the case index on the basis of the retrieved 

defendant's name to determine if there were other pending 

cases for the caller. If so. the case number and 

circumstances of these should be described to the caller 

as well. 

For parking cases. the caller should be informed of 

the location of the offense and the vehicle involved. 

The system should tell him the amount of the bail. the 

due date for payment. how to pay. and where to pay. He 

should also be advised of the procedures for contesting 

parking tickets. This information would include when and 

where to appear in court. 

In responding to all telephone calls. the automated 

unit should provide a means of connecting the caller with 

a clerk if necessary. This mechanism may be as simple as 

informing the caller of a different telephone number to 

be answered by a Clerk. OK as complex as transferring the 

call directly upon a touchtone-based request by the 

caller. The latter situation would probably require 

transferring the line to a hold status until the clerk 

was available. In general. the unit should be designed 

to provide as much information as possible to avoid the 

necessity of human interaction with the caller. However. 
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under no circumstances should the caller be made to feel 

that court personnel are inaccessible. 

A desirable extension of the automated telephone 

voice response unit would be the capability of 

automatically dialing violators to remind them of bail 

amounts and deadlines, and to serve as a first-line 

followup for failures to pay. While this extended 

feature would interface principally with the traffic and 

parking case processing subsystems. it may also be useful 

for fee and fine collection in criminal cases. 

Functioning in this capacity. the unit would work from a 

list of citation OK case numbers, would extract the 

pertinent information from the case KeCOKdS. and would 

automatically dial the telephone number. After 

establishing the identity of the person answering the 

telephone. perhaps through a designated touchtone entry, 

the unit would deliver a polite. informative message 

stating the information concerning the case. This would 

include the amount of the fee OK fine, and when and how 

to pay. Ideally, the unit should record some 

acknowledgment by the listener confirming his intention 

to meet the obligation. The presence OK absence of this 

acknowledgment should be recorded in the case record to 

serve as a basis for additional followup by court 

personnel. 
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13. Leqal Research Database Service. The system should 

include the capability of accessing a legal research 

database service. such as WESTLAW or LEXIS. These 

services can be cost effective in the savings of time 

required by law clerks and legal aids to research current 

legal issues and discover precedents. While minimally 

this capability could be implemented through a terminal 

and dial-up modem, it would be desirable to have the 

capability to extract retrieved information and store it 

in the court's computer for a limited time for further 

use. 

This system can help the court in several ways. The 

court presently lacks law clerks so the hours judges 

currently spend doing their own legal research can be 

reduced significantly. Also. there are hundreds if not 

thousands of decisions a year from California's appellate 

courts and thousands more from other states: a legal 

research system will assure the judges they are applying 

the most current appellate interpretation of the law. 

This system also allows the court to be sure that a case 

on which it or counsel are relying has not been reversed, 

modified. or interpreted differently. Substantial legal 

research time can be saved through use of this system. 
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111. MUNICIPAL COURT PROCEDURES AND REQUIREMENTS 

This chapter provides descriptions of the procedures in use in 

the San Mateo County Municipal Court as of November 1985. It is 

important to note that the procedures described are those in 

practice. not those necessarily recommended in procedures manuals 

f o r  courts. 

For each of the eight substantive areas described (criminal. 

civil. small claims. traffic, parking. case-related accounting. 

administrative accounting. and jury) the material appears in three 

formats. The first is a general caseflow overview setting out the 

scope of the area in one to three pages of flowchart. The second 

is a detailed flowchart of each major process of the area. 

Finally. a textual description of the area is provided. @ 
The symbols used in the detailed data flow diagram are 

illustrated and defined below: 

SQUARE 

External source or destination of 

data. This is normally a person or 

agency outside of the court's 

administrative structure. such as the 

attorneys in a case, the prosecutor. 

the county treasurer, etc. It may 

also be an entity within the courts 

(such as the trial judge) if that 

entity is external to the process 

being described. 
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ARROW 

ROUNDED 7 
RECTANGLE 

Data flow. A collection of data 

elements logically passing from one 

entity to another (i.e., from an 

external source to a process; from a 

process to a data store; from a data 

store to a process; etc.) Physically, 

a data flow is normally contained on a 

form OK is made up of data elements 

retrieved from a printed record, such 

as the docket book. However, a data 

flow may also be contained in a 

telephone call, a conversation over 

the counter, or the electronic 

transfer of data from a computer 

terminal. 

Process. A process is the 

manipulation of data. Physically, it 

may be a roomful of clerks updating 

dockets, a cashier assessing fees, or 

a computer program calculating 

statistics. 
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I RECTANGLE I 
1 I 

DIAMOND 0 

Data Store. A collection of data 

elements being stored. Physically. a 

data store may be the outside of a 

case jacket. a rotary card file. a 

file folder. a docket book. a computer 

file on tape or disk. or a table of 

values (e.g.. a fee schedule) stored 

in the memory of a clerk's brain. 

Decision. A representation of a 

question requiring a yes or no answer 

where the answer determines the 

procedure to be followed. 

Finally. a textual description of the management information 

system for the court is provided. including a discussion of 

Judicial Council reporting requirements. 
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(T) INITIATING 

CASE 

The DA files the complaint 
with the clerk. 

Verify the proper court and 
the signature. 

Obtain next case number 
from prenumbered file folder. 

File stamp with clerk's 
signature on original. 

File and endorse stamps with 
signature stamp on copies. 

Prepare papers to go into the 
case file folder, complaint, 
docket, face sheet, conditions 
of probationhotice of 
sentence and commitment. 

and in calendar book. 

on index. 

Enter appearance date on docket 

Extract information and enter 

Note: 
DA may file declaration 
(signed by DA or 
arresting officer) which 
allows clerk to 
automatically issue arrest 
warrant upon defendant's 
non-appearance . 
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HELD TO 
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_ .  

. -  

Courtroom clerk uses preliminary hearing 
examination form, and gives to judge 
who signs at that time (used by IO. 

form (used by C6S). 
Courtroom clerk prepares felony commitment 

Submit copy to superior court. 
Copy to jail. 
Copy to DA (with copy of complaint). 
Criminal clerk send: 
. contents of case file, . transmittal bond, . transfer form, 
. bail, 
. CII report to Superior court. 
Retain docket and case file folder. 
If cash bail or bond receive 
acknowledgment of receipt. 

Place transfer form in case file 
folder. 

Mote: 
When defendant pleads guilty to a 
felony, DA prepares order certifying 
defendant to superior court for 
sentencing. 

. . ~ . .  . . .  . . . . .  
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At to rney 

. .  

Rap Sheet \ 
/ 

copy of C Petition 
0 

Amended 
Abstract 

\ 

Signed 
Motion 

- & Order 
- 

Receive petition from defendant (or 
attorney) to have case dismissed 
for probation or within one year 
whichever is first. 

calendar date. 

agency, probation, DA. 

termination of probation). 

Type notice of petition showing 

Send copies to sheriff, police 

(Also may be a petition for early 

Enter on docket. 
Calendar on L,&M calendar. 
Request rap sheet from policy 
agency.(Mot in I) 

Submit petition (and rap sheet) to 
judge . 

If no objections from DA, court 
grants motion 

If vehicle code, send amended 
abstract to DW. 

If other than vehicle code, send 
CII report to DOJ through 
police agency. 

Calendar I Book 

I Case File 

Docket 
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CRIMINAL CASE PROCESSING 

1. Initiating the Case 

In criminal cases. the case is initiated when the district 

attorney or the arresting agency files a complaint against a 

defendant. The clerk receives the complaint and verifies it for 

the ,proper court and signature. She uses the next prenumbered 

case file folder to obtain the case number, checks the numbering 

stamp for correctness. file stamps the original. and signs it. 

She stamps copies with the file and endorsed stamps and with her 

signature stamp. 

The clerk then prepares the papers to go into the case file 

folder. She types defendant's name and the charge and custody 

information on each document including the complaint. docket. face 

sheet. and the form: conditions of probation. notice of sentence 

and commitment. She notes the arraignment date on the docket 

which is used to record all activity in the case. An affidavit 

for an arrest warrant may be filed by the district attorney at 

this time. If so. it is placed in the case file folder to use if 

it is needed. 

Index information is extracted from the complaint and entered 

into the EDP system. Names and case numbers of defendants who are 

in-custody are written on a steno pad and information entered into 

the index from this source. 

2. Preparing the Criminal Calendar 

The clerks obtain the names of cases scheduled from the 

calendar book and pull the case file folders. Calendars are typed 

according to priorities. e.g. all cases represented by a 
e 
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particular attorney will be calendared together. 

After typing, the clerk indicates the line number on the 
0 

docket and on the file; she separates the docket from the file and 

sorts the files and dockets according to calendar order. She 

photocopies the calendars and distributes them to the courtroom 

clerks, the district attorney, the probation department, the 

sheriff, and the branch manager and posts a calendar at the 

courtroom. 

3. Preparinq the Supplemental Calendar 

Sometimes a defendant will show up at the clerk's window for 

an unscheduled court date. This may happen when the defendant 

missed an appearance and voluntarily appears before being picked 

up on a bench warrant. It may also happen if an attorney wants to 

advance a case. The clerk pulls the case file folder and prepares 

a supplemental calendar, entering defendant's identification and 

charge. The supplemental calendar is photocopied and the calendar 
t 

and case file folder distributed to the court according to the 

criminal calendar procedures. 

4. Preparinq the In-Custody Calendar 

The clerk picks up the custody list from the sheriff's 

department, or from the jail in the northern branch, for traffic 

and criminal. She pulls the files of defendants with outstanding 

warrants. When typing the calendar, the clerk ignores the 

on-views until the district attorney files the complaint. At that 

time the clerk pulls files for the on-views and open criminal 

warrants. On-views must have all the forms typed (as in preparing 

the criminal calendar) that morning between the time of filing and 0 
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t h e  t i m e  t h e  c a l e n d a r s  need t o  be delivered. The c a l e n d a r s  a re  

d i s t r i b u t e d  i n  t h e  normal manner. 

5 .  Waiver 'of Arraignment  

0 

Appear ing  a t  t h e  c l e r k ' s  o f f i c e  i n  p e r s o n  t h e  a t t o r n e y  f o r  

d e f e n d a n t  may waive a r r a i g n m e n t  f o r  t h e  d e f e n d a n t .  The c le rk  

gives t h e  a t t o r n e y  a form t o  check t h e  plea.  She gives t h e  

a t t o r n e y  p r e t r i a l  and t r i a l  dates  and e n t e r s  t h e  dates i n  t h e  

c a l e n d a r  book. she v o i d s  t he  a r r a ignmen t  da t e ,  i f  n e c e s s a r y .  She 

e n t e r s  t he  waiver and t h e  dates on t h e  docke t  and f i l e s  the  waiver  

form i n  t h e  case f i l e  f o l d e r .  Copies  of t h e  waiver form are  

d i s t r i b u t e d  t o  t h e  d i s t r i c t  a t t o r n e y ,  t h e  d e f e n d a n t ' s  a t t o r n e y ,  

and t h e  cou.ctroom clerk.  

6 .  C e r t i f i c a t i o n  t o  J u v e n i l e  Cour t  

A t  any  s tage i n  t h e  p roceed ings .  it may be de te rmined  t h a t  a 0 
d e f e n d a n t  is a j u v e n i l e .  If t h i s  is  de te rmined  a t  a c o u r t  

appea rance ,  t he  cour t room c le rk  w i l l  n o t e  on t h e  docke t  and t h e  

f i l e  t h a t  d e f e n d a n t  is  a minor o r  she may prepare a c e r t i f i c a t i o n  

and o r d e r  and send  it  t o  t h e  c r i m i n a l  c lerk.  The c r i m i n a l  c lerk 

p u l l s  t h e  compla in t ,  prepares a t r a n s c r i p t  of t r a n s f e r ,  and s e n d s  

a l l  t o  j u v e n i l e  c o u r t .  

c o u r t  appea rance .  t h e  same p rocedure  is  f o l l o w e d  e x c e p t  t h a t  t h e  

c e r t i f i c a t i o n  and o r d e r  a re  p repa red  by the  c r i m i n a l .  n o t  t h e  

courtroom. c l e r k .  

7.  Orderincr and Payinq  t h e  I n t e r p r e t e r  

If minor s t a t u s  is  de te rmined  p r i o r  t o  t h e  

When t h e  judge  o r d e r s  a n  i n t e r p r e t e r  f o r  t h e  d e f e n d a n t ,  t he  

cour t room clterk n o t i f i e s  t h e  c r i m i n a l  c le rk  t h a t  a n  i n t e r p r e t e r  is 

needed by a t t a c h i n g  a n o t i f i c a t i o n  s l i p  t o  t h e  o u t s i d e  of t h e  case 0 
f i l e  f o l d e r .  The c r i m i n a l  c l e rk  c a l l s  t h e  i n t e r p r e t e r  f rom a l ist  
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of t h o s e  q u a l i f i e d .  The c le rk  types the o r d e r  of payment. 

i n c l u d i n g  case number. case t i t l e .  i n t e r p r e t e r ' s  name and t h e  da t e  
0 

of t h e  case. The i n t e r p r e t e r  r e p o r t s  t o  t he  c r i m i n a l  c o u n t e r  on 

t h e  day of t he  case and receives i n s t r u c t i o n s  from t h e  c r i m i n a l  

c lerk.  After c o u r t  t h e  i n t e r p r e t e r  r e p o r t s  back t o  s i g n  t h e  o r d e r  

of payment and t o  r e p o r t  time served and mileage. The c r i m i n a l  

c le rk  s e n d s  t he  o r d e r  of payment t o  t he  a c c o u n t i n g  depar tment  and 

places t h e  o r i g i n a l  i n  t h e  case f i l e  f o l d e r .  She e n t e r s  a l l  

a c t i o n s  on the  docke t .  

8 .  P r e p a r i n q  Warrant  

I f .  a t  any  s tage  of t h e  p roceed ings ,  a d e f e n d a n t  does  n o t  

appea r .  t h e  judge  may o r d e r  t h e  i s s u a n c e  of a bench w a r r a n t .  which 

t h e  courtoom c le rk  n o t e s  on the c o u r t  minu te s .  When c l e a r i n g  the 

c a l e n d a r .  t he  c r i m i n a l  c l e rk  n o t e s  t h a t  a bench w a r r a n t  has been 

o r d e r e d .  She gives t h e  f i l e  t o  t h e  bench w a r r a n t  clerk.  who checks 

t h e  minu tes  t o  see i f  p r o b a t i o n  h a s  been revoked.  She types  t he  

a f f i d a v i t  and s e n d s  a copy t o  t h e  judge  f o r  s i g n a t u r e .  She t h e n  

prepares t h e  bench w a r r a n t .  s e n d s  t o  t h e  judge  f o r  s i g n a t u r e  and 

s e n d s  t h e  o r i g i n a l  t o  t h e  p o l i c e  agency.  ( I f  d e f e n d a n t  is on b a i l  

bond i n s t e a d  of a cash b a i l ,  t h e  cour t room c le rk ,  n o t  t he  bench 

w a r r a n t  c le rk .  per forms these p r o c e d u r e s . )  If d e f e n d a n t  is  on 

s u p e r v i s e d  p r o b a t i o n  t h e  p r o b a t i o n  depar tment  p r e p a r e s  the  

a f f i d a v i t .  If b a i l  is  f o r f e i t e d .  n o t i f i c a t i o n  is  s e n t  t o  t he  

a c c o u n t i n g  depa r tmen t .  

If a vehicle code v i o l a t i o n  is invo lved  and d e f e n d a n t  has 

s i g n e d  a promise t o  appear. t h e  c l e r k  mails t h e  abs t r ac t  t o  DMV t o  

place a hold on t h e  d e f e n d a n t ' s  d r i v e r ' s  l i c e n s e .  If a n  a r r e s t  

w a r r a n t  is i s s u e d .  t h e  same basic  p r o c e d u r e s  are  fo l lowed  e x c e p t  
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t h a t  a n  a f f i d a v i t  may have been p r e p a r e d  and f i l e d  a t  t h e  t i m e  of 

f i l i n g  of t h e  compla in t .  The docke t  and t h e  case f i l e  f o l d e r  a re  

each f lagged  w i t h  a red d o t .  The case f i l e  f o l d e r  is placed on 

t h e  c l o s e d  f i l e  shelves u n t i l  the  d e f e n d a n t  is  arrested.  

To r e c a l l  a w a r r a n t ,  t h e  CLETS o p e r a t o r  e n t e r s  t h e  c a s e  

number, d e f e n d a n t ' s  name, da te  of b i r t h ,  t h e  da te  the  bench 

w a r r a n t  was s i g n e d  and the  amount of b a i l .  The c l e r k  receives a 

p r i n t o u t  which she places  i n  the c a s e  f i l e  f o l d e r .  Warrant  r e c a l l  

is  e n t e r e d  on t h e  diocket. 

9 .  B a i l  F o r f e i t u r e  

If d e f e n d a n t  has pos t ed  cash b a i l ,  t h e  c le rk  i n  t h e  c e n t r a l  

and s o u t h e r n  branchles s e n d s  t h e  c a s e  f i l e  t o  t h e  a c c o u n t i n g  

depa r tmen t .  I n  t h e  n o r t h e r n  b ranch  the c l e r k  f i l l s  o u t  a 

f o r f e i t u r e  sheet, e n t e r i n g  case number, d e f e n d a n t ' s  name, 

v i o l a t i o n  and i n d i c a t i n g  d i s b u r s e m e n t s .  She s e n d s  t h e  f o r f e i t u r e  

sheet t o  t h e  a c c o u n t i n g  depa r tmen t .  

If b a i l  is $100 o r  more t h e  c le rk  n o t i f i e s  the d e p o s i t o r  of 

f o r f e i t u r e .  If a p p l i c a b l e ,  a bench w a r r a n t  is  typed.  

If a s u r e t y  bond has been p o s t e d ,  t h e  judge  o r d e r s  t he  bond 

f o r f e i t e d  and o r d e r s  a bench w a r r a n t  i n  a new amount. The b a i l  

c l e rk  s e n d s  a n o t i c e  of d e f e n d a n t ' s  f a i l u r e  t o  appear t o  t h e  

bondsperson  and t o  the s u r e t y  company. She i n c l u d e s  on t h e  o r d e r ,  

the  date  of t h e  o r d e r  and t h e  da te  of t h e  n o t i c e .  The c l e r k  must 

n o t i f y  t h e  bondsperson  w i t h i n  30 days of the o r d e r  of f o r f e i t u r e  

or the  bond canno t  be f o r f e i t e d .  

The bondsperson  may f i l e  a mot ion  t o  se t  as ide,  motion f o r  

e x o n e r a t i o n  of bond, or  mot ion  t o  r e i n s t a t e  t h e  bond. The c lerk 

c a l e n d a r s  t h e  mot ion  on t h e  l a w  and motion c a l e n d a r .  If less t h a n  
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180 days the court may Order bond exonerated. If bond is ordered 

exonerated. the clerk enters exoneration in the surety bond book 

and on the docket. 

If bond is not exonerated and if it is 180 days or more from 

the date the forfeiture was ordered. the clerk sends a letter and 

the bond to the district attorney to commence summary judgment 

proceedings. She includes the date of bond forfeiture. notice to 

the surety company. and notice to the bondsperson. 

The clerk receives the Order to enter from the district 

attorney and submits it to the judge for signature. She then 

sends the order to the civil department. and enters the case 

number and date of entry of summary judgment in the bond book and 

on the docket. Summary judgment must be entered within 90 days 

after the 180 days following order of forfeiture or the bond will 

be exonerated. Notice of satisfaction of judgment. when received. 

is entered in the bond book and on the docket. 

10. Held to Answer in Superior Court 

At the preliminary hearing. a finding may be found that 

probable cause exists to believe that a felony has been committed 

and that the defendlant probably committed it. When this happens, 

a defendant is held to answer to superior court and a date for the 

continued appearance in superior Court is given. (If defendant is 

in custody the new date must be within 21 days.) 

The district attorney prepares the order transferring the 

defendant to superior court and gives it to the courtroom clerk 

who prepares the felony commitment form. and submits a copy to the 

superior court. a copy to the jail. and. along with a copy of the 

complaint. a copy to the district attorney. In the northern 
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branch .  i n s t e a d  of t h e  f e l o n y  commitment form,  t h e  cour t room clerk 

u t i l i z e s  a p r e l i m i n a r y  h e a r i n g  examina t ion  form t h a t  she gives t o  

t h e  judge  f o r  s i g n a t u r e .  

0 

The cour t room c l e rk  r e t u r n s  t h e  case f i l e  f o l d e r  t o  t h e  

mun ic ipa l  c o u r t  c r i m i n a l  c le rk  who s e n d s  i t s  c o n t e n t s  a l o n g  w i t h  

t h e  t r a n s m i t t a l  bond, t he  t r a n s f e r  form. b a i l .  and a C I I  r e p o r t  t o  

t h e  s u p e r i o r  c o u r t .  If b a i l  was cash. e n t r y  is made t o  the docke t  

a s  a re  o t h e r  a p p r o p r i a t e  e n t r i e s .  The s u p e r i o r  c o u r t  c r i m i n a l  

c l e rk  r e t u r n s  t h e  t r a n s f e r  form w i t h  the new case number. The 

mun ic ipa l  c r i m i n a l  c le rk  e n t e r s  t h e  i n f o r m a t i o n  on the  docke t  and 

places the  t r a n s f e r  form i n  t h e  case f i l e  f o l d e r .  

11. S e n t e n c i n q  o r  O t h e r  D i s p o s i t i o n  

The c o u r t  imposes s e n t e n c e ,  o r d e r s  d e f e n d a n t  t o  make 

r e s t i t u t i o n .  pay a f i n e ,  o r  o r d e r s  a n o t h e r  k ind  of d i s p o s i t i o n .  

The d e f e n d a n t  comes i n  p e r s o n  t o  t he  c r i m i n a l  c o u n t e r .  The c le rk  

reviews t h e  d i s p o s i t i o n  terms marked on t h e  form w i t h  the  

d e f e n d a n t :  t h e y  d i s c u s s  the terms and she gives a copy t o  the 

d e f e n d a n t .  

If t h e  d e f e n d a n t  is  s e n t e n c e d  t o  j a i l ,  t h e  c le rk  s e n d s  t h e  

o r i g i n a l  form t o  t h e  j a i l .  For  a d e f e n d a n t  on s u p e r v i s e d  

p r o b a t i o n  t h e  c le rk  w i l l  receive a n  o r d e r  a d m i t t i n g  t h e  d e f e n d a n t  

t o  s u p e r v i s e d  p r o b a t i o n  from t h e  p r o b a t i o n  depa r tmen t .  Copies  of 

t h e  d i s p o s i t i o n  form and PSW form a re  s e n t  t o  t he  p r o b a t i o n  

depa r tmen t .  Upon t h e  d e f e n d a n t ' s  s u c c e s s f u l  comple t ion  of 

p r o b a t i o n  t h e  p r o b a t i o n  depar tment  w i l l  f o rward  v e r i f i c a t i o n  of 

comple t ion .  

If the  d e f e n d a n t  w a s  c o n v i c t e d  of a DUI .  has a p r i o r  o f f e n s e .  

and is  a s s i g n e d  t o  a r e s p o n s i b l e  d r i n k i n g - d r i v i n g  program. the 
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clerk completes the abstract and forwards to DMV. 

If the defendant is ordered to attend first offender 
0 

drinking-driving program, the clerk enters in the binder: proof 

of defendant's registration within 14 days, proof of enrollment 

within 60 days, and proof of completion within 120 days. After 

January 1, 1986 the defendant will be required to provide proof of 

completion only. 

If restitution is ordered, the defendant is ordered to bring 

proof of restitution. If proof is not made, a bench warrant is 

issued, and if traffic-related, a license restriction entered. 

12. Clearinq the Calendar 

After the court proceedings, the courtroom clerk returns the 

case file folders accompanied by the court calendar to the 

0 criminal desk. In cases requiring probation OK diversion, the 

case file folder is sent to the probation department and forwarded 

from there to the criminal clerks. From the court calendar or the 

docket the calendar clearing clerk extracts information including 

the case name and number, next court appearance date, the charge, 

and notation that an interpreter is needed and enters it on the 

appropriate date in the calendar book. She notes on the docket 

that the case has been calendared. Case information is then sent 

to the interpreter, if applicable. The clerk notifies the private 

defender of appointment, if applicable, by sending a copy of the 

court calendar. 

Tallies are made for judicial council reporting. These 

tallies include 1538.5 motions, number of juries, pre-trial 

settlement conference, appearances on bench warrants, guilty 

pleas, guilty verdicts, probation hearings, arraignments, and 
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dispositions by jury and court trials. 

13. Preparinq Appeals 
0 

The clerk receives a notice of appeal from the appellant. She 

sends a "notice of notice of filing appeal" to the reporter and a 

copy to the district attorney. Within 15 days she receives a 

statement on appeal from appellant requesting case-related 

documents. She notifies appellant of costs for reporter's 

transcript: after receiving the fee. she notifies the reporter who 

delivers the transcript within 20 days. Parties have 15 days to 

request changes. If corrections are needed she calendars a 

hearing. When the transcript is complete she submits the papers. 

transcript. and two certified copies of the docket to the superior 

court. She retains the original docket. case file folder, and any 

papers not requested on appeal.. After appeal has been taken she 

receives the remanded case with instructions from the appellate 

cour t . 
14. Petition and Order 

Defendant or defendant's attorney may file a motion to dismiss 

the case after sentencing. This may be filed after the completion 

of probation or after one year. whichever comes first. Defendant 

may also petition for early termination of probation. 

The clerk types the notice of petition and sends copies to the 

sheriff. police agency. probation department. and district 

attorney. The clerk dockets and calendars the motion on the law 

and motion calendar: in the southern branch it is heard ex parte. 

The clerk requests the rap sheet from the police agency. which she 

submits to the judge along with the petition. If the district 

attorney has no objections. the motion is granted and the file 

0 
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returned to the clerk's office to follow the normal calendar 

clearing process. 
0 

If traffic related, an amended abstract is sent to DMV: if not 

traffic related, the CII .is sent to the police agency which, in 

turn, forwards it to the Department of Justice. 

15. Automated System Requirements 

Criminal case processing will utilize all the core 

requirements of the case management/processing subsystem. The 

on-line system must be accessible in the courtroom, the judge's 

-chambers, the courtroom clerks' offices and the criminal clerk's 

office. Criminal histories should be able to be called up and, at 

minimum. should include prior convictions and disposition dates. 

The system also should interface with available networks f o r  a 

statewide history. Docket and minute entries must be able to be 

entered during the court proceedings. 
0 

The district attorney's office presently has an automated 

index capability. Criminal case processing should interface with 

the district attorney's system at. or prior to, what is now case 

initiation at the municipal court clerk's office. Through this 

interface, defendant's name and charge information, entered at the 

district attorney's office should be able to be pulled up on the 

municipal court clerk's screen at case initiation. The criminal 

clerk would enter the date of filing and the case number. 

Thereafter, the district attorney's office would have an inquiry 

capability to the court's record. 

The automated system must also interface with the sheriff and 

0 the jail. Lists of in-custody defendants that are now transmitted 

manually to the court would be able to be pulled up on the screen 

I I I -A-  10 



for calendar preparation. The sheriff's department would also be 

able to provide a defendant's status report, including arraignment 

date, for all defendants released on their own recognizance. 

After court proceedings. defendants who have been sentenced to 

jail would have their commitment automatically transmitted to the 

jail. 

The criminal automated system must also interface with the 

probation department. The court should be able to access status 

reports and information such as whether a PSI on a particular 

defendant is being prepared for another judge. The court should 

also be able to transmit information such as conditions of 

probation to the department. The probation department is 

presently on the county mainframe and is in the process of 

switching over to the IBM system 4381. As with other county 

agencies, the court's interface withe probation department will be 

through the county's mainframe. 

The private defender's program does not presently have an 

automated system although the program is in the process of 

negotiating for a system. If the system is on the county 

mainframe the courts interface will be similar to the interface 

with Other county agencies. Until the program does develop an 

automated capability the couxt's system must be capable of 

generating printed notices such as the appointment of the private 

defender to a particular case. 

The O.R. project of the bar association must also interface 

with the court in a manner similar to other county agencies. 

Calendaring information that is now received from the sheriff's 

I I I -A-  11 



. .  

department should be communicated directly from the court to the 

O . R .  project. 

An interface with the superior court is also necessary. This 

interface occurs in certifying cases on appeal. in felony 

commitments. and (where the defendant is found to be a minor) in 

certifying the case to juvenile court. 

The criminal department must also interface with other areas 

of the municipal court. The accounting department must receive 

fee and trust information as well as notice of bail forfeitures. 

The civil department must enter summary judgment in bail 

forfeitures. 

The criminal clerk's subsystem must include an index 

capability that identifies defendant by AKA (or alias) as well as 

by name given at arrest. 0 
The case tracking function must be able to identify specific 

situations and deadlines. The system must be able to identify 

defendants who are in custody and must track the statutory dates 

required for charging and for speedy trial. The case tracking 

system must also accommodate the bail forfeiture procedures where 

dates must be monitored to assure that the entry of forfeiture and 

the sending of appropriate notices occur seasonably. It must also 

track the issuance and timely recall of warrants. 

Besides an attorney registration function. the case tracking 

function should provide for a peace officer registration function 

which would calendar and track peace officer witness apppearances 

to avoid scheduling conflicts. It should also provide for an 

interpreter registration function which would schedule qualified 

interpreters for courtroom service. 

111-A-12 



Calendaring information should be able to be entered by the 

various calendar clerks and pulled up, and updated if necessary, 

by the courtroom clerks either in their offices or in the 

0 

courtroom. "Inquiry only" capability is necessary for public 

access to the calendar. Additionally, capability to generate a 

printed calendar must be retained in order to distribute the 

calendar to necessary persons who do not have an automated system. 
e 
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a Higher 
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Assignment 
of 

Judgments 
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Renewal of 
Judgment /Entry Enforcement 
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of Sister State' of 
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- 

Claim of Yes NO 
of Judgment ! Exemption 
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Plain tif Summons and 

Attorney Issued Summons 
or 

i copy of 
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Clerk receives complaint and 
summons from plaintiff or 
plaintiff's attorney. 

Obtain case number from pre- 
printed case file folder. 

Check documents for accuracy. 
Stamp case number on summons 

Write case name on case file 

Stamp copies: endorsed/filed. 
Return issued summons to 
plaintiff (do not retain a 
copy of summons). 

Create register of actions 
for case. 

Enter date, name of case, name 
and address of attorneys, 
whether party is appearing 
in pro E. 

and complaint. 

folder. 

Place papers in case file folder. 
Extract information from complaint 
for index entry: 
plaintiff's name, 
case number, 
date of filing, 
defendant's name. 

Case File Folder 

Register of Actions 

Index 

.. 
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- .  ~ . . . . .  . .  

. .  

- 
Judge 

COLLECTING (T) 

Application 

.-.._I 

. . .  

Waiver 
Application 

Order 
Granting 

I or Denying 

'Plaintif# Notice to 

ItEErney f Order 
Pay or 

Granting 
Waiver 

...... . 

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

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

.... ..... 

-. . ___ ...... 
......... 

. . . .  

Receive filing fee at time of 

Issue register receipt, if necessary. 
Enter on register of actions. 

filing of complaint. 

File application for fee waiver from 

Return stamped copy to plaintiff. 
Submit application to judge. 

plaintiff. 

waiver 

Send notice to party; party has ten 

Case proceeds in normal manner. 
days to pay fee. 

0 waiver 

Case proceeds in normal manner. 

Note: 
If judge does not sign order 
within five days, waiver is 
automatically granted. 

. .  

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

Folder 

Register 
of Actions 
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. . . . . .  
. .....d 

- 
Register of 
Act ions 

Trust Sheet 
(accounting) 

! 

ccountin Trust Lis 1 1  I L Transmittal ' List 

. . . . . . . . . .  

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

- ............ 
_. -. __ - . - . 

. - - ....... __ . 
. . . . . .  .... 

. . . . .  
. . .  

CORRECTING 
OVERPAYMENTS/ 
FUNDS II TRUST 

Receive overpayment (from party) of 

Hake appropriate entries on register 

Enter in calendar book-40 day 

Hake notation of overpayment on 
pleading and on receipt. 
Enter information on trust list for 
deposit into trust. 

Submit list to accounting. 
Receive periodical update from 

more than $5. 

of actions. 

notation. 

accounting of amounts in trust that 
have not been released. 

f bnds . 
Type transmittal list for release of 

Send to accounting 
Enter on register of actions. 

Note: 
(S)Overpayment not placed in trust. 
Photocopy check. 
Give receipt, noting fees and 
overpayment. 
Hark in calendar book and on 
register of actions. 
Notify accounting to refund 
after six weeks. 

..... 

Case File 
Folder 
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. .  

Plaintiff Request -G ;:f::r 

. . . . .  

. . .  

Receive request to enter default from 

Check file for defendant's response. 
plaintiff (on judicial council form). 

lo Response 

Defendant 
by 

Review original summons for proof of 
service, date, time, place, city, 
personal, whether subserved. 

If subserved, whether due diligence 
including three dates, address, 
date, time, mailing date. 

Review non-military status. 
Calculate expiration. 
Five days for unlawful detainer 

Thirty days regular 
(subserved-additional 10 days). 

(subserved-additional 10 days. 

I 

.. ....... 
~. 

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

. . . . .  * .... *_ . - . 

. .  ._ . - - . . .  
... 

0 

. . '  

- .  

_ _  . _  

_ _  _ - *  - 
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P Yes > 
b 

Yes 

V 

Judge Judgment < for 
Signature 

Approved 
Judgment 

i 

1 

1 

No I 

Review for principal, attorneys fee, 

Review copy of contract for attorney's 
interest, cost. 

fees . 
contract rate. 

Review for CCP 1031 declaration if 
$1500 or less. 

Calculate award. 
Judge approves attorneys fees 

that exceed court schedule. 
Judge approves cost. 
Enter default judgment in register 

Calculate interest at legal limit or 

of actions. 

7 

I 

Plaint if! Request for 
Hearing 
Declaration ' 
Proposed 
Judgment 

Judge Proposed 
Judgment 

Signed 
Judgment 

- of 

r 

< 
> 

L/ 

Receive request for default hearing 
by court or written declaration in 
support of proposed judgment. 

Calendar hearing, if necessary. 
Submit to judge for decision. 
Judge signs and returns. 

Returns to clerk for more information. 
File, enter on register of actions. 

(or) 

Law and 
Motion 

1 Judgment { , 

- - -  
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. .  . _ .  . . . 
. .  . .  

ef endan Answer, 

Attorne 
1 or 1 Fee 

< -PiPC? 
Receipts 

. . .  

- . . .. - . . . 

.. . . .. -. 

__ . -- . . .. . 

APPEARANCE 3 - 
Clerk receives answer (or other first 

Review for accuracy. 
File stamp as in initiating the case. 
Collect fee as in collecting the fee. 
Enter information on register of actions, 
Issue summons (as in initiating the 
case) if defendant files cross 
complaint. 

paper) from defendant. 

Give copies to defendant. 
If first paper is a motion, give 
hearing date to defendant. 

. Enter on register of actions. 

. Enter in calendar book. 

Case File 
Folder 

Register 
of Actions. 

Calendar 
Book 
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ward. Arbitrator A 
I I Fee State- 

n 

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

Parties r 
I 

Notice of 
Entry of 
Judgment 

Fees 
Dept . 

ransmittal 
for Release 
of Fees in 

Trust 

Arb. Blue 
Claim for 
Signature 

Signed Claix 

Party o 
Partie 

Arb. Award/ 
Request for 
Trial de no1 

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

. 

. i__. . 

....... __ - . . .  

PROCEDURES 

ARBITRATION 

Receive award from arbitrator. 
Hail copies to parties. 
Hold for 30 days before acting. 

(time for parties to reject). 
File arbitrator's fee statement. 
Release arbitrator's fee from trust 

(or) 
Type blue claim for judge and 

(per trust procedures 1. 

accounting to sign, if court 
ordered. 

After 30 days, enter judgment. 
Send notice of entry of judgment to 

(or) 
parties. 

Parties 
Rej ec t 
Award 

(or) 
Receive notice of rejection and request 

for trial de novo within 30 day 
period. 

Calendar trial. 
Enter in register of actions. 

. . .  . .  

Case File 
Folder 

Register of 
Actions 

~- 

Calendar 
Book 

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

. .  
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SETTING (T) 

Parties 

. . _  I 

Notice of < Conference 
or Trial 

Moving Memo to 
Party Set 

Jury Fees 

Judge Change of n Date 4 -  4 

Receive notice of trial date Case File 
change from judge. Folder 

Receive written verification from 
administrator's office. 

Send notice to parties (telephone Register of 
-1 

\1/ 
Receive memorandum to set from moving 

Enter on register of actions. 
Pull case file folder, place in case 

Review file for answer, cross 

Log on civil active list. 
Set pre-trial conference (arbitra- 
tion or pre-jury, if applicable). 

(or) 
Set short cause trial date - 112 day. 
Receive jury fees, if applicable, 

Enter dates in calendar book. 
Transmit jury fees to trust 

If jury fees not paid, reset trial 

(or) 

party. 

file folder. 

complaint. 

($400 per day). 

(accounting). 

date. 

other party can pay (due 14 days 
before trial). 

Issue receipts to movant (or fee 
payor). 

Copies to accounting. 
Copies to case file folder. 
Notation of receipt of monies on 

register of action. 

notice if time is short). 
Enter new date on register of 
actions and in calendar book. 

dminist 
rator 

of Change 

1 , 

Case File 
Folder 

Actions 

Calendar 
Book 

Register of 
Act ions 

Civil Active 
List 

Calendar 
Book 
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Clerks Register 01 
Actions 

Obtain scheduled cases from calendar 

Pull case file folders and registerd 

Type minute sheet: case title, case 

book. 

actions. 

number, date, time, type of hearing 
judge, attorneys, parties. 

Put cases in order. 
Type calendar for each courtroom: 
dept., judge, date, time, types 
of cases, case number, attorneys, 
title of actions. 

Photocopy calendars. 
Distribute calendars to courtroom 
clerks along with case file 
folders. 

calendars at the clerks office. 

for the law and motion calendar. 

Retain some copies of the 

The same procedures are followed 

. 

Case File 
Folder 

I 

Register of 
Actions 

Calendar 

Calendar 

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

. . . .. - . 
. . - .. __. . . . . . . . .  
. . . . .. . . . 

.- . - . . . .. 
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SUBPOENAS (3 PEACE OFFICERS 

J, 

Fee In 
Dept . Trust 

Transmit tal 
to Release 

Officer r 
0 -  

I 

Receive and review subpeona. 
Collect fee. 
Send to trust (accounting) 
per normal procedures). 

Issue subpoena. 
Enter on register of actions. 

Statement - 1 Receive fee statement from Transmittal to accounting for 

Enter on register of actions. 

officer. 

release of fee. 

Case File 
Folder 

Register of 
Actions 

. . . .  . . . . .  

. . . .  
.. -_ ...... 

. ....... 

. . . .  - . . .  .- ... 
. .  - .- . _. ..... . 

- -  
. . . . . . . .  . 

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

. .  . .  

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

. .  

Trust List E l  
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0 

0 

ARE ITRATIObl 
PROCEDURES 

Receive request and fee. 
Place f ee  i n  trust according t o  

Calendar hearing before judge 
trust procedures. 

(prearb i t ra t ion)  . 
(Slcalendar only i f  t r i a l  s e t t i n g  

ind ica tes  tr ial  of more than 
four  hours. 

Obtain names of three a r b i t r a t o r s  
from superior  court .  

blotify p a r t i e s  of names. 
Type forms and order.  
Receive one r e j ec t ion  from each par ty .  
Select  one a r b i t r a t o r  i f  two names 

Type a r b i t r a t i o n  packet: cover let ter 

Receive consent t o  appointment from 

Place i n  case f i l e  fo lder .  
Enter i n  r e g i s t e r  of ac t ions .  

remain. 

case information, appointment. 

a r b i t r a t o r .  

Note: 
Arbi t ra tor  n o t i f i e s  p a r t i e s  of 
da t e  except court  w i l l  provide 
space, i f  necessary. 
I f  so, 
confirm space a t  superior  court  
send not ice  of room f o r  
a r b i t r a t i o n  t o  parties and 
t o  a r b i t r a t o r .  

Court 
Orders 

Arbi t ra t ion 

10 not  c o l l e c t  fee .  - ._  

?ollow a l l  o ther  procedures, above. 
:ounty pays f o r  a r b i t r a t o r .  

Case F i l e  
Folder 

Regis ter  of 
Act ions 

1 

Book i 
r 

Calendar 

i 
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W I N G  A 
RECORD OF 

Notice of 
..... 

1 - I 

. 
Courtroom clerk: 
Write decisions, exhibits, motions, 
on minute sheets; 
file folder. 
Also enter information on typed 
calendar. 

Civil clerk: 
Take information from minute sheets. 
Enter on register of actions. 

place in case 

After proceedings, (if case submitted) 
Courtroom clerk: 

Type decision of court. 
Send to civil department. 
Send to parties. 
Prepare certificate of 
mailing. 

Note: 
Typed calendar stored; 
information extracted 
monthly for judicial tally. 

Case File 
Folder 

-i----- 
Register of 
Actions 

Minute Sheets t 
I 
I 
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- 
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Case File 
Folder 

Register of 
Actions 

e Calendar 
Book 

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

- 
Judge < Motion and 

Order for 
Signature 

(This may also be an ex parte - 
order without a motion or may 
be a stipulation). 

Submit the motion and order to the 
judge for signature if ex parte 

Calendar and collect hearing fee if 

, 

or stipulated. 

on motion. 

Order 
. 

Other Transmittal 
Court Documents < and Case 

copy of ). 
Transmittal 
Sheet 

n 
IDefendar Fi;ml 1 

Appearance 

Certify a copy of the order trans- 
ferring the case, two copies of the 
transmittal sheet (register of 
actions). 

Receive transmittal fee and new 
court's filing fee. 

Send to other court with all 
documents. 

Retain register of actions, G r i g i n a l  
o r d e r ,  and case  f i l e  f o l d e r .  

Receive one copy of transmittal 
sheet from the other court with 
the new court's case number. 

register of actions. 

case file folder. 

Enter the case number on the 

Place transmittal sheet in the 

Note: 
Every time a case is transferred 
from one court to another whether 
called transfer or certification, 
or by appeal, the same basic 
procedures are followed (except 
that for appeals only requested 
documents are sent to the other 
court). The register of actions 
(or docket in criminal proceedings) 
is photocopied and used as a 
transmittal or transfer document. 

I 
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mailing t o  both parties.  
Enter on r e g i s t e r  of act ions.  
Place papers i n  case f i l e  fo lder .  

Judgment 

Judge Judg. f o r  
signatiir- . 

Judgc \ 
' Signed 

............. 
. .  .A ....... 
. . __ . . - 
.. .... - . . . .  . .  

Enter i n  register of ac t ion .  
Place papers i n  case f i l e  fo lde r ,  

(No not ices  needed t o  parties). 
as above. 

..... _ _  - - ........ 
. . . . . . . . . . . .  

. . . . . . . . . . . .  
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WOTIOAl FOR 
NEW TRIAL 

Receive request for new trial from 

File stamp. 
Receive fee. 
Enter on register of actions. 
Receive opposition papers. 
Hold motion for statutory time for 

moving party. 

opposition, even if no opposition 
filed. 

(trial judge may grant, order a 
hearing, ask for more information, 
or deny the motion.) 

trial. 

Submit motion to trial judge. 

Prepare notices for hearing or new 

Send to parties. 
Calendar new dates. 

Case File 
Folder li.j 
Register of 
Act ions 

Calendar 

Trial Date 

Opposing opposition), 

of . 
HearingINew 
Trial Date 

Trial Motion and 
Judge Order 

Party Papers 

r 

Order I I 

. ... 
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APPEALS TO A 

Reporter Reporter * s 

kppellat$ Decision, 
Remand I I 
1.. 

Parties Notice 

. .  

Receive notice of appeal from 

Within ten days, receive fees. 
Receive request for transcript. 
Enter in register of actions. 
Record in book of appeals: 

appellant. 

case title, case number, trial 
judge, trial date. 

Send notice to respondent. 
Send informal notice of appeal to 

Place notice in case file folder. 
Type list of-requested pleadings. 
If appellant requests reporter's 
transcript, notify reporter for 
estimate. 

to make fee payable to reporter 
(in care of the court). 

After receipt of fee, forward to 
reporter with notice to submit 
transcript within 20 days. 

Notify parties of completion of 
transcript . 

Receive request for correction of 
transcript. 

Corrections are made by stipulation. 
Certify case to appellate (usually 

See "Transfering Case to Another 

trial judge. 

After receipt, notify appellant 

superior) court. 

Court" for transmittal procedures. 

Proce ures 
After (Z) 
.L 
Receive cover letter, transmittal, 
memo of decision; remittitur or 
remand, if applicable. 

Send notice of filing of remittitur 
to all parties. 

Receive photocopy of decision (after 
superior court waits 18 days for 
appeal). 

Place in case file folder. 
Enter in register of actionsr, 

Appeal Book : outcome, date, 
decision. 

Case File 
Folder 

I 

Register of 
Actions 

Book of 
Appeals 

-I 

... ..- . 

. .. . .- .. . - . . . . . 
. .  
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IAssignee 1 Assignment 

U 

ASS I G ~ B N T  

JUDGHEKCS 

Receive assignment of judgments from 
assignee. 

On register of actions: 
enter assignment; 
write "assigned to" 
assignee becomes new 
plaintiff on 
register of actions 

Mote: 

A new index entry is not made 
in lJ and C; 
S enters assignment in 
index. 

Place assignment in case file 
folder. 

. . . . .  

.. - . . . . . . . .  

. - . .. -. .. 

.- __ - -_ ... 
. . . . . . . .  

. -. 

~ 

. . .  ._ .... . .  . .  

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

. . .  

. .  . .  

. .  
. . . .  . .  . . .  

. . . . .  

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

... . . . . . . .  . .~.. . . . . . . . .  

. .  . . . . .  . .  . .  111-B-FC-1 7 - . .  
. .  . .  

Case File 
Folder I 
Register 
of Actions 



0 
SISTER STATE 

I 
Issue new case number. 
Place papers in case file folder. 
Enter information on register of 
actions. 

case initiation. 
Index using same procedures as in 

Enter judgment. 
Issue notice of 

(or) 
entry of renewal of judgment 

entry of sister state 
judgment . 

. .  
. . _  

. 
. .  - .  
- .. . . -. . . . 
. -  . _ _  
. . - . . . . . 

Register of 
Actions 
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0 

Wamo of 
costs 4 

I 

. . .  

1 Iaaued Writ 

0 

Abstract ,,,.q Fee 
I 

I< - -  - Issued 
* Abstract 

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

. .  1 ,  . . .  . -  . 
__ .- .- . . . . . . .  
. . . . . . . . .  

e . . . . .  

. . . .  
- . 

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

judgment creditor. 
Review memorandum of costs against 
register of actions. 

Assure that debtor is aware of any 
of any additional costs. 

File memorandum. 
Enter on register of actions. 

Review writ by reviewing register of 

If no writ issued for: 
act ions. 

same county, same case, same 
plaintiff, same defendant, writ 
will issue. 

Collect fee, signature, seal, date 
writ. 

Do not retain copies. 
Return to judgment creditor. 
Enter on register of actions. 

Review abstract against register of 

If complete, collect fee, sign, seal 

Return to judgment creditor. 

Enter on register of actions. 

actions . 
date abstract. 

Do not retain copies. 

Receive memorandum of costs from - 

\>- Installment 

.. v . . . . . . . . . . .  
. . . . . . . . .  I - - .  

I 

Case File 
Folder 

- 
Register of 
Act ions 

.. . 

.. 

. .  
. . . .  . .  .... ._ .. .- ......... -. . . .  + 

. . . . . . .  . .  . 

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

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

. .  . . _. - . ,  

Stipulation 

Declaration’ 
of Default 

Creditor 
Receive stipulation for installment 

Submit to judge for signature. 
Send certified copy of stipulation 

payments and fee.. 

to DHV for release of 
license hold, if applicable. 

Defaults 

i( zzided 

I DPN I Abstract I 
Receive declaration of default and 

1 Abstract I No%; DHV for stop on drivers 
license. 
if cause of action is result of 
vehicle code violation where 
damages are greater than $500. 

Enter on register of actions. 

. 
. . . . . . . . .  

.. . . . ~  
.... ._ ..... 
....... - - _. . .  

. .  - .._ .. 
........... 
. . . . . . .  

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

. .  . . .  
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'0 

udgment Declaration E< redi tor OEX 
Notice 

Notice 

EMFORCEnEMT OF 
JUDGMENTS 

Orders for 
Signature 

Orders 

U 

. . .  . 
. . -. . -. . - . 
. .. . . _ _  . .. 

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

Receive declaration and order of 

Enter on register of actions. 
Submit to judge for signature. 
OEX issued, copy to case file. 
Note on register of actions, 

Receive proof of service. 
Enter service in calendar book. 
If not served by hearing date, 

examination. 

calendar book. 

do not type calendar. 

Defendant 0 
Issue OSC. 
Receive OSC from judgment creditor. 
Submit to judge, issue. 
Note on register of actions, calendar 

Place copies in case file folders. 
book. 0 ef endan t 

Issue bench warrant to plaintiff 
(plaintiff gives to sheriff): 
Follow normal bench warrant procedure 

Folder 

r I 

egister of 
ctions 

I I 

ri alendar 
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. .. 

Register of 
Actions 

. .  

Receive notice of opposition and 

. . -  

). 

Judgment Notice Qf 

q u e s t  for 
h e a r i n g  
copy of 
Order 

Creditor Opp. ti Re-- )' 

Receive claim of exemption form 
submitted by judgment debtor 
through sheriff. 

Enter on register of actions. 

judgment creditor. 
Calendar hearing. 
Place papers in case file folder. 
Enter on register of actions. 
After hearing, courtroom clerk 
prepare order, to judge for 
signature. 

to sheriff. 
Send copies to parties and 

111-B-FC-22 . 
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Folder 



. . . .  

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

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

- .-I. - , 

.... . . . . . .  

SATISFACTION 

udgmen t 
Credi to 

1 
DPlV Original 

Certificate < 
1 

. .  

... . ,  

n 
Judgment Notice of . 
Creditor Satisfac- 

.- 

. ._ . 

Receive certificate of unsatisfied 

Verify date of judgment and elapse 
judgment from creditor. 

of appeal time: 
90 days if no entry of judgment 
30 days if entry was made 

Review amounts. 
Collect fee. 
Date, seal, sign certificate. 
Place copy of certificate in case 

Enter on register of actions. 
"Highlight" with yellow pen. 
Send certificate and certified 
copy of judgment to DWV, 
if applicable. 

file folder. 

Receive notice of satisfaction from 

Enter on register of actions. 
Place in case file folder. 
Notify DWV, to release 

creditor. 

license hold, if applicable. 

Case File 
Folder 

Register 
of Actions 

. . . .  . . .  __. .- ___. . . .  
__.. ~ 

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

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

. _. __ ... . . . . . . . . .  . .  T . - --. 
. . . . . . .  . .  . . .  

. . .  .~ . . -  

. . . .  . . .  . . . . . . . . . . . . . . . .  . . .  
... .~ . . . . . . . . .  . . .  

. .  ._ . . . . . . . . . .  
. -. . . . .  . .  

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

. . . .  . . .  .. - .... .- . : p .. 
. . . . . . .  - ........ -. . .  
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PURGING 
FILES 

Purged 
Service Documents 

U 
Ten years from date of judgment or 
date of last installment payment 
or date of filing (if no judgment), 
or date minor reaches majority: 

. Review register of actions and 
case files. 
(range of cases within pertinent 
dates). 

outstanding do not purge. 
. If still active or bench warrant 

. Place on exception list. . Place nonactive cases on destruction 
Branch managers: . Review destruction list . Approve . Prepare work order for General 
. Send box of files to General 

list. 

Services (f o m )  

Services. 

.......... - 

. . . . . .  
.. - . 

_ _  
...... -.- . . . . . .  

- .... 

Case File 
Folder 

Register 
of Act ions 
I 

I 
I Destruction 

List 

Exception 
List 
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CIVIL CASE PROCESSING 

1. Initiating the Case 

The plaintiff or plaintiff's attorney intitates the case by 

filing a summons and complaint with the clerk's office. The clerk 

receives the complaint and summons from the plaintiff. She 

obtains the case number from the next pre-numbered case file 

folder. checks the documents for accuracy. and stamps the case 

number on the summons and complaint. She stamps endorsed/filed on 

copies of the complaint and returns the issued summons to 

plaintiff. No copy of the summons is retained. (The plaintiff 

must serve the summons and complaint on the defendant: if not 

served the case will remain inactive. The clerk does not review 

these complaints to determine whether a case should be dismissed.) 

The Clerk writes the case name on the case file folder. She 0 
creates a register of actions for the case and places papers in 

the case file folder. The plaintiff's name and case number and 

the date of filing are taken from the complaint and entered in the 

EDP system for creation of the index. A printout is generated 

from EDP. The clerk checks and reports corrections to EDP. 

2 .  Collectinq the Fee 

At the time of filing the complaint the plaintiff pays the 

required filing fee. If necessary, the clerk issues a cash 

register receipt. Notation of payment is entered on the register 

of actions. 

Sometimes a plaintiff will file an application for waiver of 

the fee. The clerk submits the application to the judge which the e 
III-B-1 



judge grants OK denies. If the judge grants the waiver. notation 

is made on the register of actions and the case proceeds as if the 

fee had been paid. If the judge does not grant the waiver. notice 

is sent to the plaintiff who has ten days to pay the fee. If the 

fee is paid the case proceeds normally. If the fee is not paid, 

the filing is ineffective and subsequently voided. If the judge 

does not sign the order within five days waiver is automatically 

0 

granted. 

3 .  Correcting Overpayments and Placinq Funds in Trust 

Occasionally the party or the attorney for the party will 

overpay a fee. If an overpayment of less than five dollars is 

made it is not returned: the money goes into the general fees. 

But if the clerk receives an overpayment of more than five dollars 

she makes the appropriate entries on the register of actions and 

an entry in the calendar book to indicate that in 4 0  days the 
0 

money can be released. She makes a notation of overpayment on the 

pleading. The clerk also enters information on a trust list for 

deposit into trust. This list will be submitted to accounting. 

Periodically the clerks receive an update from accounting. This 

update includes amounts in trust that have not been released. 

When the clerk receives this update she will check the names on 

the list against her case files and against the register of 

actions. If the funds have not been released she will type a 

transmittal list for release of funds and send it to accounting. 

which will release the funds to the person who overpaid. These 

procedures are followed whenever funds are placed in trust. 

0 In the southern branch. overpayments are not placed in trust. 

The clerk gives a receipt noting the amount of fees and the amount 
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of overpayment. She photocopies the check and places the 

photocopy in the case file folder. She enters the fee and 

overpayment in the register of actions and in the calendar book. 

0 

Accounting is notified to refund the overpayment after six 

weeks. 

4 .  Default Judgment 

The clerk receives the Request to Enter Default, a Judicial 

Council form, from plaintiff. She checks the file for defendant's 

response. If the defendant has responded no default judgment-may 

be entered. If no response by defendant has been received she 

reviews the summons and proof of service to be certain defendant 

has been served. The clerk looks for the date, time, place, the 

city, how served, and whether by personal service OK subservice. 

If the plaintiff was subserved, the clerk reviews to see whether 

due diligence was made including an attempt at service three 

times, date, address, time service was attempted and mailing 

date. She calculates the expiration date for a response, five 

days for unlawful detainer, 30 days for a regular complaint, if 

subservice an additional ten days. All activity is recorded on 

the register of actions. 

If service is nlot by publication and if the damages are 

determinable, a default judgment may be entered by the clerk. The 

clerk reviews for the principal, attorneys fees, interest, and 

costs if applicable. She also reviews a copy of the contract for 

attorneys fees and calculates the interest at the legal limit, 

presently seven percent, or at the contract rate if it is greater 

than the legal limit. She reviews to be sure that there is a CCP 

1031 declaration if the principal amount is $1500 OK less. If the 

0 
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plaintiff is not a collection agency costs are approved by the 

judge. The clerk may request an additional declaration and submit 

it to the judge for approval of attorneys fees that exceed the 

court schedule. Default judgment is entered in the register of 

actions and endorsed/filed copies returned to the moving party. 

If service has been by publication or if the damages are not 

determinable entry of default judgment must be approved by the 

court. The plaintiff will request a hearing or will file a 

declaration in support of judgment. If a hearing is requested the 

clerk calendars it in the law and motion calendar book. If a 

written declaration pursuant to CCP 585(d) in support of judgment 

is filed. the clerk submits it to the judge for decision. The 

judge then signs the judgment and returns it or returns it to the 

clerk for more information. In the event the judge signs it the 

clerk files it, enters it on the register of actions, and sends 

copies to the moving parties. If after a hearing. the plaintiff 

submits judgment forms for the judge's signature. the Clerk enters 

the judgment and returns copies to the moving party. 

5 .  Processinq Defendant's First Appearance 

The defendant or defendant's attorney may. in person or by 

mail. file an answer OK another first paper in the case. The 

clerk first receives the answer from the defendant. reviews it for 

accuracy. and file stamps the papers and copies as she does when 

initiating the case. She also collects the fees. All information 

is entered on the register of actions. If defendant files a 

cross-complaint the clerk issues a summons, if required. and 

returns the summons to the defendant. If the first paper requires 

a hearing the clerk also enters the date in the register of 
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a c t i o n s  and e n t e r s  i t  on the  a p p r o p r i a t e  day  i n  t h e  law and motion 

c a l e n d a r  book. 

6 .  A r b i t r a t i o n  

e 

The c le rk  receives a r e q u e s t  f o r  a r b i t r a t i o n .  (The p a r t i e s  

may s t i p u l a t e  or  e l e c t  a r b i t r a t i o n  or  t h e  c o u r t  may o r d e r  i t . )  I n  

cases o t h e r  t h a n  when the  c o u r t  o r d e r s  a r b i t r a t i o n ,  t h e  c lerk 

c o l l e c t s  t h e  fee and places  i t  i n  t r u s t .  She s u p p l i e s  t h e  p a r t i e s  

w i t h ' t h e  names of three a r b i t r a t o r s :  one name is  rejected by 

each. I n  o r d e r  t o  o b t a i n  these names t h e  mun ic ipa l  c le rk  goes  t o  

t h e  s u p e r i o r  c o u r t  a r b i t r a t i o n  o f f i c e  and r e q u e s t s  t h e  a r b i t r a t i o n  

o f f i c e  t o  i s s u e  three names. The c l e rk  n o t i f i e s  t h e  p a r t i e s  of 

t h e  three names a s s i g n e d  and types  t he  forms and o r d e r s .  A f t e r  

t he  p a r t i e s  re jec t  one name each, i f  one name is l e f t ,  t h a t  is t h e  

a r b i t r a t o r .  If two names a re  l e f t  t he  c l e rk  w i l l  s e l ec t  t h e  

a r b i t r a t o r .  The c le rk  sends  the a r b i t r a t o r ' s  p a c k e t ,  a cove r  

l e t t e r  and a l l  case i n f o r m a t i o n  t o  t h e  a r b i t r a t o r .  The a r b i t r a t o r  

r e t u r n s  t h e  n o t i c e  of appoin tment  and c o n s e n t  form which the c l e rk  

f i l e s  and n o t e s  on t h e  reg is te r  of a c t i o n s .  The a r b i t r a t o r  

n o t i f i e s  t h e  pa r t i e s  and a c e r t i f i c a t e  of n o t i f i c a t i o n  of the 

p a r t i e s  is  s e n t  t o  t he  c le rk  and p l a c e d  i n  t he  case f i l e  f o l d e r .  

The s u p e r i o r  c o u r t  has made rooms ava i lab le  f o r  a r b i t r a t o r s  who 

have no o t h e r  place t o  meet: t h e  mun ic ipa l  c o u r t  c le rk  a i d s  t h i s  

p r o c e s s  by c o n f i r m i n g  space and s c h e d u l i n g  t h e  h e a r i n g  t i m e .  I n  

t h o s e  cases t h e  c lerk i n  t h e  s o u t h e r n  b ranch  t y p e s  a n o t i c e  of 

h e a r i n g  and s e n d s  i t  t o  t h e  pa r t i e s .  A l l  a c t i o n s  i n c l u d i n g  t h e  

c e r t i f i c a t i o n  and n o t i f i c a t i o n  of h e a r i n g  by a r b i t r a t i o n  are  

e n t e r e d  on t h e  reg is te r  of a c t i o n s .  0 
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7. Procedures After Arbitration 

After arbitration the clerk receives the award and fee 

statement from the arbitrator. The parties may reject the 

arbitration award and request a trial & novo but they must do so 

within thirty days after the award. After thirty days the clerk 

releases the fees from trust and types the award. Notice of entry 

of judgment is sent to the parties. the claim form for the 

arbitrators fees are sent to the controller who issues the pay 

warrant for the arbitrator. The arbitrator's claim is signed by 

the judge. The transmittal sheet for release of fees held in 

trust is sent to accounting. If the court has ordered arbitration 

the county pays for the arbitrator. The award and fee statement 

are placed in the case file folder. If a new trial is requested 

and the arbitration award rejected the trial date is entered in 

the calendar book and calendared in a normal manner. All actions 

are entered on the register of actions. 

8. Settinq Trial Date 

0 

The clerk receives a memorandum to set from the moving party. 

She pulls the case file folder. reviews the file for the answer. 

any cross-complaint and service. If all the papers are in order 

she files and enters on register of actions and logs it on the 

civil active list. If long cause she then sets a pre-trial 

conference, including an arbitration or pre-jury conference. if 

applicable. For short causes. she sets the trial date. She 

enters the dates in the calendar book. sends notices to all 

parties. makes an entry in the register of actions. and places the 

notice in the case file. If applicable. she also receives the 

$400 per day jury trial fees which are due 14 days before trial. 

0 
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Jury fees are transmitted to trust. If jury fees are not paid, 

jury demand is waived; the clerk mails a notice to all parties and 

the trial date must be reset. The other party can deposit the 

fees to reinstate the jury demand. Receipts are issued to the 

moving party or the person who pays the fee and copies are sent to 

accounting and copies are placed in the case file folder. 

Occasionally the trial date may be changed by the court. The 

trial date may also be changed by the clerk who becomes "the 

court" for example, if the jury fees have not been paid. When a 

judge does change a trial date the clerks will also receive 

written verification from the administrator's office. The clerk 

sends notice to both parties that the trial date has been changed: 

this may be by telephone if time is short. A new date is entered 

on the register of actions and in the calendar book. 

9. Preparinq the Calendar for Court 

The clerk obtains the scheduled cases from the calendar book 

and pulls the appropriate case file folders and the register of 

actions. Minute sheets are typed with information including the 

case title, case number, date, time, and type of hearing, the name 

of the judge, and the names of the attorneys or the parties 

names. She puts the cases in order according to their position on 

the calendar and types the calendar for each courtroom. If law 

and motion she also includes the type of hearing. The calendar 

itself includes the department number, the judge, the date, the 

time, the types of cases, the case number, attorneys names, and 

the title of the action. The clerk photocopies the calendars and 

distributes them to the courtroom clerks, along with the case file 
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folders. Some copies of the calendar remain at the clerk's office 

for public view. 

10. Making a Record of Court Proceedinqs 

The courtroom clerk writes the decisions, record of exhibits, 

witnesses, and the motions on minute sheets at the court 

proceeding. She also enters some information on the typed 

calendar and places the minute sheets in the case file folder. If 

the case has been taken under submission and the decision rendered 

later, she types the decision of court and sends it the civil 

department. She sends the notice of decision to the parties along 

with a certificate of mailing. The certificate of mailing is 

placed in the case file folder. 

The civil clerk extracts the information from the minute 

sheets and enters it on the register of actions after the 

proceedings. If the judge is holding the file for a later 

decision, the civil clerk extracts the information from the court 

ea lendar . 
11. Transferring the Case to Another Court 

At any time in the course of processing a case, the clerk may 

receive a request to transfer the case from the moving party. 

This may be an gg parte application, noticed motion, or be by 

stipulation of both parties. The Clerk submits the file and order 

to the judge for signature and receives the signed order from the 

judge. The clerk then collects the transmittal fee and the filing 

fee for the other court, the order transferring the case, a 

certified copy of the transmittal sheet (the register of actions), 

and sends a notice of transfer to all parties. The clerks retain 0 
the original register of actions, original order transferring 
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case, copy of t r a n s m i t t a l  sheet, n o t i c e ,  and t h e  case f i l e  

f o l d e r .  They send  c e r t i f i e d  c o p i e s  of t h e  Order t r a n s m i t t i n g  t h e  

case,  and t h e  t r a n s m i t t a l  sheet, f i l i n g  fees,  and the  c o n t e n t s  of 

the case f i l e  f o l d e r  t o  t h e  Other c o u r t .  The o t h e r  c o u r t  r e t u r n s  

a copy of t h e  t r a n s m i t t a l  sheet w i t h  the  new c o u r t ' s  case number. 

The c le rk  e n t e r s  t he  new c o u r t ' s  case number on the  regis ter  of 

a c t i o n s  and places  t h e  t r a n s m i t t a l  sheet i n  t h e  case f i l e  f o l d e r .  

0 

The basic  p r o c e d u r e s  a re  t h e  same whenever a case is s e n t  f rom 

one c o u r t  t o  a n o t h e r  no matter what t h a t  t r a n s f e r  of a case is  

c a l l e d .  T h i s  i n c l u d e s  t r a n s f e r ,  c e r t i f i c a t i o n  t o  a higher c o u r t ,  

o r  appeal .  The regis ter  of a c t i o n s ,  o r  i n  c r i m i n a l  p r o c e e d i n g s ,  

t h e  d o c k e t ,  is  photocopied  and used as  a t r a n s m i t t a l  document. 

A l l  t h e  case f i l e  c o n t e n t s  a r e  sent t o  t he  o t h e r  c o u r t  and the 

o t h e r  c o u r t  s e n d s  a record back of what i t  received, u s u a l l y  by 

r e t u r n i n g  the  copy of t h e  r e g i s t e r  of a c t i o n s  o r  docke t  w i t h  t h e  

new case number on it. 

12. P r e p a r i n g  Formal Follow-up Papers A f t e r  Cour t  

The c lerk receives the papers from a p a r t y ,  reviews t h e  

papers,  s e n d s  t o  t h e  judge  f o r  s i g n a t u r e ,  f i l e  stamps them, and 

e n t e r s  a n o t a t i o n  i n  t h e  reg is te r  of a c t i o n s .  She sends  c o p i e s  of 

t h e  judgment and ,  i f  a p p l i c a b l e ,  p r e p a r e s  the n o t i c e  of e n t r y  of 

judgment and s e n d s  c o p i e s  t o  each par ty .  She a l s o  s e n d s  a 

c e r t i f i c a t e  of m a i l i n g  t o  b o t h  p a r t i e s  and places the  papers i n  

t h e  case f i l e  f o l d e r .  I n  t h e  case of a s t i p u l a t e d  judgment t h e  

c l e r k  receives t h e  s t i p u l a t i o n  s i g n e d  by both  pa r t i e s .  If t h i s  is 

t h e  d e f e n d a n t ' s  f i r s t  appea rance ,  d e f e n d a n t  pays fees. She 

s u b m i t s  papers t o  the judge  f o r  a p p r o v a l  and makes a l l  a p p r o p r i a t e  0 
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e n t r i e s  i n  t h e  regis ter  of a c t i o n s .  She places  the  papers i n  t he  

case f i l e  f o l d e r  and r e t u r n s  c o p i e s  t o  t h e  pa r t i e s .  

14. Motion f o r  a New T r i a l  

0 

The c l e rk  receives a r e q u e s t  f o r  a new t r i a l  f rom t h e  moving 

par ty .  She f i l e  stamps the r e q u e s t ,  receives the  fees,  and e n t e r s  

e v e r y t h i n g  on t h e  reg is te r  of a c t i o n s .  After  t he  s t a t u t o r y  t i m e  

f o r  f i l i n g  s u p p o r t i n g  and oppos ing  p a p e r s  has e x p i r e d ,  she s u b m i t s  

t h e  motion t o  t h e  t r i a l  judge;  t he  t r i a l  judge  may g r a n t  the  

motion;  o r d e r  a h e a r i n g ,  ask f o r  more i n f o r m a t i o n ,  o r  deny the  

motion.  If a h e a r i n g  is r e q u i r e d  t h e  c l e r k  prepares the  n o t i c e s  

f o r  t h e  h e a r i n g  and s e n d s  them t o  t h e  p a r t i e s .  She c a l e n d a r s  t he  

new da te  i n  t h e  calendar book. 

15. Appeals  

The c le rk  receives a n o t i c e  of appeal  f rom t h e  a p p e l l a n t  a l o n g  0 
w i t h  fees and a r e q u e s t  f o r  t r a n s c r i p t  o r  the  a p p e l l a n t  has t e n  

days  t o  pay t h e  fee and t o  r e q u e s t  the  t r a n s c r i p t .  

stamps the  n o t i c e ,  r e c o r d s  i t  on the  regis ter  of a c t i o n s ,  r e c o r d s  

i f  the  fee  has been pa id .  She a l s o  r e c o r d s  i t  i n  t he  book of 

a p p e a l s  and p r e p a r e s  a n o t i f i c a t i o n  t o  r e sponden t  t h a t  a n  a p p e a l  

has been n o t i c e d .  An i n f o r m a l  memorandum of a p p e a l  is  s e n t  t o  t he  

t r i a l  judge  and p l a c e d  i n  t h e  f i l e .  

The C l e r k  f i l e  

If a C l e r k ' s  t r a n s c r i p t  i s  r e q u e s t e d  t h e  c l e r k  types t h e  l i s t  

of r e q u e s t e d  p l e a d i n g s .  If a r e p o r t e r ' s  t r a n s c r i p t  is  r e q u e s t e d ,  

the  c le rk  n o t i f i e s  t he  c o u r t  r e p o r t e r  f o r  a n  estimate. After  

rece ip t  t h e  c le rk  n o t i f i e s  a p p e l l a n t  t o  submi t  t h e  fee  i n  care of 

t h e  c o u r t  b u t  payable t o  t h e  r e p o r t e r .  Upon r e c e i p t ,  t h e  c le rk  

s e n d s  a n o t i c e  t o  t he  r e p o r t e r  t o  prepare t h e  t r a n s c r i p t .  The 

C l e r k  n o t i f i e s  a l l  pa r t i e s  of t h e  comple t ion  of t he  c l e r k ' s  and 

0 
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reporter's transcripts. (If the check for the reporter's fees are 

paid to the court the fees are placed in trust in the same manner 

as other trust items.) All activities are recorded in the 

register of actions, including the reporterls estimate of costs. 

Copies of the clerk's transcript are sent to appellant and 

respondent. Each party has ten days to request corrections of 

transcript. Procedures allow a hearing to correct a transcript 

but in the central and northern branches, no hearings on 

corrections are held: the transcript is corrected by stipulation. 

In the southern branch, corrections can be made at a hearing. All 

activity is entered in the register of actions. If there is a 

hearing it is calendared in the normal manner before the trial 

judge as a law and motion hearing. Notice of any hearing is sent 

to the parties and to the court reporter. 

0 

0 
After appeal, the appellate court returns the decision to the 

lower court with any instructions on remand. The appellate court 

sends a cover letter, a transcript, and the memo of decision. The 

lower court receives the photocopy of decision after the higher 

court has waited 18 days for parties to appeal. Actions taken at 

appeal are recorded on the register of actions, and the memo of 

decision is placed in the case file folder. The appeal outcome 

and the date of the decision are recorded in the appeal book. 

16. Renewal of Judqment/Sister State Judqment 

The moving party files an application for renewal of judgment 

or requests entry of a sister state judgment. The clerk issues a 

new case number, collects the fee, places the application for 

renewal or entry in a case file folder, makes the appropriate 
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entry on the register of actions and issues a notice of 

application to the other party. The case is also indexed. 

17. Enforcement of Judqments 

The judgment creditor files a memorandum of costs with the 

clerk. The clerk reviews the memorandum of costs against the 

register of actions, If there are additional costs, the debtor is 

entitled to notice (of the increased costs). The clerk checks for 

declaration of mailing. 

The judgment creditor may submit a writ of execution and fee 

for issuance. No copies are kept by the clerk. The clerk reviews 

the writ with the judgment by reviewing the register of actions. 

If complete, and no previous writs in the same county (with the 

same plaintiff and the same defendant) are still outstanding (or 

if six months elapsed since issuance on the same judgment), the 

writ will issue. When the entries are made to the register of 

actions for writs, the notation is made that the writ is issued, 

including the amount and the county. After levying or attempted 

levy the writ is returned to the clerk's office from the sheriff: 

proper notations are made on the register of actions. 

The judgment creditor may also enforce judgment by an abstract 

of judgment lien against the property. The clerk reviews the 

abstract against the register of actions. If complete, she 

collects the issuance fee, signs. seals, and dates the abstract. 

issues it, and returns it to the judgment creditor. She enters 

all the information on the register of actions and no copies of 

the abstract are kept. 

18. Enforcement of Judument Order of Examination (OEX) 

The clerk receives a declaration and the order of examination 
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from the judgment creditor. She files and enters the declaration 

on the register of actions and sends to the judge for signature. 

The clerk calendars the hearing in the law and motion calendar 

book. Copies are returned to the judgment creditor. After proof 

of service is filed the clerk notes service in the law and motion 

calendar book. 

0 

19. Claim of Exemption 

The judgment debtor may file a claim of exemption with the 

sheriff. If judgment creditor files a timely opposition and 

notice of hearing with the sheriff, the sheriff sends the forms to 

the clerk. The clerk calendars on the law and motion calendar and 

presents the claim of exemption to the judge. All activity is 

recorded on the register of actions including the notice of claim, 

opposition and hearing, and any order made. The claim of 

exemption and opposition and any order are placed in the case file 

folder. Copies of the order are sent to the debtor, the creditor, 

and to the sheriff in the county where the writ was levied. 

20. Assignment of Judgments 

Sometimes a judgment creditor will assign the judgment to a 

collection agency. The clerk receives the assignment of judgment 

from the judgment creditor on a form. On the top of the register 

of actions the clerk writes "assigned to1' and the assignee becomes 

the new judgment creditor. The clerk does not change the 

plaintiff's name on the index in all branches but it is changed on 

the register of actions (The assignee is indexed as new plaintiff 

in the southern branch.) Often these assigned claims are of older 
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debts that are not on the current index. The assignment is placed 

in the case file folder 

21. Subpoenas for Peace Officers 

0 

A party requests issuance of a subpoena. If the witness is a 

peace officer. fees for the peace officer must be placed in trust 

at time of issuance. After the hearing the officer submits his or 

her fee. All activity is entered in the register of actions as is 

the officer's title and agency. 

22. Installment Payments 

After entry of default or of judgment a creditor may agree to 

accept installment payments. The creditor files a stipulation and 

order for installment. The stipulation or a declaration of 

defendant is placed in the case file folder. noted on the register 

of actions. and the order sent to the judge. After signing. 

certified copies of the stipulation and order and cover letter ace 

sent to the Department of Motor Vehicles to release any hold on 

the driveras license of the debtor. if applicable and upon payment 

of fees. 

23. Satisfaction of Judgments and Certificate of Unsatisfied 

Judgment. DMV 

The judgment creditor submits a satisfaction of judgment when 

the judgment debtor pays off the judgment. The clerk file stamps. 

makes an entry on the register of actions and places the 

satisfaction in the file folders. 

The judgment creditor may file a certificate that the judgment 

is unsatisfied. The clerk collects the fee, checks the register 

of actions to verify the date of judgment and the elapse of appeal 

time plus an additional 30 days. The clerk must allow ninety days 

0 
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if there has been no notice of entry of judgment and thirty days 

if notice of entry of judgment has been filed. The clerk signs. 

dates. seals. and certifies the copy of the judgment. A cover 

letter. certified copy of the judgment. and the original 

0 

certificate are sent to the DMV for driver's license stop. if 

applicable. The clerk places a copy of the certificate and 

highlights in yellow highlighting pen on the register of actions. 

24. Purginq Files 

Ten years from the judgment or from the date of the last 

installment payment, or. if no judgment, then from date complaint 

was filed. the clerk reviews the register of actions. Cases for 

purging are placed on a destruction list. documents within the 

range that are still active are placed on an exception list. 

After approval. documents for purging are placed in boxes and sent 

to General Services. 

25. Automated System Requirements 

Civil case processing will utilize all the core requirements 

of the case management/processing subsystem. The on-line system 

must be accessible in the courtroom. the judge's chambers. and the 

clerk's office. The courtroom clerk should be able to enter court 

minutes directly into the on-line system during court 

proceedings. Appropriate register of actions entries must also be 

capable of being made during court. Notices of decision that must 

be sent to the parties should be able to be automatically 

generated as a result of the information entered during the court 

proceedings. 

The automated system must interface with the superior court. 

This interface occurs in certifying cases on appeal and when 
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scheduling space for use by arbitrators. The civil department 

must also interface with other areas of the municipal court. The 

accounting department must receive and exchange fee and trust 

information with the civil department; the criminal department 

sends bail forfeitures to the civil department for entry of 

summary judgment. 

The civil department interfaces with the sheriff's department 

during enforcement of judgment proceedings when the sheriff files 

a claim of exemption with the clerk's office or when the sheriff 

returns a writ after a levy OK attempted levy against property. 

The civil subsystem should provide this interfacing capability. 

The civil subsystem should also have the capability of 

interfacing with the DMV for reporting license holds and release 

of holds in civil cases that have involved automobile accidents. 

The case tracking function must be able to identify specific 

situations and deadlines including case processing times should 

the court wish to implement a delay management program. It should 

be able to track defendant's timely response to the complaint and 

automatically note time elapsed for a default judgment. It should 

also track and identify complaints that should be dismissed for 

want of prosecution. A notice generation capability should be 

attached to this function that would allow attorneys (or pro per 
4 

plaintiffs) to be notified that their cases would be about to be 

dismissed. The tracking system should provide a capability for 

purging unprosecuted cases at this point as well as the capability 

for purging cases that have reached the ten year limit. a CalandarLna Lntormtton should be able t o  be antarad by the 

various calendar clerks and pulled up, and updated if necessary, 
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by the courtroom clerks either in their offices or in the 

courtroom. "Inquiry only" capability is necessary for public 

access to the calendar (and to the case file). Additionally, 

capability to generate a printed calendar must be retained in 

order to distribute the calendar to necessary persons who do not 

have an automated system. 

For arbitration procedures the system must be able to generate 

the notice of arbitration. the cover letter. notice of 

appointment, and the consent form that is sent to the arbitrator 

and the list of arbitrators' names that is sent to the parties. 

It should also be able to generate the notice of award and track 

the required time limits for request for trial novo OK 

acceptance of the award. 
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INITIATING 

CASE 

or completed 

Copies, receipts, 

instructions 
or how to effect 
personal service, 
if necessary 

Certified 
Hail 

Receive application from 
(individual) plaintiff. 

Review plaintiff's statement; 
type claim of plaintiff. 

Have plaintiff sign. 
(or) 
Receive completed statement and 
claim from plaintiff (business 

Check for completion. 
Determine type of service. 
Determine fees. 
Determine trial date. 
Enter trial date on calendar. 
File stamp plaintiff's statement 
Put case number on all papers. 
Place in prenumbered file 

folder. 
Collect fees, give register 
receipt (if necessary). 

Enter extracted information on 
index. 

Send copy to defendant by 
certified mail, if requested. 

I Calendar Book 

Register of 
Act ions 

Index 

Casef ile I Folder 

RETURNING 
PROOF OF 
SERVICE 
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Review proof of personal 

service for ID information, 
date, signature of person 
serving, address, timeliness. 
(or) 

Review certified mail receipt 
for date, signature, 
timeliness. 

If plaintiff unable to serve, 
note in register of actions 
and in calendar book. 

Proof of Servic 
or Certified 

Register of 
Action 

Case File 
Folder 

' Calendar 
Book 

Wail Receipt I . -: .I 
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P l a c e  r e d  t a p e  on f i l e  copy 

E n t e r  on r e g i s t e r  of a c t i o n s  

E n t e r  i n  c a l e n d a r  book. 

p e r s o n a l  service). 

t o  i n d i c a t e  d e f e n d a n t ' s  claim. 

f o l d e r .  

NOTE: No index  e n t r y  is made. 
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CONTINUING A 
SHALL CWLIMS CASE 

- .  

Party Continuance’ 

Grant or 
Denial of 
Continuance 

CommisL 
s ioner 

Request for 
<Continuance 

Grant or 
Denial of 4 

Continuance 

Receive request for continuance by mail 

(If by telephone, request follow-up 

Present request to commissioner. 
Commissioner grants or denies. 
Communicate decision to party (may be 

Enter request and action on register of 

If continuance granted: 
. Type Notice of Reset. . Give to parties. 
. Enter new date in calendar 

or telephone. 

letter. 1 

by telephone if time is short). 

actions. 

book. 

MOTE: Ex parte stipulations for 
continuance are permitted in S but 
not in C or N. 

Receive stipulation from party. 
Enter new date in calendar book. 
Enter on register of actions. . 

Calendar Book I 
Register of Actions 
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Court copy of 
Transcript 

TRANSFERRING A CASE 
TO ANOTHER COURT 

. Advise parties with Notice of 
Transfer . 

. . .  I 

of Transfers 

Transfer 

. Enter all actions in Register of 
Act ions. 

MOTE: 
civil court or for a change of venue 
to another small claims court. 

Request for transfer may be to 

I i 

r Calendar Book 

ase File Foldei t 
ctions 
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E::;;! I Calendar,\ 
Case Fi led 

efendan < Notice of 
Entry of 4 Judgment 

n 
Judgment 

Receive calendar & case f i l e .  
Clear calendar.  
Prepare not ice  of en t ry  of judgment 

Noge in ca?en8ar'book and on 

. . Continuance; 
Send not ice  t o  p a r t i e s  
Send statement of assets t o  debtor.  
Note: Debtor re turns  statement 

Place papers i n  case f i l e  fo lder .  
Place case f i l e  fo lde r  on "open" 

r conti ua ce 

Notice of ent ry  of judgment; 
Eegister of actions: 

d i r e c t l y  t o  c red i to r .  

shelves.  

. . . .  
. . .  

....... __ 

1 I Register  of Actions 
~ ~- 

Calendar Book I 
C a s e  F i l e  Folders 

Typed Calendar L 
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Trans- 
mittal 

ourt copy of 

of 
Act ions 

20 days of mailing-of notice of 
entry of judgment. 

File stamp notice. 
Collect fees for municipal and 
superior courts. 

Send copy of notice of appeal to parties. 
Enter information in register of actions. 
Log in appeal book. 
Send transmittal sheet, all papers, fee 6 
copy of notice of appeal to higher court 

Receive copy of register of actions with 
new case number from higher court; 

Place copy in case file folder. 

I 

Register of Actions 

Case File Folder 

Appeal Book 

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

. . .  
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notion to 
Party Vacate 

U 

I~on- I copy of 

Civil 

Calendar 
Cases 

VACATING THE 
JUDGMENT 

. . . . .  
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Receive motion to vacate from moving 
party within 30 days of date of 
mailing the notice of entry of 
judgment . 

Enter in L & I4 calendar book. 
File case in **open** filing or where 

calendared files are kept. 
Send copy of motion with date to 
other party. 

Check L & I4 calendar book for date. 
Pull case 

(SICalendar on commissioner's calendar 
If motion granted and all parties 
present, new trial heard. 

Send cases to civil L & W calendar 
clerk. 
(C)If motion granted, case heard 

(I)motion heard ex parte; if 
at L & W hearing. 

granted, schedule new hearing 
date. 

Prepare minute order with new trial date 
Send copies of minute order to parties. 
Enter in register of actions. 
If denied, appeal period denial of motioi 

is 10 days. 

Calendar Book -!-- 7 Register of Actions 

._ . . .  

. .  
. . .  ... 

. _ .  . 

. . . . . .  
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In other cases, plaintiff may 
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SATISFYING 
THE JUDGKENT 

Receive photocopy of cancelled check 
or other proof of payment from 
defendant. 

Review defendant's declaration and 

Enter satisfaction on register of 

If DnV notice, send certified copy 

order. Submit to Commsr. for Signature 

actions 

of satisfaction to DEW. 

.. 
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. . . .  

Register of 
Actions 
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111-C-FC-10 



... . . . .  
. . .  . . .  
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copy of Receive certified copy of order 
Certified transferring case. 

laintiff< Hailing , Receive all case-related papers. 
and New Receive transmittal sheet and file 
Court stamp transmittal sheet with new 
Date case number. 

Service Assign new court date. 
Copies Central and Northern: 

1 fr . Type claim of plaintiff so that 
Place in next prenumbered file folder. 

there will be a register of actions 
and area for commissioner to render 

0 

c 

Register of Actions 

Case File Folder 

Calendar Book 

Index 

Trans- Small 
f erring Claims 
Court Case \ ' 

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

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

. -  

decision. 
Hail copies to parties showing 
new court date and time. 

. 
(Signature not required on claim 
of plaintiff.) 

Southernt 
. Type claim of plaintiff for 

. register of action only. 

of Order Setting New Date for 
Appearance. ** 

Notify parties by sending "Motice 

Enter case information on index and 
follow procedures for initiating 
new case. 

e 
. . . . . .  - . . .  



SMALL CLAIMS CASE PROCESSING 0 
1. Initiatins the Case 

To initiate a small claims case a plaintiff who is an 

individual fills out an application. The clerk prepares the claim 

of plaintiff using information from the application. A plaintiff 

that is a business files a completed claim of plaintiff with the 
1 

clerk. 

The clerk reviews the form to asssure that it is complete and 

determines whether service is to be by Certified mail or personal 

service. The Clerk determines the amount of fees (based on the 

number of cases the plaintiff has filed in small claims court 

during the last twelve months). She also determines a trial date. 

She uses the register of actions to record all activity in the 

case and enters the trial date on it and in her calendar book. 

She file stamps the plaintiff's statement and places the original 

in a prenumbered case file folder. She collects the fee, gives 

the plaintiff a copy of the filed claim and, if necessary, a 

register receipt. 

If certified mail is the method of service chosen the clerk 

sends a copy of the claim to the defendant by certified mail. She 

enters plaintiff's and defendant's name, the case number, and the 

filing date into the EDP system for the index. A printed copy of 

the index is returned to the clerk's office within one OK two 

working days. 

2. Returninq Proof of Service 

The clerk reviews proof of personal service for information 

identifying the person receiving service, the timeliness, and the 
0 
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0 s i g n a t u r e  of t he  p e r s o n  s e r v i n g .  I f  service is by c e r t i f i e d  mail ,  

t h e  c l e r k  reviews t h e  c e r t i f i e d  mail receipt  f o r  t h e  da t e ,  

s i g n a t u r e  of r e c i p i e n t ,  and t i m e l i n e s s .  I n  t h e  n o r t h e r n  and the  

s o u t h e r n  b ranches  the c le rks  review i r r e g u l a r i t i e s  i n  service: i n  

t h e  c e n t r a l  b ranch  i r r e g u l a r i t i e s  i n  service a re  reviewed by t h e  

commissioner .  If the p l a i n t i f f  is u n a b l e  t o  s e r v e  t h e  d e f e n d a n t ,  

t h e  c l e r k  n o t e s  f a i l u r e  t o  serve i n  t h e  register of a c t i o n s .  

P l a i n t i f f  changes  t h e  c o u r t  da t e  and once a g a i n  a t tempts  t o  serve 

t h e  d e f e n d a n t .  

After  service,  t he  c l e rk  separates  t h e  regis ter  of a c t i o n s  

from t h e  case f i l e  f o l d e r  and places  t h e  register of a c t i o n s  i n  a 

bucket  i n  numer i ca l  o r d e r ;  f i l e s  a re  placed i n  a n o t h e r  bucket  

a c c o r d i n g  t o  c o u r t  da te .  Proof  of service is  placed i n  the case 

f i l e  f o l d e r .  

3. F i l e  C l a i m  of Defendant  

The d e f e n d a n t  i n  small  claims may a l s o  f i l e  a claim. t h i s  is 

n o t  a n  answer as  i n  c i v i l  c o u r t .  The c lerk c o l l e c t s  t h e  fee and 

spec i f ies  t h e  type of service:  p e r s o n a l  service is  u s u a l l y  

n e c e s s a r y  because  of time l i m i t a t i o n s .  

The c l e rk  f i l e  s tamps  the o r i g i n a l  and the  c o p i e s  and places  a 

red tape on t h e  f i l e d  copy t o  i n d i c a t e  t h a t  i t  is a c l a i m  of 

d e f e n d a n t .  A n o t a t i o n  is  made i n  t he  c a l e n d a r  book. The 

p r o c e d u r e s  t h e r e a f t e r  a r e  t h e  same as  f o r  f i l i n g  of p l a i n t i f f ' s  

claim ( i n i t i a t i n g  t h e  case) e x c e p t  t h a t  no index  e n t r y  is made. 

If service is n o t  completed by the h e a r i n g  da te ,  the 

commissioner d e t e r m i n e s  whether t h e  claim of d e f e n d a n t  is  heard. 
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4 .  Preparing the Calendar 

The clerk obtains the cases scheduled from the calendar book. 

She pulls the appropriate case file folders and register of 

actions and types calendars in order of served or unserved 

defendants. Calendar information includes the case title. the 

date and time of the hearing. and the commissioner's name. 

The clerk makes the required number of photocopies of the 

calendar and distributes the case file folders. registers of 

actions. and the copies of the calendar to the courtroom clerk. 

5. Continuins a Case 

A party may request a continuance by mail or by telephone. If 

the request is by telephone. the clerk requests a follow-up 

letter. The clerk presents the letter-request to the 

commissioner. which the commissioner either grants or denies. The 

clerk notifies the party of the decision. if time is short. by 

telephone, otherwise. by mail. 

The request for continuance and the action taken are entered 

on the register of actions. If a continuance is granted the clerk 

gives the new date to the parties and enters the new date in the 

calendar book. Notice of the order resetting trial date is 

prepared and mailed to all parties. 

Stipulations for a continuance are not permitted in either the 

central or northern branch but are permitted in the southern 

branch. In those cases. the clerk enters the new date in the 

calendar book and on the register of actions. No notices are 

necessary. 0 
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6 .  E n t e r  i n q  Judqment 

The c lerk receives t h e  c a l e n d a r  and t h e  case f i l e  f o l d e r  from 
0 

t h e  cour t room c l e rk .  She c lears  t h e  c a l e n d a r  by n o t i n g  t h e  

d i s p o s i t i o n  and any c o n t i n u a n c e s  i n  t h e  c a l e n d a r  book. (The 

cour t room C l e r k  has made e n t r i e s  on t h e  regis ter  of a c t i o n s  d u r i n g  

t h e  c o u r t  p r o c e e d i n g s . )  She prepares the  n o t i c e  of e n t r y  of 

judgment and mails c o p i e s  t o  a l l  par t ies :  judgment d e b t o r  is  a l s o  

s e n t  a form: s t a t e m e n t  of assets and makes t h e  a p p r o p r i a t e  e n t r y  

i n  t h e  reg is te r  of a c t i o n s .  Case-related papers a r e  placed i n  t he  

case f i l e  f o l d e r  and t h e  f o l d e r  f i l e d  on the  IIopen" shelves.  

7 .  V a c a t i n g  t h e  Judgment 

A p a r t y  may move t o  vacate t h e  judgment. The c l e rk  e n t e r s  t he  

motion on the  regis ter  of a c t i o n s  and ,  i n  t h e  s o u t h e r n  and c e n t r a l  

b ranches ,  a f t e r  d e t e r m i n i n g  a n  a p p r o p r i a t e  da t e ,  i n  t h e  c a l e n d a r  

book. The case f i l e  f o l d e r  is placed on t h e  "openai or 

I1calendaredi i  shelves a c c o r d i n g  t o  t h e  new c o u r t  da te .  The c le rk  

s e n d s  a copy of t h e  motion w i t h  t h e  new c o u r t  da te  t o  t he  o t h e r  

p a r t y .  

I n  t h e  c e n t r a l  b ranch ,  t h e  c l e rk  p u l l s  t he  cases and s e n d s  

them t o  t he  c i v i l  l a w  and motion c a l e n d a r  c le rk  who prepares the  

c a l e n d a r .  If t h e  motion t o  v a c a t e  is g r a n t e d ,  t h e  case w i l l  be 

heard a t  t h e  l a w  and motion h e a r i n g .  I n  t h e  s o u t h e r n  b ranch  the  

motion is  c a l e n d a r e d  on t h e  commiss ione r ' s  c a l e n d a r .  I n  the  

n o r t h e r n  b ranch  the  motion is  heard ex par te :  no h e a r i n g  i s  

schedu led .  

A f t e r  t h e  d e c i s i o n ,  t h e  c l e rk  prepares a minute  o r d e r ,  s e n d s  

0 c o p i e s  t o  t h e  pa r t i e s ,  and e n t e r s  t h e  p e r t i n e n t  i n f o r m a t i o n  i n  t he  

reg is te r  of a c t i o n s .  
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8 .  Appeal ing  t h e  D e c i s i o n  

The c l e rk  receives and f i l e  s tamps  t h e  n o t i c e  of appeal .  She 
0 

c o l l e c t s  fees f o r  b o t h  mun ic ipa l  and s u p e r i o r  c o u r t s .  She 

prepares t h e  t r a n s m i t t a l  r e c o r d  which c o n s i s t  of t he  c a s e - r e l a t e d  

papers and two c e r t i f i e d  c o p i e s  of t h e  reg is te r  of a c t i o n s .  She 

r e t a i n s  t h e  o r i g i n a l  reg is te r  of a c t i o n s .  o r i g i n a l  n o t i c e  of 

a p p e a l .  and the  case f i l e  f o l d e r  ( w i t h o u t  p a p e r s ) ;  she s e n d s  t he  

t r a n s c r i p t .  t r a n s m i t t a l  r e c o r d .  c e r t i f i e d  copy of t h e  n o t i c e  of 

a p p e a l .  and the  f i l i n g  fee t o  t he  higher  c o u r t .  

After  s tamping  w i t h  t h e  new c a s e  number. t h e  higher c o u r t  

r e t u r n s  one copy of t h e  reg is te r  of a c t i o n s  t o  small claims 

c o u r t .  The c le rk  places  t h e  copy i n  t h e  case f i l e  f o l d e r .  

9 .  S a t i s f y i n g  t h e  Judgment 

0 The p l a i n t i f f  comple t e s  t he  s a t i s f a c t i o n  of judgment and 

r e t u r n s  i t  t o  t he  c lerk.  The c le rk  must review the  regis ter  of 

a c t i o n s  t o  d e t e r m i n e  whether a n  abs t r ac t  of judgment has been 

i s s u e d .  If so, t he  p l a i n t i f f  must f i l e  the  j u d i c i a l  c o u n c i l  form 

of judgment used  i n  t he  c i v i l  depa r tmen t .  If p l a i n t i f f  has n o t  

r eco rded  a n  a b s t r a c t  of judgment. a s i m p l e  s a t i s f a c t i o n  of 

judgment may be used .  If t h e  p l a i n t i f f  has n o t  f i l e d  a 

s a t i s f a c t i o n  of judgment w i t h  t h e  c o u r t .  t h e  d e f e n d a n t  may o f f e r  

proof  of payment t o  t h e  c o u r t  ( u s u a l l y  a photocopy of t h e  f r o n t  

and back of t h e  c a n c e l l e d  check) .  A d e f e n d a n t  may a l s o  s a t i s f y  

t he  judgment by paying  i t .  i n  t r u s t .  t o  t he  s h e r i f f .  

The c l e r k  e n t e r s  s a t i s f a c t i o n  on t h e  reg is te r  of a c t i o n s .  

If a n o t i c e  had been s e n t  t o  DMV. a c e r t i f i e d  copy of t h e  

0 s a t i s f a c t i o n  of judgment must be s e n t .  
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10. Receivinq a Case Transferred from Another Court 

The clerk receives a certified copy of the order transferring 

a case. all case-related papers. and transmittal sheets. She file 

stamps the transmittal sheet with a new case number and returns it 

to the transferring court. 

0 

She places the papers in the next prenumbered file folder, 

prepares the claim of plaintiff, and assigns a new court date. 

She sends the service copies to defendant and the plaintiff's copy 

of the certified mailing to the plaintiff. She enters case 

information on the index and follows pKOCedUKeS for initiating a 

case. 

11. Automated System Requirements 

Small claims case processing will utilize all the core 

requirements of the case management/processing subsystem. The 

subsystem for the small claims clerks who must now prepare 

documents for plaintiffs (especially individual plaintiffs) should 

have the capability of generating both the claim of plaintiff that 

can be given to the plaintiff and the service copies that must be 

sent to the defendant. 

The on-line system must be accessible in the courtroom, the 

judge's chambers. and the clerk's office. The courtroom clerk who 

now enters minutes directly on the register of actions should be 

able to enter court minutes directly into the on-line system 

during court proceedings. Appropriate register of actions entries 

must also be capable of being made during court. Notices of 

decision that must be sent to the parties should be able to be 

automatically generated as a result of the information entered 

during the court proceedings. 

0 
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The automated system must interface with the municipal court 

civil department and with the superior court; this interface 

occurs in certifying cases on appeal or transfer to either of 

e 

those courts. The accounting department must receive and exchange 

fee and trust information with the small claims department. 

The small claims department may interface with the sheriff's 

department during enforcement of judgment proceedings when the 

sheriff files a claim of exemption with the clerk's office or when 

the sheriff returns a writ after a levy or attempted levy against 

property. The small claims subsystem should provide this 

interfacing capability. The small claims subsystem should also 

have the capability of interfacing with the DMV for reporting 

license holds and release of holds in cases that have involved 

automobile accidents. 

Calendaring information should be able to be entered by the 

various calendar clerks and pulled up. and updated if pecessary. 

by the courtroom clerks either in their offices or in the 

courtroom. "Inquiry only" capability is necessary for public 

access to the calendar (and to the case file). Additionally. 

capability to generate a printed calendar must be retained in 

order to distribute the calendar to necessary persons who do not 

have an automated system. 
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Report 

Optima Ma Ta e PP- 

Receive new citations from police 

Separate moving from parking citations 
Sort moving citations to reflect 
current automation screen formats. 

Conduct all statistical tallying 
for filings. 

Enter new citations into computer. 
At the end of each day, send batch 

and file numbers to data entry (C). 
Produce mag tape at data entry and 

send overnight mail to Optimal. 

court officers. 

OTICES AND TRAN LOG 

I-I Conv. Notices Receive convelopes, Notice of Bail and 
transaction log from Optimal. 

Review tran log to verify entries, 
check for errors and discrepancies, 
research and rekey. 

Match convelopes and citations; Flag 
16028 cases and file in open files. 
Note: Optimal sends notices directly 

to defendants; it also has a dial-up 
system with DMV to get driving 
histories. 
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Note form and amount of payment 

Note case number on face of check or 

Ring payment on cash register, 
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At the end of day, route convelopes, 

and dispo code on face of convelope. 

money order. 

request. 

payments, and cash register tapes to 
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statistical tallies. 

the closed files. 
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Route convelopes to data entry and 
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administration fee. 
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Give defendant traffic school forms; 
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........... , . .  
, .  

. .  

List, Omn 
Complaint 
Warrants - 

._ - - 

Judge Sig. Auth 

U 
I 
Traffic 
Super- 

Compl . 

n I Police k Warrant 

Receive Warrant Eligible List, Omnibus - - 
Complaint and warrants from Optimal. 

Obtain traffic supervisor signature on 
Complaint. 

From open files, pull convelopes for 
cases on list. 

For each case, verify its warrant 
eligibility and compute fine on warrant. 

authorization. 

warrant, seal original and conform copy. 

a notation on face of convelope and 
docket. 

Place yellow copy in convelope and refile 
in open files. 

Mote: Some cases (those under old computer 
system) require the manual issuance of a 
warrant for FTP. In that instance, 
traffic clerks also manually prepare the 
abstract for D W  stop. 
computer system, Optimal generates this 
stop. 

'Obtain judge's signature stamp 

Affix judge's name to each 

Issue original warrant to police, making 

Under the new 

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

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

. .  
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Convelope 

Open Files 

Docket 
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- _  .. , . 

Documen- Receive signed-off citation or other 

Pull convelope from open files. 
documented compliance from defendant. 

Hark dismissal on convelope and note the 
dispo code on the face of the convelope. 

Conduct Judicial Council dispo tally. 
Route convelope to accounting, to data 
entry and the closed files. 

J 

I Convelope 
I lopen Files 

J Computer Hainframe 

Closed Files 

Report 

. . . . . .  

. . . . . .  -. . . . . .  
. . .  . . . .  . . .  
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. .  
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. . . .  .- . 
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befendant 

NOT GUILTY 

Payment 

c Receipt Calendar Book 

of Bail and bail payment. 
Pull convelope from the open files and 
prepare a docket sheet showing plea 
and payment. 

generating a receipt for cash or on 
Ring the bail payment on the cash register 

\f 

request . 
Set the case for tri 
on the docket and 

.al, entering the date 
in the calendar book. 

Notify the police of the trial date via 
Trial Notice (N) or Subpoena (C,S). 

Route convelope and payment to accounting, 
to data entry and to the open/continued 
files. 

I I1 -D-FC-6 
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. .  . . . . - . . . . . - . . . 
. .. . 

. .  . .  

Notice of 
Optimal Warrant 4 

I 

I - 1  D e f .  1 

\ ISSUING NOTICE f 

Receive copy of Notice of 
Warrant. 

Pull convelope from open f i l e s ,  
place Notice of Warrant i n t o  
convelope and r e f i l e  convelope 
i n  open f i l e s .  

The  o r ig ina l  Notice of Warrant is 
mailed d i r e c t l y  t o  the  defendant 
from the  Optimal Company. 

.. ~ . . 
. . .- . 

-_I 

Convelope I 
-I Open F i l e s  

- .  . .  

... . . . . . . . 
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.. Warrants .- 
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.. 

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

.... - .................. - .... - 
........... A... . . . . .  

Receive Warrant Eligible List, Omnibus 
Complaint and-Warrants from Optimal. 

Obtain traffic supervisor signature - . 
on Omnibus Complaint.. - 

From open files, pull convelopes for 
cases on list:' 

For _each case, verify its warrant 

Obtain judge's signature stamp authori- 
zation. . . _ -  

Affix judge's name to each warrant, date 
and seal original and conform copy. 

Issue original warrant to police, making 
a notation on face of convelope. - 

Place yellow copy in convelope and refil 
in open files. 

Note;' If the cited violation(s1 are ngt 

_ _ - _ _  * - -  

- eligibility.- - - -  - -  

warrant eligible, only a driverjs 
license stop will be automatically 
generated from Optimal to the DMV. 

- -  - - -_  ___- ._ - I  ~ - - -  . 
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. . . . . . - . .. 
.. .. . 

Traffic Fiche 

- 
Open Files 

--*.-__i. 

Calendar Book 

I - *̂... 

PREPARATION OF _. 

. -  

r 

I 

d 

I n-C us t ody 
CLETS - Def .Names 

Fl Paperwork , 
4 

For defendants appearing as 
arraignment walk-ins: . Receive defendant's copy of citation 

(or research fiche if no copy 
offered). . Pull convelope and prepare docket. . Research CLETS and fiche for addi- 
tional or updated information and 
add to face of convelope. . Add defendant's name to typed calendar 
and route all case papers to court- 
room. 

appearance : 
For defendants appearing via scheduled 

. Pull convelopes corresponding to cases 

. Prepare docket sheet if not already 

. Research CLETS and fiche as above. . Add defendant's name to typed 

in calendar book. 

prepared. 

calendar and route all case papers 
to courtroom. 

For in-custody defendants: . Get a list of defendants to appear for 
arraignment from CLETS or jail. . Pull convelopes and prepare dockets 
for each. . Prepare blank Notice, Sentence and 
Commitment form for each. . 
Diversion form for cases of three or 
more per defendant. . Research CLETS and fiche as above (C,N) . Route all case papers to southern branc 

Prepare blank Conditions of Probation/ 

criminal court (S&C) or northern 
branch criminal cour t  (N), 

. ,  . 

. .  

. .  
. . . . -  . . 

III-D-FC-9 



. . . .  - .. . .  

. . . . . . . . . . . . . . . . .  - .  ..... - . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  .- 
... ................ . . . . . . . . . .  . . . . .  - .. . . . . .  . I  .... 

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

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

0 
. . . . . . . . . . . . . . . . . . . . . .  

. .  . . . .  -~ . . . . . . . . . . . . .  
. - . . . . . .  

Pro Tern 
Form 

_ -  

V 

Court receives  typed  calendar and 
convelopes w i t h  dockets from 
c l e r k ' s  o f f ice .  

Receive defendant 's  signed Advice 
of Rights and P r o  Tem ( i f  appl icable) .  

C onve lope s 

Dockets 
I --liyuI-. 

- - _ _  ndant en te r s  plea.  
- - _ . _ _  

SENTENCE 
IMPOSED 

Yes 

HEARING 

_ -  

REQUESTED 

_ _  .... - ................. 

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

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

. . . . . . . . .  

.... 

. .  

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

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

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

LefenseI . T r i a l  
p t t o r r y b  Notice 

. . . .  

1 \ 

Notice/ 
o l i c e  Subpoena 
f f i cer  

l p t ima l  1 Mag Tape 

0- 

COURT TRIAL REQUESTED -2- w 
Set t r i a l  da te  and give defendant a 

a T r i a l  Notice S l i p  
Note plea and t r i a l  da te  on docket 

and typed calendar. 
Note da te  en t ry  extension code on 

face  of convelope. 
Receive defendant 's  b a i l  ( i f  ordered 

t o  be posted) ,  r i n g  on cash regis te i  
and i ssue  rece ip t  ( i f  cash or on 
reques t ) .  

Recall warrant, i f  necessary, on CLETI 
Note t r i a l  da te  i n  calendar book. 
Prepare T r i a l  Notice for  defense 

a t torney  ( i f  app l i cab le ) ,  D i s t r i c t  
Attorney or C i t y  Attorney ( i f  c i t y  
ordinance charged). 

Prepare T r i a l  Notice or Subpoena for  
c i t i n g  pol ice  o f f i ce r .  

F i l e  copies of Notices i n  convelope 
a f t e r  docket e n t r y .  

F i l e  o r ig ina l  typed calendar i n  f i l e .  
Route convelope t o  accounting, data  

entry and open/continued f i l e s .  

I Convelopes 

Dockets 

Typed Calendar F i l e  

+ 

I CLETS 

Cash Register Tape 

Calendar Book 

Computer Mainframe 
..--411__ 

Open/Cont'd F i l e s  I 
f -*, .*.-. ~ ., ~ ., 

_ .  
. . . . .  

. . . . . .  

. . . . . .  - . . .  

. . .  

1 1 1 - D - F C - 1 1  



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

~ 

- _  - - .  - - 

S S U I N G  BW FOR FT 
- 

- _-- - - 

- . . -  

_ -  

,Order f o r  BW 
BW d 

Signed BW. 
Judge 

- -  
-. 

-Original  
BW 

- .._ 

stop 

0: - 
Notice of 

Bai l  

Receive docket from court ,  showing the  
ordering of a BW fo r  FTA fo r  a court  
appearance. 

s ignature .  
Manually prepare a BW fo r  the  judge's 

Seal  warrant and conform copy. 
Route o r ig ina l  t o  the  po l i ce  and the 

Note the  BW issuance on the  docket 

Prepare a DMV Stop which w i l l  place a 

copy i n t o  the  convelope. 

and convelope. 

s top  on defendant 's  l i cense ;  copy t o  
convel ope. 

I f  b a i l  has been posted, prepare a 
Notice of Order Forfe i t ing  Bai l  and 
route t o  the  deposi tor ;  copy t o  
convelope. 

F i l e  convelope i n  open fi les.  

convelope 7 
Docket I 

.. . . .. .. 

-. . ..-. - _. . 
.. . 

I I I-D-PC-12 



-/ 

Court Paperwork 

Convelopes 

Dockets 

- 
Receive Waiver of R i g h t s  f o r  Informal 

Hearing form and Misdemeanor Plea 
form ( i f  appl icable) .  

Defendant s t a t e s  case. 
Commissioner sees  matter over fo r  

)Docket and calendar a r e  marked and 

t r i a l ,  f i n d s  defendant g u i l t y  and 
sentences or not g u i l t y  and dismisses. 

a l l  paperwork routed t o  t r a f f i c  
divis ion.  

COURT T R I A a ,  
T r i a l  -QUESTED ,J 

Defendant 

IMPOSED 

. .  

111-D-FC-13 
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. . . .  . . . . . .  . . .  

- - - - _ _  

ef endan 

...... Letter- - 
....... 

iting New Noticc 
olice or Subpoer 

. -  0 

Receive defendant's request for a 
court or due date continuance. 

Pull convelope from open-continued files 
Route request and convelop to Commis- 
sioner for decision. 

Notify defendant of commissioner's 
decision by letter. 

If new date set, mark the convelope and 
docket and route for data entry and 
back to the open or continued files. 

appropriate parties of new date. 
If new trial set, renotify 

. . . . . . .  __  . . . .  - . . .  . .  . .  
- . . . .  . .  
. .  -. - ... - . - . . . . .  

. . . . . . .  
~. . . .  

. . .  
. . . . .  

. . . . . . . .  
_ .  _ _  . 

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

...... .___ . 

..... - .- ......... 
-.I__.. .- --- ...... . .  

-. __ . . .  . .  - . .  

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

Convelope 

I Computer Mainframe 

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

- 

Paperwork Using calendar book, p u l l  convelopes f o r  
cases set fo r  t r i a l  from t h e  open/ 
continued f i l e s  and prepare t r i a l  
dockets f o r  each. 

.~ Research CLETS or f i che  fo r  addi t iona l  
or updated information and add t o  
face  of convelope. 

Add defendant 's  name t o  typed calendar 
and route  a l l  case papers t o  courtroom. 

Dis t r ibu te  copies of typed calendar. 

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

Convelopes 

Open/Cont ' d 
F i l e s  

Calendar Book 

Docket 

CLETS 

T r a f f i c  Fiche 

-.- - 

I" _I 

-.I-.- . * 

. . . . . . . . . . . .  I . . . . . . . . . . . . . . . . .  

.' . 

.. ....... 

. - . - ... 
. . _ _  
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. . . . . . . .  -1 . . . . . .  .. I . . . . .  

T r i a l  Cal., Court receives  typed calendar and 
Court Paperwork convelopes w i t h  dockets from > c l e r k ' s  o f f i c e  

. . . . . . . . . . . . .  + . . . . . . . .  -. . . . . . . . . . .  

Convelopes 

Dockets 

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

IMPOSED 

DISMISSED 

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

. . -  ..- 

. . .  ..-- . 

. . . . . .  
. . . . . . .  
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court docurhents showing 
sentence imposed. 

. . . . . . .  
. . . .  __ .... 

Convelope I 

Docket 

. - - - . 
. 

-_ 
............ 
. - .__ .. - . 

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

I lo 

Yes LEAIFINDING OF 

NO 

e-\ OTHER SENTENCE 
IMPOSED 

\__i 

... 
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. . . . . . . . . . . .  - ........ .- 4 ... 2 .  _ .  .... _. .. - -L  .......... ...... - . - . . . .  
, .  

.. .. _ .__  .... ... -. _. .... - ................ . .  

Defendant Ver i f i ca t ion$  
I 

, .  

.. - 

..... 

bp t  imaU Mag Tape 
DMV 

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

- ^ 

.-. 

OTHER SENTENCE 
IMPOSED 

I_ - .  

-t Paperwork ~ 

. . . . . .  

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

Receive court  documents showing 
imposition of sentence other than 
f i n e  o r  probation. 

calendar book. 

agencies a s  needed. 

t o  the  open f i l e s .  

compliance w i t h  t he  sentence, 
receive any necessary ve r i f i ca t ion  
from outs ide  agencies or defendant. 

Make docket and/or convelope notat ion 
and route  paperwork t o  da ta  entry,  

’ fo r  s t a t i s t i c a l  t a l l i e s ,  and t o  
t h e  closed f i l e s .  

Calendar l a t e r  da tes ,  i f  any, i n  

Route copy of order t o  outs ide 

Route paperwork t o  data en t ry  and 

Upon successful  termination or 

. . . . . . . . .  - . . .  
. .  . -~ 

- .  

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

. . . . . .  

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

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

.... 
. . . . . .  

. . .  

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

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

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

Conve lop e 

Calendar Book 

Computer Mainframe ==I 
I J u d i c i a l  Counc i 1 

Report 

. . . . .  . .  
. - ~. . 

. . . .  .- . . .  
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GUILTY-FINE I 

Conve lope 

Docket 
fine imposed. 

1 
. .  

.. 

Yes 

Pawnent 

Receipt 

ptimal Hag Tape 

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

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

. 
..... _... , 

.. 

Receive defendant's payment. 
Note form and amount of payment on 
docket and convelope and note 
dispo code on face of convelope. 

Ring payment on cash register and 
issue receipt for cash or on 
request . 

Recall warrant, if necessary, on 
CLETS . 

Route convelope and payment to 
accounting, data entry and 
closed files. 

Conduct Judicial Council and other 
statistical tallies for dispositions. 

Route convelope to data entry and 
closed files. 

I Convelope 1 

a.  
. . .. . . . , 
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Court 

Central 
Collec- 
tions 
Agency 

.) 

BW FOR CENTRAL 

Paperwork Receive court documents showing fine 
f imposed and time to pay order. Convel ope 

on the face of the convelope. Docket 

computer , noting extension. Computer Mainframe 

Central Collection Agency, route 
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TRAFFIC PROCEDURES 

All moving violations occurring within San Mateo County are 

processed by staff of the Municipal Courts Traffic Division. 

1. Entry of Citation 

Each police agency within the court's jurisdiction has a court 

officer at each San Mateo Municipal Court branch court. The court 

officers come in each day with varying numbers of new parking and 

traffic citations for filing. The citations are routed to a data 

entry Clerk who first separates the parking and the moving 

citations. Next, the moving citations are further sorted into 

categories for standard citations, ownerls responsibility 

citations (including animal control), and out-of-state defendant 

citations. The data entry clerk then counts filings according to 

Judicial Council reported filing requirements and the accounting 0 
16028 report. All new citations are entered into the computer. 

At the end of each day, the batch and file numbers for all 

computer entries go by computer to County EDP in Redwood City. At 

EDP, southern and central branch daily entries are made into a 

master mag tape, which is then sent by overnight mail to the 

Optimal Company in Newport Beach, CA. 

2. Receipt of Convelopes, Notices and Transaction Log 

Three to four days after a day's computer entry, the court 

receives from Optimal the convelopes, notices and transaction log 

showing entries, problems, the transaction count, and a discrepancy 

list. It should be noted that the Optimal Company sends notices 

directly to defendants. Also, Optimal has a dial-up system with 

the California DMV to get driving histories which appear on the 
0 

face of the convelopes. 
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The da ta  e n t r y  s t a f f  reviews t h e  t r a n  l o g  f o r  e r r o r s  and 

reviews t h e  d i s c r e p a n c y  l i s t .  researches where n e c e s s a r y .  and 

rekeys any  data  needed. 

0 

The conve lopes  w i t h  n o t i c e s  are  matched t o  t h e  t r a f f i c  

c i t a t i o n s  and f i l e d  i n  t h e  open f i l es .  

3. F o r f e i t i n q  B a i l  

For the t y p i c a l  moving v i o l a t i o n .  d e f e n d a n t s  a r e  s topped  and 

c i t ed  by e i ther  a c i t y  p o l i c e  o f f i c e r  o r  t h e  CHP. They a re  g i v e n  

a c i t a t i o n  b u t  no b a i l  amount a p p e a r s  on t h e  c i t a t i o n .  They a re  

n o t i f i e d  t h a t  t h e  c o u r t  ( O p t i m a l )  w i l l  send  them a N o t i c e  of B a i l  

w i t h i n  two weeks.  T h i s  N o t i c e  of B a i l  t e l l s  t h e  d e f e n d a n t  the  

v i o l a t i o n  date .  c i t a t i o n  number. appea rance  da te .  docke t  number. 

t h e  v i o l a t i o n s .  t h e  amount of b a i l .  t h e  amount of reduced  b a i l  

w i t h  proof  of c o r r e c t i o n .  i f  app l i cab le .  and t h e  da te  by which t o  

appear i n  c o u r t .  Defendants  a re  warned t h a t  u n l e s s  they  appear i n  

c o u r t  and answer charges or d e p o s i t  b a i l  as  i n d i c a t e d .  they may 

face f u r t h e r  Charges. i n c r e a s e d  b a i l .  a r r e s t .  or  l o s s  of d r i v i n g  

pr iv i leges  o r  any  combina t ion  of these consequences .  The n o t i c e  

a l s o  i n d i c a t e s  where b a i l  payments may be made. 

A t  t h i s  p o i n t .  a d e f e n d a n t  may choose  e i ther  t o  f o r f e i t  t he  

b a i l  amount. go t o  t r a f f i c  s c h o o l  ( i f  q u a l i f i e d )  or  appear i n  

c o u r t .  F o r f e i t i n g  b a i l  on a moving v i o l a t i o n  is a very s i m p l e  

p r o c e s s .  u n l e s s  t h e  d e f e n d a n t  is  so q u i c k  t h a t  he or she comes i n  

t o  pay t h e  b a i l  amount b e f o r e  t h e  convelope  has come back from 

O p t i m a l  showing t h e  amount of t he  b a i l .  I n  t h i s  case. t h e  

d e f e n d a n t  is  asked t o  r e t u r n  w i t h i n  a f e w  days i n  o r d e r  t o  pay 

b a i l .  The t r a f f i c  c lerk d o e s  n o t  know how much b a i l  t o  c o l l e c t  0 
u n t i l  t h e  convelope  comes i n  w i t h  t h e  N o t i c e  of B a i l .  
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Assuming t h e  paperwork is  i n .  t h e  d e f e n d a n t  is  making a t ime ly  

payment. and there is  no f a i l u r e  t o  appear  o u t s t a n d i n g  i n  t h e  

m a t t e r .  t he  payment is  p rocessed  f a i r l y  s imply.  F i r s t .  t h e  b a i l  

payment w i l l  be opened by the m a i l  c l e r k  or received by a c o u n t e r  

c l e r k .  If t he  payment i s  c o r r e c t .  t h e  form and amount of payment 

and d i s p o s i t i o n  code a r e  marked on t h e  face of t h e  convelope.  The 

c a s e  number is  noted  on t h e  f a c e  of t h e  payment. u n l e s s  t h e  

payment is  i n  cash .  Each payment is  rung on t h e  c a s h  reg is te r .  

The convelope  and payment a re  rou ted  t o  a c c o u n t i n g ;  t h e  J u d i c i a l  

Counc i l  d i s p o  t a l l y  and o t h e r  s t a t i s t i c a l  d a t a  is  t r a c k e d :  and 

f i l e s  a r e  r o u t e d  f o r  computer e n t r y  and t o  t h e  c l o s e d  f i l e s .  

If b a i l  is  f o r f e i t e d  by m a i l  bu t  u n a c c e p t a b l e  by the c o u r t  

( t o o  l a t e .  FTA. no compliance.  or c a n ' t  be matched t o  a c i t a t i o n ) ,  

t h e  m a i l  c l e r k  r e t u r n s  t h e  b a i l  amount w i t h  a checkbox form l e t t e r  

i n fo rming  the de fendan t  of the  problem. 

4 .  T r a f f i c  School  

Defendants  who q u a l i f y  may choose t o  pay a $22 a d m i n i s t r a t i v e  

fee and go t o  t r a f f i c  s c h o o l  r a t h e r  t h a n  pay a moving t r a f f i c  

c i t a t i o n .  To q u a l i f y ,  t he  de fendan t  must have a b a i l  of $70 or 

less,  have a v a l i d  C a l i f o r n i a  D r i v e r  L icense .  have no f a i l u r e s  t o  

appear. have no t  a t t e n d e d  t r a f f i c  s c h o o l  w i t h i n  the l a s t  two y e a r s  

i n  C a l i f o r n i a  and have no t  more t h a n  one p r i o r  i n  t h e  l a s t  twelve 

months. Defendants  who q u a l i f y  receive t r a f f i c  s c h o o l  forms from 

t h e  t r a f f i c  d i v i s i o n .  A de fendan t  must f i l l  o u t  t h e  form s t a t i n g  

h i s  or her i n t e n t i o n  t o  go t o  t r a f f i c  s c h o o l  and submit  t h a t  form 

a l o n g  w i t h  the $22 fee  t o  t h e  c o u r t .  The t r a f f i c  depar tment  marks 

and r i n g s  t h e  fee  on t h e  c a s h  regis ter  and g e n e r a t e s  a r e c e i p t  f o r  

c a s h  or on r e q u e s t .  The convelope  is marked and the  convelope and 

I. I. I.-D- 3 



payment are routed with the form to the accounting department for 

inclusion with the daily deposit. Paperwork is then routed to 

computer entry for an extension and to the open files. When 

defendant successfully completes traffic school he OK she submits 

a traffic school certificate to the court. The convelope is 

marked and the paperwork is routed for computer entry, performance 

of the Judicial Council dispo tally and to the closed files. 

A defendant who has filed an intention to attend traffic 

0 

school but does not do so in the time allowed becomes eligible 

for the issuance of a bench warrant for failure to pay. 

5 .  Issuinq Bench Warrant for Failure to Pay 
I 

In cases where a cited defendant has not properly paid or 

complied with an order of the court he or she becomes eligible for 

the issuance of a bench warrant. Each week the Optimal Company 

sends to the traffic division a Warrant Eligible list with an 

accompanying Omnibus Complaint and warrants for those cases in 

which a cited defendant has failed to pay OK otherwise comply. 

0 

The traffic supervisor's signature is obtained for the Omnibus 

Complaint. All convelopes for cases in which a warrant is shown 

to be eligible are pulled from the open files. For each case a 

clerk must verify that the case is still warrant eligible. that a 

payment has not been received. and compute the fine. 

After eligibility has been determined and the fine has been 

computed, a judge or commissioner signs the signature stamp 

authorization and then his or her name is affixed to each 

warrant. The original warrant is dated and sealed, and the copy 

0 is conformed. 
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The original warrant is issued to the police and a notation is 

made on the face of the convelope and on the docket that the 

warrant has issued. Finally. the yellow copy of the warrant is 

placed in the convelope which is refiled in the open files. 

0 

It should be noted that cases begun under the old computer 

system require the manual issuance of a warrant for failure to 

pay. In that instance traffic clerks also manually prepare the 

abstract for the DMV stop. Additionally. an EDP status flag is 

used so that these cases will appear as bench warrant status on 

the microfiche. Under the present computer system the Optimal 

Company generates the DMV stop. 

6. Dismissal for Compliance 

A defendant may have a case dismissed by mail or at the 

counter and without a court appearance by offering the appropriate 

documented compliance or citation sign-off by the police. In this 

instance. the convelope is pulled from the open files. The 

dismissal and appropriate dispo code are noted on the convelope. 

The Judicial Council disposition tally is performed and the 

convelope is routed to the accounting section. to data entry and 

to the closed files. Bail forfeiture procedures, outlined above. 

often apply to compliance cases since compliance may only reduce 

the amount of bail required. 

7. Not Guilty Plea BY Mail 

If a defendant wishes to avoid spending a morning in court just 

to be arraigned and plead not guilty. he or she has the option to 

offer the court a written not guilty plea, post bail if necessary,* 

a 
* Different branches have different policies. 
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and have a court trial date set. In this instance. the 

defendant's written plea. Notice of Bail. and bail payment is sent 

to the court at least five days before the expiration date on the 

notice. The traffic division must pull the convelope from the 

open files and prepare a docket sheet showing the plea and the 

payment. The case is then ready to be set for trial either by the 

commissioner or by the traffic division. The trial date is 

entered on the docket and in the calendar book. The defendant is . 

notified of the trial date by a Trial Notice. The citing police 

officer is notified of the trial date by a Trial Notice (northern 

branch) or a Subpoena (central or southern branches). The bail 

payment is marked and is rung on the cash register. generating a 

receipt for cash OK on request. Finally. the convelope and the 

payment are routed to the accounting section. to data entry. and 

to the open or continued files. depending on branch procedure. 

8. Issuinq a Notice of Warrant and Warrant of Arrest and/or 

0 

License Stop 

In cases where a cited defendant does not respond at all to 

the Notice of Bail. a Notice of Warrant will issue. Continued 

non-response will result in the generation of a DMV license stop 

and. for some violations. a Warrant of Arrest. These warrants 

automatically issue from the Optimal Company. 

Sixty days after the issuance of the Notice of Bail. a Notice 

of Warrant will be computer-generated and mailed to the defendant 

by the Optimal Company. This notice contains the same information 

as the Notice of Bail. however the additional charge of failure to 

appear may be added. A new final appearance date is shown on the 

notice as well. The traffic division receives a copy of the 
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Notice of Warrant and files it into the convelope. The original 

notice is mailed directly to the defendant from the Optimal 

Company. If the defendant fails to respond to the Notice of 

Warrant. the Optimal Company automatically generates a license 

stop to the DMV. Additionally. each week the Optimal Company 

sends to the traffic division a Warrant Eligible List. an 

accompanying Omnibus Complaint. and warrants for those cases in 

which a cited defendant has not responded to the court's notices 

and the cited offense(s) is warrant eligible (for instance. 

failure to appear for a mandatory court appearance). The traffic 

supervisor must sign the Omnibus Complaint . All convelopes for 

cases in which a warrant is shown to be eligible are pulled from 

the open files. For each case. a clerk must verify that the case 

is still warrant-eligible. i.e:: 

0 No court appearance made 

0 No counts disposed 

0 No traffic school granted on any counts 

0 No previous warrants issued 

Trust book money not a match 

After eligibility is determined. the judge or commissioner 

signs the signature stamp authorization and his or her name is 

affixed to each warrant. The original warrant is dated and sealed: 

the copy is conformed. It should be noted that no corrections 

should be required to these computer-generated warrants. A clerk 

finding an error or problem in any computer-generated warrant 

would not issue the warrant. The original warrant is issued to 

the police after making a notation on the face of the convelope 

that the warrant had issued. Finally. the yellow copy of the 
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warrant is placed in the convelope, which is refiled in the open 

files. 

9 .  Preparation of Arraiqnment Calendar 

0 

There are three main routes by which a defendant's name is 

placed on the arraignment calendar: walk-in, pre-scheduled 

appearance, or in-custody status. 

For defendants appearing as arraignment walk-ins. on or before 

the date set in the Notice of Bail, defendants will come to the 

traffic window. There they are given their Advice of Rights form 

and a -- Pro Tem form, if applicable. and are directed to the 

courtroom. For these defendants. the traffic division receives 

the defendant's copy of the citation or researches the fiche if 

defendant states he or she was notified to appear but does not 

0 present a copy of the citation. The clerk then pulls the 

convelope from the open files and prepares a docket sheet. The 

CLETS machine and fiche are researched for potential additional or 

updated information.* This information. if located. is then added 

to the face of the convelope. The defendant's name is then typed 

on the court calendar and all case papers are picked up by the 

bailiff and taken to the courtroom. 

* The CLETS machine provides traffic staff with current 
teletypes from the Department of Motor Vehicles and the Police 
Information Network. Branch pKOCedUreS regarding use of the 
CLETS vary. but the CLETS machine ideally is consulted for any 
case over 30 days old. or any case with a mandatory court 
appearance and any failures to appear or failures to pay. The 
CLETS system is statewide, however, the San Mateo Municipal 
Court will only respond to charges outstanding in San Mateo 
County. If a charge is outstanding in another branch of the 
San Mateo Municipal Court, the defendant may receive a slip 
informing.him or her of those charges and indicating that they 
should be add+ressed. 

111-D-8 



For defendants appearing by prescheduled appearance, the 

convelopes are pulled for cases scheduled in the calendar book. A 

docket sheet is prepared if one has not previously been prepared. 

Again, the CLETS machine and fiche will be researched and the 

defendant's name will be added to the typed calendar. All case 

papers will be taken to the courtroom by the bailiff. 

Finally, for in-custody defendants, a traffic Clerk checks the 

CLETS or calls the jail to get a list of defendants to appear for 

arraignment that morning. Again convelopes are pulled and dockets 

prepared for each case. Also the CLETS machine and fiche are 

researched as above (northern and central branches only). 

Additionally, a blank Notice, Sentence and Commitment form is 

prepared for each case, and a blank Conditions of 

Probation/Diversion form is prepared for any defendant charged in 

three or more cases. All case papers for in-custody defendants 

are routed to the southern branch criminal court (southern and 

central branch cases) or to the northern branch criminal court 

(northern branch cases). 

It should be noted that a pink tag is attached to any case 

file in which a warrant is outstanding so that after the court 

appearance, traffic staff will know to recall the warrant from the 

CLETS machine. 

The calendar preparation begins shortly before court begins 

and finishes normally about two hours later. There are an average 

of 80 to 90 cases on each morning's arraignment calendar. Seven 

copies are made of each morning calendar and distributed to the 

clerk, ba.iliff, commissioner, front counter, accounting department, 

and the telephone 'answerer. 
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10. Arraiqnment  0 
The c o u r t  commissioner receives the typed  c a l e n d a r  and a l l  

convelopes  and docke t  sheets from the c l e r k ' s  o f f i c e .  Defendant  

has a l r e a d y  s i g n e d  a n  Advice of Rights  form and p o s s i b l y  a P r o  Tem 

form. Defendant  is asked t o  e n t e r  a plea a t  a r r a i g n m e n t .  If 

d e f e n d a n t  p l e a d s  g u i l t y .  s e n t e n c e  is  imposed. If d e f e n d a n t  pleads 

n o t  g u i l t y .  he o r  she t h e n  has the  o p t i o n  t o  r e q u e s t  a n  i n f o r m a l  

h e a r i n g  by t h e  c o u r t  t h a t  same day. Under t h i s  sys tem.  the 

d e f e n d a n t  waives f o r m a l  t r i a l  r i g h t s  and the  matter is  q u i c k l y  . 

r e s o l v e d  by t h e  t r a f f i c  commissioner .  If a n  i n f o r m a l  h e a r i n g  is 

n o t  r e q u e s t e d .  t h e  matter must be set  f o r  t r i a l .  

11. Cour t  T r i a l  Requested 

Normally.  a t r i a l  date  is  s e t  i n  t he  a r r a i g n m e n t  cour t room and 

d e f e n d a n t  is g i v e n  a T r i a l  N o t i c e  s l i p .  The cour t room c l e r k  n o t e s  

t h e  d e f e n d a n t ' s  n o t  g u i l t y  plea and t h e  t r i a l  da te  on the  d o c k e t  

and on t h e  typed c a l e n d a r .  Paperwork is  t h e n  r o u t e d  back t o  the 

t r a f f i c  d i v i s i o n .  T r a f f i c  c lerks  n o t e  t he  EDP e x t e n s i o n  code on 

the  face of t h e  convelope .  If d e f e n d a n t  is  r e q u i r e d  t o  p o s t  b a i l  

p r i o r  t o  t r i a l .  d e f e n d a n t ' s  b a i l  payment w i l l  be received.. marked, 

and rung  on t h e  cash reg is te r .  A receipt w i l l  i s s u e  i f  cash is  

o f f e r e d  or  on r e q u e s t .  If a w a r r a n t  i s  o u t s t a n d i n g .  i t  w i l l  be 

recalled on t h e  CLETS machine.  The t r i a l  da te  w i l l  be no ted  i n  

the t r a f f i c  c a l e n d a r  book. A T r i a l  N o t i c e  must be p r e p a r e d  for 

t h e  d e f e n s e  a t t o r n e y  i n  t h e  e v e n t  d e f e n d a n t  has i n d i c a t e d  he or  

she  i n t e n d s  t o  have l ega l  r e p r e s e n t a t i o n .  I n  t h a t  i n s t a n c e .  t h e  

D i s t r i c t  A t t o r n e y  or  t h e  C i t y  A t t o r n e y  ( i f  a c i t y  o r d i n a n c e  has 

been charged) must a l s o  receive a T r i a l  N o t i c e .  F i n a l l y  a T r i a l  0 
N o t i c e  or  Subpoena is  prepared f o r  the c i t i n g  
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police officer. Copies of all notices are filed in the convelope 

after a docket entry of their issuance has been made. All 

original typed court calendars are kept together in the original 

typed calendar file. All convelopes are routed to the accounting 

department, to data entry, and to either the open or continued 

files. 

12. Issuinq Bench Warrant for Failure to Appear 

0 

If a defendant fails to appear for a mandatory court 

appearance a Bench Warrant for Failure to Appear is manually 

prepared and bail is forfeited. The traffic division receives the 

order for a bench warrant from the courtroom. A Bench Warrant is 

manually prepared for the judge's signature. The clerk signs and 

seals the original warrant and conforms the copy. The original is 

routed to the police; the copy is placed in the convelope. The 

bench warrant issuance is marked on the docket and convelope. A 

DMV abstract, which will place a stop on defendant's registration, 

is prepared and a copy is placed into the convelope. 

Additionally, an EDP status flag is used so that the case will 

appear as bench warrant status on the microfiche. 

If bail has been posted a Notice of Order Forfeiting Bail is 

prepared and routed to the depositor. A copy is placed into the 

convelope. The convelope with copies of all paperwork is filed in 

the open files. 

13. Informal Hear inq 

A defendant indicating to the court a desire to have an 

informal hearing must submit a signed Waiver of Rights for 

Informal Hearing form to the court. During the informal hearing, 

the traffic commissioner allows the defendant to state his or her 

I I I-D- 11 



case. The commissioner will then quickly find defendant guilty 

and pronounce sentence OK not guilty and dismiss the case. 

Alternatively. if the commissioner wants to hear the citing 

officer's side of the story. the case may be set over for trial 

according to the pKOCedUKeS outlined above (Court Trial 

Requested). All papeKWOKk after an informal hearing is routed 

0 

back to the traffic division. 

14. Request for Continuance 

A defendant wanting a continuance of a court or due date makes 

a request to the court. The traffic division pulls the convelope 

from the open or continued (awaiting trial) files. Requests and 

convelopes are routed to the commissioner for a decision. If the 

commissioner denies the continuance request the original date 

stands. If an extension is granted, the defendant is sent a 

letter indicating when to appear for a new court date OK the new 

due date. If a new court date is set. the convelope and docket 

are marked and routed for  computer entry of extension and then 

back to the open or continued files. If the extension is for a 

court trial. all appropriate parties must be renotified OK 

resubpoenaed. 

15. Preparation of Trial Calendar 

The afternoon trial calendar is prepared using the calendar 

book. The convelopes for cases set for trial are pulled from the 

open/continued files and trial dockets are prepared for each case. 

The CLETS and fiche are researched for additional or updated 

information which is added to the face of the convelope. 

Defendant's name is typed on the calendar and all case papers are 0 
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0 routed to the courtroom. Copies of the typed calendar are 

distributed to all appropriate parties. 

16. Trial 

On the day of trial the traffic division calendar clerk 

prepares the trial calendar and all convelopes and dockets are 

routed to the courtroom by the bailiff. If defendant fails to 

appear Bench Warrant for Failure to Appear will issue (see 

procedures outlined above). If defendant appears and is found 

guilty he or she will be sentenced. If defendant is found not 

guilty the case will be dismissed. 

17. Sentence Imposed 

After a court hearing resulting in a finding of guilt. traffis 

division clerks will receive court documents showing that the court 

imposed a sentence. The most common sentence is the imposition of 

a fine, perhaps with time to pay authorized (see those procedures 

outlined below). Occasionally. probation may be imposed as well 

(see below). Additionally. the following sentencing options may 

be imposed by the traffic commissioner either directly OK as a 

condition of probation. In addition to a fine or probation. the 

0 

following sentence options require a DMV abstract of conviction: 

0 Suspended sentence; 

0 Suspended judgment; 

0 Driver's license suspended for a set term; 

0 Driver's license restricted for a set term; 

0 Court restriction - drive to and from work only for a set 
term: 

0 Court restriction - drive only during course of employment 
for a set term; 

0 Jail 
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If necessary, later compliance or completion dates are 

calendared and tracked and a copy of the sentencing order is 

routed to appropriate agencies such as the jail and the Department 

of Public Works. 

0 

After a sentence has been successfully completed, the case is 

closed. An amended DMV abstract is required for the above-listed 

sentences. Again, it is now automatically generated to the DMV by 

Optimal unless the case was previously closed. In that event, an 

amended abstract would need to be manually prepared and sent to 

the DMV. 

18. Plea/Findinq of Guilt-Fine Imposed 

After a guilty plea, informal hearing, or trial traffic clerks 

may receive the court documents showing that a fine has been 

imposed. At the imposition of the fine, defendant indicates to 

the court whether he or she is able to pay the fine immediately or 

whether time to pay is necessary. For defendants ready to pay 

immediately the traffic division receives defendant's payment at 

the window. The form and amount of the payment are noted on the 

docket and the convelope and the dispo code is noted on the face 

of the convelope. The payment is rung on the cash register and a 

receipt is issued for cash payments or on request. A warrant, if 

outstanding, is recalled on the CLETS machine. The convelope and 

payment are routed to accounting for inclusion with the daily 

deposit and then all paperwork is routed for computer entry and 

performance of the Judicial Council statistical tally. Finally, 

0 

all paperwork is routed to the closed files. 
0 
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If a d e f e n d a n t  who i n d i c a t e d  t h a t  he o r  she p l a n s  t o  

immediately pay a f i n e  f a i l s  t o  pay, a Bench Warrant  f o r  F a i l u r e  

t o  Pay w i l l  i s s u e .  

19. F i n e  Imposed-Time t o  Pay 

For  t h o s e  d e f e n d a n t s  need ing  time t o  pay a c o u r t  imposed f i n e ,  

t h e  c o u r t  documents a r e  received by t h e  t r a f f i c  depar tment  showing 

t h e  amount of the f i n e  imposed and i n d i c a t i n g  on the  d o c k e t  the  

time t o  pay a u t h o r i z a t i o n .  The amount due ,  t he  due da te  and time 

t o  pay s t a t u s  are  e n t e r e d  on t h e  face of the convelope .  The case 

d i s p o s i t i o n  is e n t e r e d  i n t o  t h e  computer.  n o t i n g  t h e  t i m e  t o  pay 

e x t e n s i o n .  

A d e f e n d a n t  f a i l i n g  t o  pay a f i n e  o r d e r e d  is  s u b j e c t  t o  a 

Bench Warrant  f o r  F a i l u r e  t o  Pay. If t h e  payment is  n o t  missed 

t h e  t r a f f i c  depa r tmen t  w i l l  receive d e f e n d a n t ' s  payment and 

p r o c e s s  i t  as o u t l i n e d  i n  the above s e c t i o n  on immediate payment 

of f i n e s  imposed. If a d e f e n d a n t  misses a payment t he  d e s c r i p t i o n  

of Bench War ran t s  Reques t s  f rom CCA a p p l i e s .  

2 0 .  P l e a / F i n d i n q  of G u i l t - P r o b a t i o n  Imposed 

When d e f e n d a n t  is  s e n t e n c e d  t o  p r o b a t i o n  a C o n d i t i o n s  of 

P r o b a t i o n  form is prepared which d e f e n d a n t  must s i g n  a t  the 

t r a f f i c  window. Defendant  gets  a copy of t h i s  form.  If n e c e s s a r y  

l a t e r  dates a re  manual ly  c a l e n d a r e d  i n  t h e  c a l e n d a r  book a c c o r d i n g  

t o  t h e  terms of t h e  p r o b a t i o n .  A l l  paperwork t h e n  is r o u t e d  f o r  

computer e n t r y .  I t  s h o u l d  be noted  t h a t  subsequen t  changes  i n  

terms of p r o b a t i o n  a re  handled  manual ly  s i n c e  t h e  computer does  

n o t  keep  these cases i n  a n  open s t a t u s .  The terms of p r o b a t i o n  

w i l l ,  however, show up i n  t h e  computer g e n e r a t e d  h i s t o r y  f o r  any 0 
new cases. 
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0 Copies of the probation form must be routed to any outside 

agencies affected. for instance, the probation department, the 

jail, the Department of Public Works and CCA. 

Upon completion of the period of probation. any required 

documentation verifying the success of the probation period must 

be received from the defendant or directly from the outside 

agency. A docket notation is made, the convelope is marked. and 

the paperwork is routed for computer entry. preparation of the 

Judicial Council dispo tally and to the closed files. 

21. Citation Dismissed 

If a citation is dismissed after an informal hearing or a 

trial the paperwork is routed back to the traffic department for 

marking of the convelope. Paperwork is then routed to the 

accounting section for performance of the Judicial Council dispo 

tally, for computer entry, and to the closed files. 

22. Automated System Requirements 

' 
The core requirements outlined above directly apply to traffic 

procedures. At present. traffic procedures are somewhat automated: 

however, a new system should result in many improvements and some 

streamlining of the system. 

A big improvement should be one of timeliness. The present 

system is based in Newport Beach. CA and all entries require at 

least a three OK four day lag time before they are reflected in 

the system. An on-line real time system should provide both the 

court and the public with immediate up to date information. For 

instance. entry of a payment should automatically be reflected as 

a case disposition. if appropriate. to all system users. As 
0 
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indicated in the core requirements section. cashiering should be 

an automated function. 

The bail forfeiture procedure should not require the present 

two-week delay between time of citation and receipt of the Notice 

of Bail by the cited party. This delay is presently due to the 

fact that bail computation occurs in and Notice of Bail generates 

from Newport Beach. The system should allow for on-line entry. 

update and inquiry of case history. Information presently 

available from the CLETS and traffic fiche should directly 

interface or be a part of the new automated system. 

The indexing core requirement is discussed above. For traffic 

cases. driver's license number indexing must be provided. Also, 

ticket control function must exist through use of an interface 

with all issuing agencies. This function would result in the 

ability to account for every ticket issued. Each agency should be 

provided an automated record by ticket number to be used for audit 

purposes. 

e 

The system should generate a convelope. a file jacket label or 

whatever file vehicle is determined to be the most cost-effective 

and useful choice for maintaining hard-copy data. The system must 

generate all Notices of Bail. Notices of Warrant. Warrants of 

Arrest and Bench Warrants. 

Although most warrants are now generated by the computerized 

system, the process of verifying and issuing the warrant is 

cumbersome. It should no longer be necessary to actually pull 

case convelopes once the case history information is available 

directly from the computer. This will greatly reduce the amount 

of time needed for warrant preparation and issuance. The warrant 



process should interface with police agencies and. for time to pay 

orders. the Central Collections Agency warrant request process. 

Finally. the system should include a comprehensive calendar 

management function. allowing for timely tracking of all pre-and 

post-trial case events. All court appearance calendars. trial 

notices. subpoenas. continuance orders and sentencing forms should 

generate automatically. Interfaces should be provided between the 

court and the various police agencies and the city and district 

attorney's office, the jail and the Department of Public Works for 

the purpose of sending trial notices and calendars and sentencing 

orders as appropriate. 
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PARKING PROCEDURES 

The central and southern branches use an on-line parking 

system which provides the court and the public with up-to-date 

i nf or ma t ion. 

1. Entry of Citation 

As indicated at the beginning of the Traffic Procedures 

Section, parking citations are delivered to the court by police 

court officers each day. Parking and traffic citations are 

delivered together and must be sorted by a data entry clerk. After 

sorting, the clerk must perform the Judicial Council statistical 

computation for the monthly statistical report.' Parking 

citations are then routed for entry into the CRT. After entry the 

citations are kept in boxes by entry date. 

2. Miscellaneous Correspondence 0 
Upon receipt of an inquiry at the counter or a letter of 

inquiry from a defendant, the citation or CRT is consulted. If 

necessary the parking fiche can also be researched. If an inquiry 

is such that it requires the attention of a commissioner, the 

citation or printout along with a copy of the request are routed 

to the commissioner for answer. The clerk then uses a form letter 

to respond to the inquiry, sending a copy to the defendant and 

placing a copy in the file. If the defendant's inquiry involves a 

granted continuance request, an extension will be noted in the 

computer and the paperwork will be placed in an open parking file 

It should be noted that although the parking computer system 
has the capability to calculate statistics for the Judicial 
Council, they are also manually kept. 

0 
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drawer. The form letter used to respond to parking inquiries can 

deal with requests for continuances. insufficient payments. the 

inability to match a payment to a case. unsigned checks. and sold 

vehicles. 

3. Bail Forfeitures 

0 

A defendant not wishing to make a court appearance may forfeit 

bail on a parking citation at the courthouse counter or by mailing 

in a payment. If a defendant knows that he or she owes the 

parking fine but does not have a copy of the citation the parking 

fiche can be researched or a search can be conducted on the CRT by 

either case number (which is the same as the citation number) or 

by license plate number. When a payment is received the citation 

number is indicated on the face of a check or money order. Cash 

payment denominations are also noted on the face of the citation 

or CRT printout. Cash payments are rung on the cash register and 

a receipt is produced. Cash payments are then backed out of the 

cash register in order that daily payments will balance. 

0 

The payment is entered into the CRT and the data entry clerk 

keeps citations and payments in a box in entry order. At the end 

of each day. checks and money Orders are put through the endorsing 

machine. The Judicial Council disposition tally is then 

performed. Then all payments and citations are routed to 

accounting for the daily deposit. after which time they are placed 

b 

If parking cash payments were not backed out of the cash 
register they would appear both on the cash register tape and 
the daily CRT printout thus crediting the one payment twice. 

111-E-2 
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i n  c l o s e d  s t o r a g e .  I t  s h o u l d  be noted  t h a t  i n f o r m a t i o n  e n t e r e d  

i n t o  the CRT is  ava i lab le  immediately on t h e  t e r m i n a l  by case 

number or  l i c e n s e  number. 

4 .  P a r k i n g  Cour t  Appearance 

O c c a s i o n a l l y  a d e f e n d a n t  i n  a p a r k i n g  matter w i l l  r e q u e s t  a 

c o u r t  appea rance .  I n  t h i s  case t h e  d e f e n d a n t  comes i n  t o  the 

t r a f f i c  window. The c i t a t i o n  or  l i c e n s e  p l a t e  number i s  received, 

a CRT p r i n t o u t  is  made and a docke t  is  p r e p a r e d .  D e f e n d a n t ' s  name 

is  placed on the  morning t r a f f i c  c a l e n d a r .  If a d e f e n d a n t  f a i l s  

t o  pay o r  appear f o r  a p a r k i n g  c o u r t  appea rance  t h e  computer w i l l  

g e n e r a t e  a Late N o t i c e  t o  d e f e n d a n t .  If d e f e n d a n t  s t i l l  does  n o t  

pay, t h e  computer w i l l  g e n e r a t e  a s t o p  on t h e  d e f e n d a n t ' s  vehicle 

r e g i s t r a t i o n  f o r  t h e  Department of Motor Vehicles .  O c c a s i o n a l l y ,  

i f  there  is no DMV s t o p  pending ,  a commissioner may o r d e r  a bench 

w a r r a n t  t o  i s s u e  ( f o r  example,  f o r  a n  o u t s t a n d i n g  bad check). 

5. F i n e  Imposed 

If d e f e n d a n t  is o r d e r e d  t o  pay a f i n e  a f t e r  a c o u r t  appea rance  

and t h e  s e n t e n c e  is n o t  suspended,  the d e f e n d a n t  pays t h e  f i n e  

imposed and the  case is  c l o s e d .  If d e f e n d a n t  has been g i v e n  time 

t o  pay a f i n e  t h e  e x t e n s i o n  da t e  must be no ted  i n  t he  c a l e n d a r  

book and i n  t h e  computer .  The paperwork w i l l  t h e n  be placed i n  

t h e  open p a r k i n g  f i l e  drawer. A d d i t i o n a l l y ,  t h e  s o u t h e r n  b ranch  

p r e p a r e s  a n  alpha index  c a r d  t o  manual ly  t r ack  d e f e n d a n t ' s  name 

and t h e  s t a y  date.  

If a d e f e n d a n t  f a i l s  t o  pay a f i n e ,  t h e  Late Not ice /Hold  

p rocedure  becomes a p p l i c a b l e .  If no a c t i v i t y  o c c u r s  on a case f o r  

two years  a f t e r  t h e  DMV h o l d ,  the  case w i l l  be a d m i n i s t r a t i v e l y  

d ismissed .  

111-E-3 
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6. Citation Dismissed 

A parking citation may be dismissed after a court appearance 

OK for a variety of administrative reasons such as: the 

Department of MotOK Vehicles cannot find the vehicle or owner; 

the make of the car from the Department of Motor Vehicles does not 

match the make on the citation; no activity on a case for two 

years after a hold was placed on the vehicle registration; 

compliance. 

To dismiss a case, the proper entries are made into the 

computer and the Juducial Council statistical sheets. The 

paperwork, if any, is filed in the closed files. 

7. Automated System Requirements 

The present on-line parking sytem used by the central and 

0 southern branches seems to work fairly well. However some 

improvements must be made and the systems should interface or be a 

part of the overall court automated system. 

Some of the core requirements outlined above apply to 

processing parking cases. A few special concerns are noteworthy. 

First. through use of the central cashiering function it should no 

longer be necessary to manually ring payments on and back them out 

of the cash register. Next, the indexing function should include 

the ability to index by license plate number as well as case 

number. The system should include a calendar management function 

so that appearance calendars can be easily prepared and that case 

events for parking defendants can be tracked on computer. These 

events should especially include the Bench Warrant function and 

miscellaneous form letters. At present Judicial Council 0 
statistics are manually tracked although the present system is 

111-E-4 
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capable of compiling this data. A streamlined automated system 

will likely provide the necessary confidence so that the manual 

tracking system can be eliminated. 

0 

Finally. although the present system interfaces with the DMV. 

the interface requires some additional manual steps in the 

accounting department such as the preparation of trust slips for 

the monthly DMV payment check. They are not processed in a timely 

manner at present, because the monthly check is deposited into 

trust and not matched to defendants until follow-up identifying 

tapes come from the DMV. which can take several weeks. 

Computerization should eliminate both of these problems. 
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ACCOUNTING WORKFLOW: CASE-RELATED 

.. . . 

.. _. ~ __  . 
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- 1 -  .. .. . 
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. . . . . . . . . 
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. .  

Receipt And 

Daily Monies 
Balance 

. . . - . . - 
. .. __. ~ 

.. . .  . 

r 
I 
I 

Cash 
Short ages 
And 
Overages 

Receipt And - -  

Daily Monies 

Daily Distribution 

Daily Deposit 

Dishonored 

r 

Daily Deposit 

i 

Dishonored 
Checks 

. -  

Bail Exonerations 
And Backouts 
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B a i l  F o r f e i t u r e s  and 
F i n e s  P a i d  From T r u s t  

L 

. .  

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

. _ _  . -. . - . .- 

.. - 

. . . . .  

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

. 

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

* 

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

. .  

B a i l  F o r f e i t u r e s  and 
F i n e s  P a i d  From T r u s t  

I 
\I/ 

Bench W a r r a n t s  For 
C e n t r a l  C o l l e c t i o n s  

Accounts  

\L 

Receipt of 
Payments Made 

t o  CCA 

Weekly Bank Account i 

Per iod  
Cash S ta t emen t  

1” 
Bi-Annual T r u s t  

Receipt V e r i f i c a t i o n  - .  
. .  
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RECEIPT AMD BALAMCE 

Redistribute payments to accounts not _ _  
on cash registers 

Payment 
ef endan 

Receipt 

Cash Register tape I 
-___--- --. 

Police 
Court 
Officers 

- Enter final daily amounts onto Daily 
Cash Worksheet and Ledgers. 1 _ -  

Parking Daily 1 CRT Total 
Printout 

I Case File/Convelope 

Monthly 
Dm Check > I 

riminal Trust 
Slip I Dept I< 

For bail monies: 
. Receive bail monies from police 

& prepare trust slips. 
. Recall AW/BW from CLETS if necessary. . Determine if case number exists or if 

**on-view. ** . Docket entry 
Receive monthly check from DHV and 

Prepare trust slips for other matters. 
File trust slips: 
. Original white in alpha accounting file . Pink into case file/convelope/caddy. 

or to criminal department (on-view). . Hold yellow for daily deposit. 
Prepare dispo sheets. 
Ring cases on cash register. 
Back parking out of cash register. 
Generate receipt for cash or on request. 
Run adding machine tapes for daily monies. 
Balance adding machine tapes and CRT 
printouts against daily monies. 

prepare trust slip. 

]Cash Register Tape I 
! 

-7 
f 

I--:_--- 

Case File/Convelope! 
i 

Docket I 
1 
I 

I CLETS 
I 

I Trust Slip i 

IAlpha 
i 

ITrust Slip Caddy 1 

CASH SHORTAGES AND 

Yes 
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CASH SHORTAGES 
AND OVERAGES 

- _  

ef endan 
r Payor 

olice 

f f icers 
Fl Bail) 

Daily 
Total 

I 

When daily payments do not 
balance: 

Deposit overage with Daily Deposit, 
with notation in the Report of 
Cash Deficit or Overage; or 

. Make-up shortage from the annual 
shortage fund, with notation in 
the Report of Cash Deficit or 
Overage. 

- 
Cash Register Tape 

_)- 

Adding Plachine Tape 
--_I-- 

Case Files/Convelopes 

Report of Cash Deficit 
or Overage File 

-_I_- 
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El- Money 

DP, TS, 
Trust S l ip s ,  
Tapes u 
DP, Tapes 

. . .  
. . .  

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

~ 
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. ,  . . . . .  . . 

. .  
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Computer 

Case File/Convelope 

Deposit Permit F i l e  

Cash Register Tape 
F i l e  

_-. 

. -  

I 

Prepare Transmittal  S l i p  and Deposit 

Prepare check t o  t r ans fe r  bank funds 

Route yellow da i ly  t r u s t  s l i p s  t o  

Permit. 

t o  Treasurer ( C ) .  

cont ro l le r  w i t h  Transmittal  S l ip ,  
Deposit Permit and cash r e g i s t e r  tapes 

Treasurer w i t h  cash (S) and check ( C ) .  

cash r eg i s t e r  tapes. 

Take completed Deposit Permit t o  

Receive and f i l e  Deposit P e r m i t  and 

Send da i ly  cash t o  the  bank ( C ) .  
Route case fi les/convelopes t o  computer 

en t ry  or t o  the  f i l e s .  
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. . . .  Bad checks, 
.... . .  

. .  and Debi t  ; 

. . . . .  ._ . . . . . . .  
I f  

( C )  -_ and Debi t  1 I I Memo 3 
- -  

' - befendanl- Dishonored 

p'-Payor k C k  Letter 
- - 

...... 1 1  

::Affidavit 
. . . . .  - & Warrant 

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

.. - .. .. - . .- 

. . . .  . . _ . . P u l l .  . .. 

- . . . .  . :?arking 6 R e c o r d  
... CRT . . . .  ' Backout 

. . . . . . .  .Payment - - -. 

. . . . . . . . . . . . . . . . . . .  
, . . . . . . . . . . . . . . .  
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. - . . . . . . . . . . . . . .  
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Receive bad c h e c k s  and d e b i t  in format ion .  
P u l l  c a s e  f i l e , -  convelope o r .  CRT record. .  
Prepare  a dishonored check l e t t e r  and - 

send t o  defendant  & p a y o r ( i f  d i f f e r e n t )  
Post t h e  dishonored check l e d g e r  and 
- case docket.  _ _  I . 

A t  end of account ing  p e r i o d :  .- Back dishonored checks o u t  of l e d g e r s .  . Back dishonored checks o u t  of CRT f o r  
p a r k i n g  cases ( w i l l  g e n e r a t e  a DMV 
s t o p  on r e g i s t r a t i o n ) .  . . Void  d ishonored  checks  o f f  convelopes.  . P r e p a r e  an  A f f i d a v i t  and Warrant for  
p o l i c e  (movers,  c r i m i n a l ) .  - -  

~ 

Dishonored Check  1 

3 
Case Fi le /Convelope i 

Ledger I 

1 County EDP ( P a r k i n g )  1 

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

- - . .  _ _  
. . .  ._I ...... 

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

. . . . . .  

-. . . . . . . . .  

- .................... ...... 
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P r e p a r e  D a i l y . D e p o s i t  and P e r m i t  t o  
..... 

redeposit. o r i g i n a l  d i shonored  check- 
. amounts. . . . . . . . .  - 

. .  "Dishonored Check Fee.-". _. .,. 

Ring t h e  $10 f e e ' o n  cash r e g i s t e r  t a p e  t o  

. D o  n o t  i n c l u d e  a g a i n  on D a i l y  Cash  

Make ..docket . ' n o t a t i o n '  a,nd . i s s u e  receipt I:.:.. 

Note. r e d e p o s i t  i n  Dishonored Check  Ledger _ _  

. . . . . . .  
. . . .  

. .  Worksheet or i n  l e d g e r s .  . . .  

.. .-. ... . . t o  -payor i f  requested. . . . .  

. .  a n d , i - n  C a s h  Cqunty T r e a s u r e r  Ledger. 
.. 

.. 

. . . .  . . . . .  

~- . . . . .  
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.. . . .  .......... ........... 
. . . . . . . . . . . . . . . . . . . . .  . .. 

Docket 

Case Fi le /Convelope 
y_-- 

Parking  CRT 

C a s h  R e g i s t e r  Tape 
-L_I 

Dishonored Check 
Ledger *I- ._- . r  8 

Cash County 
T r e a s u r e r  Ledger 
.---T-l---~.-^~~~-L- - 1 1 I 
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BAIL EXONERATIONS 
- -  . -  L A N D  BACKOUTS // 

V 
Legal 

r Payor 

I - 
Trans- 

ontrol- mittal 
Sheet 

Warrants 
And Trans- 
mittal 
Sheet 

Check alpha trust slip file for name of 
payor and enter information onto 
worksheet and transmittal sheet. 

Wake docket entry or CRT entry. 
Mote payment distribution on back of 

trust receipt. 
Post ledgers. - 
Route transmittal sheet to Controller 

for issuance of warrants. 
Receive completed transmittal sheet 

from Controller, along with blue 
copies of warrants. 

Case FileIConvelope 

Alpha Trust Slip File 

- 
Closed Trust Slip Pile 

- 
Docket 

Temporary Worksheet/ 
Transmittal File 

--c.-w- -.-u-_L---_ 

- -*_.%%%L - 

Ledgers 
-+.--__. 

Completed Transmittali 
Warrant Copy File 

County EDP 
(Parking) I 

._ - 
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- 
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FINES PAID FROX TRUST 

Legal 

r Payor i 
Not i f i ca- 
t ion  of 
Forfeiture 

Check alpha trust  s l i p  f i l e  f o r  name o 
payor and enter information onto 
worksheet. 

Make docket entry. 
Note payment distribution on back of 

trust rece ipt .  
Post ledgers.  

+------- 
Closed T r u s t  S l ip  F i l f  i 
Docket 

Temporary Worksheet 
F i l e  

I Ledgers 
c 

. .  
. . . .  
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n 

Bond and Receive bond and bail receipt from 

Prepare bond ledger (C) or bail bond 
Police bail police. 

card (SI. 

Case File/Convelope 

Bond Ledger (C) or 
Bail Bond Card (S) 

:<or. Bond ,“f t e d 2  \ 

xonera t e 

Legal 
Court Document > 

Notice of 
Forfeiture 

0- NOTE: THIS IS DONE BY CRIMINAL OR 
TRAFFIC DEPARTMENT STAFF 

Verify accurateness of exoneration or 

Hake ledger or card entry. 
Hake docket entry. 
Send a Notice of Forfeiture to the bail 

forfeiture order. 

bondsman and surety company. 

., . 

. - . . - . ., . 

. . . . . . ..~ . 
. .  . 

. . .. - .. . 

. _ _  - .. . . 

. - -. - . . - - . . 
_... . .  

.. . 

. .  

. .  

Case File/Convelope 

Y 

(See Criminal Procedures for I summary judgments ) . 
I 

- 
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0 : . . . . . .  . . .  . . . .  
. . .  

. -  . . . .  - . . .  

I Case File/Convelope 

i 

!---...----L,-_-..- 
Case FileIConvelope 

-- ! -- 
! Docket I I 

_ .  
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MADE TO CCA 

. .  

C e n t r a l  Advice of 
Payments &' 

Agency IBM print-6 
o u t  

. .  

- . . . . . . . . . .  
~ 

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

. .  -. .~ 

~ 

Receive Advice of Payment sheets from 
C e n t r a l  C o l l e c t i o n s ,  v e r i f y  amount 
p a i d  and show payment breakdown. 

C e n t r a l  C o l l e c t i o n s ,  d e b i t i n g  and 
c r e d i t i n g .  

Receive CCA IBM p r i n t o u t  of a l l  account  
p a i d  a t  end of account ing  per iod .  

A t  end of  account ing  p e r i o d ,  p r e p a r e  
F i n e s  P a i d  through CCA worksheet and 
e n t e r  amounts i n  l e d g e r s .  

Receive J o u r n a l  e n t r y  sheets from 

d v i c e  of Payment F i l e  
P e r i o d  J 

. . .  

- 
. _. 
. . . . . .  



Debit Memos 

U 

Ledgers are posted dai ly  from the debit  
memos and Daily Cash Worksheet. 

l’hey are manually balanced at the end 
of each week and at the end of each 
accounting period. 

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

. . . . .  

. . . .  - ... -. . 

. -  . 

Daily Cash Worksheet 

1 Cash Collections 
Ledger 

-- * 

Trust Fund Ledger 1 
- 

Cash County Treasurer 
Ledger 

Parking Ledger 

--I 
Dishonored Check I I 

1 
! 

Ledgerj 
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0 

Receive weekly bank account statements 
showing deposits made, checks drawn 
and dishonored checks (C). 

Reconcile the statement. 
Use the accounting period weekly bank 

statements to assist in the end of 
accounting period calculations. 

WEEKLY BANK 
ACCOUNT 

RECONCILIATION 

- 

Weekly 
Statements 

I -- I 

..... . 

. . . .  . . . . . . . . .  
. .. __ ..... -. . .  

.~ - .... 
. . . . . .  

Deposit Slips 

1 
i 
i 

.+- -1 

Deposit Memos 

Checks Drawn 
-- 1 

i Reconciliation 
Sheet 
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.... - 
Statement 

Cas State- 
Control ment Trans- 

mittal Add- 
ing Ma- 
chine Tape 
Trust S 1 ips 

PERIOD 

At the end of the accounting period. 
using many worksheets, the ledgers, 
the DMV monthly printout and debit 
statement letter, and the trust 
receipts, prepare the Cash Statement. 

Administrator for signature. 

Sheets and the adding machine tape for 
all trust slips to the Controller. 

Cash Statement in the accounting file 
and the branch manager's file. 

Route the Cash Statement to the Court 

Route the Cash Statement, Transmittal 

File a copy of all worksheets and the 

Worksheets 
.- CIL 

Trust Receipts 
IL- 

Accounting Cash 
Stat emen t F i le 

-"e 

Branch Manager Cash 
Statement File . 
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I-ANNUAL TRUST 
RECEIPT 

VERIFICATION 

.. 

Twice each year, at the end of an 
accounting period, run an adding 
machine tape of all trust slips for 
open trust funds. 
Prepare a list showing the case name, 
case number and trust amount. 
Balance this list to the cash state- 
ment, and send original to Controller 
File copy with the cash statement 
file. 

. . . . .  * 

. . . . .  - . ._ . . . . . .  
. . . .  - __ ._ . . . . .  . .  
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Alpha Trust 

Accounting Cash 
Statement F i 1 e 
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ACCOUNTING PROCEDURES: CASE-RELATED 

The primary responsibility of the accounting department is that 

of accurately recording all cash receipts and related 

disbursements. Additionally, the department is responsible for 

administering all court purchases, the processing of the bi-weekly 

payroll, controlling supply order, preparation of work order, 

inventory control, judicial council reporting, and management 

revenue analysis. This section of the narrative describes the 

case-related tasks. 

1. Daily Deposit 

All payments made to the San Mateo County Municipal Court are 

deposited daily to either the bank (central) or with the county 

treasurer (southern) .* 

Payments are made to the court over the counter or by mail, and 

bail is brought to the court by police court officers from the 

cities. Payments are also made to the Department of Motor Vehicles 

from delinquent payors and are sent in lump sum to the court each 

month. 

a. Receiptinq 

The receipting process includes preparation of trust slips, 

lldispoll slips, and generation of cash register receipts. Trust 

slips are prepared for any case where clerks cannot locate the case 

and do not know the case number. These payments are placed in trust 

until they can be matched to a court matter. 

* South San'Francisco branch accounting practices were not 
examined in this study. 



Bail is delivered daily by police court officers of 

municipalities. Upon receipt the accounting department must 

determine if a case number exists f o r  the defendant posting bail or 

if this is an tson-viewlt bail. A trust slip is prepared for the bail 

money and the arrest warrant or bench warrant. if outstanding, is 

recalled on the CLETS machine. A docket entry is made unless bail is 

on-view. The bail payment must be rung on the cash register and the 

original bail receipt filed in the accounting alpha trust slip 

file. The pink copy of the trust slip is filed either into the case 

file or the convelope (central) OK is left in the trust slip caddy 

(southern), unless it is on-view. in which case it is routed to the 

criminal department. The yellow copies of the trust slips are 

routed with the daily deposit each day to the controller. Finally. 

if an appearance date has been scheduled. the paperwork is routed to 

the calendar clerk. 

0 

0 

The DMV monthly lump sum payment cannot be matched to cases when 

it is received so it is placed in trust as well. Finally. dispo 

sheets are prepared for criminal matters or when the case number is 

known but the case cannot be located.* 

All cash payments are rung into the cash register. A receipt is 

generated to a payor for cash OK on request. Cash parking payments 

are backed out of the cash register since they are input into the 

on-line parking system. The daily cash register tapes and the CRT 

* Southern utilizes tatrust slipsts also known as Itfee slips11 for 
their own accounts receivable process. This process could now 
be eliminated by use of the central system of TTP via 
computer. Consequently. no reference is made to fee slips in 
this study. 
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daily parking printout together itemize the total payments received 

each day. 
0 

Payments made to the municipal court are normally intially 

processed by staff of the appropriate department (small claims, 

civil, criminal, traffic or parking). The case file OK convelope is 

pulled and the payment and docket or face of the convelope are 

marked. The payment is rung through the cash register and then the 

whole file is routed to the accounting department. The accounting 

department balances monies received at the end of each day. 

b. Balancinq 

Using the audit tapes from the cash register machine 

together with all payments and files the daily payments are 

balanced. Two adding machine tapes are prepared: one for 

currency, coins. and check payments; one for trust payments. These 

adding machine tapes must balance to the cash register tapes. If 

the totals do not balance the cash register tapes are checked for 

unusual fee combinations or each ring is checked against each case. 

After this process has been completed, some agency categories are 

manually verified including 50% CHP splits, automation, law library, 

judicial retirement and court reporter accounts. These accounts are 

verifiable based on a set formula. For instance, under California 

Penal Code Section 1463b CHP fines and forfeitures collected are 

split between the individual municipalities and the county. An 

accounting department clerk must ensure that the cash register tape 

properly reflects the splits by verifying that the municipality 

total of the 50% split equals that of the county's. 



If daily payments fail to balance. the cash overage or shortage 

procedure must be used. Overages are deposited along with the daily 
0 

deposit. Shortages are covered in each branch from their $100 

replenishable shortage fund. In either instance. the Report of Cash 

Deficit or Overage is filled out. This report is prepared in 

original only and is examined by the auditor once a year. 

c. Redistribution 

The daily monies must undergo some manual redistribution 

because the cash register equipment does not reflect all of the 

various account distributions. The alcohol testing. alcohol 

rehabilitation, general fees. 16028. Fish and Game (central), and 

CSM mover accounts must be manually refigured and breakdowns noted 

on both the cash register tape and on the case file docket. 

0 d. Parkinq Payments 

Each day the county's automated parking system produces 

a'Entryl' and "Agency" sequence printouts for the prior day's 

activity. The actual parking monies taken in must be balanced 

against the printouts for each of the six CRTs. 

e. The Deposit 

Finalized daily amounts for all agencies and accounts are 

entered onto the Daily Cash Worksheet and into the ledgers. 

Payments are then ready to be deposited with the bank (central) and 

the county treasurer.* 

* Although central branch deposits its payments to a bank. the 
rest of the deposit procedures are the same for both branches. 
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. .  

First. copies of the trust slips are put into numerical 

sequence. Next, a log number is recorded to track the cash register 

audit tape. The rolled cash register audit tape must be folded down 

flat and the daily total amount handwritten and dated on the tape's 

face. Photostat copies are made of the daily totals from the CRT 

"Daily Payment Activity - Parking" computer report. The total 

dollar amount and CRT machine number must be handwritten on each 

computer report. A Deposit Permit is prepared to show the breakdown 

of cash receipts by coin. currency. and checks. A Transmittal Slip 

is also prepared. showing breakdown totals by CRT and cash register 

tape. Finally. central branch prepares a check transferring its 

daily deposit from the bank to the treasurer. 

0 

These items are hand carried to the controller's office where 

the Deposit Permit is dated. signed off. and issued an audit 

number. After signing off. the controller's office retains the 

computer printout. copies of trust slips. cash register tapes. 

Transmittal Slip and a copy of the Deposit Permit. 

The Deposit Permit. coin. currency. and checks are hand carried 

to the treasurer's office where. in the presence of the accounting 

department clerk. a cashier verifies the coin and currency and signs 

off the Deposit Permit. 

It should be noted that prior to making the daily deposit all 

case files or convelopes are routed for computer entry. if 

appropriate. or for filing. 

2 .  Dishonored Checks 

Dishonored checks and debit slips are received by the accounting 

department from the treasurer (southern) or the bank (central). 

Upon receipt of a bad check a case file. convelope. or CRT record 
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will be pulled. A Dishonored Check Letter is prepared and sent to 

the defendant and the payor and the Dishonored Check Ledger and case 

docket are posted. If repayment is made before the end of the same 

accounting period, the check will be included on a Permit to 

Redeposit, but is not noted on the Daily Cash Worksheet or in the 

ledgers. The case is rung through the cash register, allocating the 

$10 fee tape to "dishonored check fee." A docket notation is made 

and receipt issued to the payor (if requested). The redeposit is 

noted in the Cash County Treasurer Ledger in the southern branch 

only. 

If repayment is not made before the end of the accounting 

period, the dishonored check is backed out of the ledgers, backed 

out of the CRT for parking cases (which will eventually generate an 

automatic DMV stop on registration). An Affidavit and Warrant is 

prepared by accounting staff for moving traffic or criminal 

violations. 

0 

3. Bail Exonerations and Backouts 

When a court case is resolved a bail exoneration or backout may 

be necessary. In order to process an exoneration or backout. the 

alpha trust slip file first must be checked to verify the name of 

the payor, and the case file and court document must be checked to 

verify the disposition of the case and the money. This information 

is transferred onto either a Fines Paid from Trust or Backout 

Worksheet and a controller's Warrant Transmittal Worksheet. The 

Fines Paid from Trust Worksheet is prepared from information 

provided in the individual defendant case file. The worksheet 

records the defendant's name, case number, dollar amount exonerated, 

distribution of fines (if any) by agency, state, and/or county fund, 
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and the total amount to be released from the trust fund. Before 

this worksheet can be prepared, the exoneration distribution must 

be written on the back of the case trust slip, which is then refiled 

in the closed file. Twenty defendant cases can be processed on each 

worksheet. The worksheet is complemented by a controller's Warrant 

Transmittal Worksheet requesting trust fund withdrawals for warrants 

to be issued. The transmittal worksheet lists the warrant to be 

paid by name and address, transaction descriptions, case numbers and 

amounts. Each Fine Paid from Trust Worksheet and controller's 

Warrant Transmittal Worksheet is assigned an audit number. 

Back-outs are refunds of bail posted for traffic school or 

trials with citing officers present. After the defendant cases are 

resolved, or if a defendant decides not to attend traffic school, 

the accounting department is responsible for seeing that the bails 

posted are deducted from the appropriate agency, state, and/or 

county funds by preparation of the Transfers-Backout Worksheet. As 

with fines paid from trust, the controller's Warrant Transmittal 

Worksheet must also be prepared. 

The completed controller Warrant Transmittal Worksheet must be 

photocopied and the copies attached to the Fines Paid from Trust 

and/or Backout Worksheets. The original signed and dated 

transmittal must be hand-delivered to the controller's office for 

warrant issuance. 

Also, the docket and ledgers must be posted noting the 

exoneration or backout amounts. 

After the controller has issued the warrants the accounting 

department will receive the completed transmittal sheet along with 

the blue copies of the warrants. These are filed in the accounting 
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department. 0 
4. Bail FOKfeitUKeS and Fines Paid From Trust 

As with exonerations, when a court case is resolved a forfeiture 

or fine may be ordered paid from trust. To process this Order. the 

Accounting Department must first check the alpha trust slip file to 

verify the name of the payor, and the case file and court document 

must be checked to verify the disposition of the case and money. 

This information is transferred onto the Fines Paid from Trust 

Worksheet. 

The forfeited or fined amount distribution is entered on the 

back of the trust slip and filed in the closed trust slip file. 

It should be noted that no Warrant Transmittal Worksheet is 

prepared for this procedure since in this instance payors are not 

receiving money back unless the trust amount exceeds the amount 

owing. 

OK fine paid from trust amount. 

The docket and ledgers must be posted noting the forfeiture 

If the amount being forfeited is over $100 the payor receives a 

notification of forfeiture which is prepared by the staff of various 

departments (Traffic or Criminal). 

5 .  Bonds Accountinq 

When bonds are received from the police court officers either a 

bond ledger (central) or bail bond card (southern) must be prepared 

and a docket entry must be made. The bond is placed into the case 

file along with the bail receipt. If bond is subsequently forfeited 

or exonerated, staff of the traffic OK criminal department verifies 

the accurateness of the order, makes a ledger or card entry, and 

makes a tlocket entry. If bond is forfeited, notice is sent to the 

bail bondsman or surety company. 
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6. Bench Warrants for Central Collections Accounts 

When a defendant is ordered to pay a fine by installment 

payments the monies are collected through the countyas Central 

Collections Agency (CCA). In this instance the accounting 

department works closely with CCA to insure that payments are made. 

If a payment is missed the accounting department will receive a 

Request for Bench Warrant from CCA. Some of the information on this 

Request is already filled in and must be verified by accounting 

staff. The case file or convelope must be pulled or in some 

instances the criminal index or traffic fiche must be consulted to 

verify information. Information to be verified includes the case 

number, case name, the outstanding need for a payment. the amount of 

the payment due. that the defendant is still on probation and the 

0 correct bail calculation. Once completed, the Request must be 

routed to a judge for signature and a docket entry showing that a 

Request has been processed must be made. When the judge signs the 

Request for Bench Warrant he OK she will note whether bail is 

forfeitable or whether appearance is mandatory. 

Copies of the completed Bench Warrant Request are marked 

"endorsed filed" and sent to CCA. The original is marked laloose 

filed" and is placed into the case file itself along with another 

Itendorsed filed" copy. 

Upon receipt back from the judge of a signed Bench Warrant 

Request showing instructions. the Bench Warrant itself must be 

prepared. After it is prepared, it is again routed to the judge for 

signature. The original is routed to the police for execution and a 

copy is placed in the case file. A docket entry of the Bench 
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Warrant issuance is made. If the case is a traffic matter, the 

accounting department should prepare, enter on the docket, and send 

a DMV abstract for a stop on the defendant's driver's license. 

7. Receipt of Payments Made to Central Collections Aqency 

As installments are made to the Central Collections Agency 

Advice of Payments are received by the accounting department. Case 

files or convelopes are then pulled, file stamped, matched to the 

Advice of Payment and the dollar amount of the advice is checked for 

accuracy. The payments are then broken down by appropriate agency, 

state and/or county fund categories and this is shown on the Advice 

of Payment. Periodically throughout an accounting period the 

accounting department will receive journal entry sheets from the CCA 

debiting and crediting their account according to these installment 

payments. At the end of each accounting period the total Advice of 

Payments received from the CCA for that accounting period are 

reflected on an IBM printout. These listings must be matched with 

the journal entry listings and checked for accuracy. Also at the 

end of the accounting period a Fines Paid through CCA Worksheet must 

be prepared so that proper amounts can be entered in the ledgers and 

for the Cash Statement. 

8. Weekly Bank Account Reconciliation 

The central branch deposits daily monies with a bank, and thus 

must conduct a weekly bank account statement reconciliation to the 

deposits made. checks drawn and debit memos received. At the end of 

the accounting period, four or five weekly statements are available 

for financial activity verification and are then placed in the - 

reconciliation file. 



9. Postinq Ledqers e 
There are five accounting ledgers maintained daily: the Cash 

Collection Ledger, the Trust Fund Ledger, the Cash County Treasurer 

Ledger, the Parking Ledger, and the Dishonored Checks Ledger. The 

ledgers are posted daily from the debit memos and the Daily Cash 

Worksheet. 

10. End of Financial Period Accountinq 

At the end of each accounting period, each of the five ledgers 

is balanced to prepare for the end of the accounting period Cash 

Statement. Prior to closing of the Trust Ledger, trust slips must 

be balanced to agree with the ledger. An adding machine tape is run 

to total each individual trust slip on file. The average number of 

trust slips to be run per accounting period is approximately 1.300. 

The following worksheets are prepared in order to distribute 

revenue to the agencies, state and county funds as directed by Penal 
e 

Code legislation: 

0 Dishonored Check 

0. Alcohol Testing and Rehabilitation 

0. Health and Safety Crime Lab 

0. Central Collections Agency 

0. Department of Motor Vehicles 

0 .  Non-CVC Fines and/or Forfeitures 

0. Parking Fees Worksheet 

0. Cash Percentage Distribution 

A running total worksheet is maintained which carries forward 

the Daily Cash Worksheet totals as distributed by agencies, state 

and county funds from the first to the last day of each accounting 

period. This running total worksheet is used to check the accuracy 

0 
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on the ledgers. 

After the worksheets are prepared the revenue distributions are 

posted to the appropriate ledgers and the running total worksheet 

identifying the total revenue amount to be disbursed to each agency. 

each state fund and each county fund by journal transfer. 

The Cash Statement is prepared and Advices are prepared and 

mailed to each agency showing a breakdown of their share of fines 

and forfeitures collected during the accounting period from parking, 

CVC fines. and bail forfeitures. 50% state officer citations and 

other sources. This Advice precedes the issuance of controller's 

warrants. Controller warrant transmittal worksheets must be 

prepared showing the total dollars to be distributed to each 

agency. A transmittal worksheet is prepared to detail the revenue 

disbursement to the State of California by fund and a transmittal 

worksheet is prepared to detail the revenue disbursement to the 

county by fund. The transmittals are hand carried to the 

controller's office. 

0 

After preparation the Cash Statement is routed to the court 

administrator for signature. The signed Cash Statement transmittal 

sheets and the adding machine tapes for all trust slips are then 

routed to the controller. A copy of all worksheets and the Cash 

Statement are maintained in the accounting department file and a 

copy of the Cash Statement is placed in the branch manager's file. 

11. Bi-Annual Trust Receipt Verification 

Twice each year. normally in June and December. accounting 

department staff take the white alpha trust slips and run an adding 

machine tape of their totals. These adding machine tapes are 

balanced to the cash statement for the end of the accounting period 



for which this verification is being made and a report is prepared 

for the Controller's office showing the case names, case numbers and 

trust amounts. 

12. Automated System Requirements 

The automation core requirements apply to accounting procedures 

since the accounting department staff should be able to access and 

enter information into the on-line system to record payments made, 

bench warrants issued, bail forfeited, etc. However, some special 

consideration must also be given to automation requirements unique 

to accounting department functions. 

First. the accounting department is responsible for the daily 

deposit of money taken in each day for all municipal court cases. 

This system must be automated. At present, much time is spent 

preparing trust slips for any case for which a payment made must be 

placed into trust. The hard copies of the trust slips are placed 

into the case file, into an alpha trust slip file and one copy is 

sent to the controller with the daily deposit. Automation should 

eliminate the need to prepare trust slips and all necessary tracking 

of the trust account should be done on the computer. 

0 

At present the DMV sends to the court a check and associated 

computer tapes for payments made directly to the DMV on San Mateo 

County citations. This interface is presently computerized but the 

system should be refined and made more timely. 

The cashiering duties of the court greatly affect the accounting 

department and are outlined in the Core Requirements Section, above. 

Balancing the daily deposit is a very time-consuming task at 

present. Automation should eliminate the need to run adding machine 

tapes to balance daily monies. A running total must be possible, 

0 
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and the computer must be able to completely perform the function of 

distributing payments to proper agencies and accounts. While it is 

possible that computer entry error would still yield a daily 

imbalance this problem should be greatly reduced. 

0 

The automated parking system presently provides the court with 

up-to-date payment information. This system should directly 

interface or be a part of the San Mateo Municipal Court's automated 

system so that the tracking. tallying and balancing of parking 

payments can be further streamlined. 

Finally, for the daily deposit itself the accounting department 

should directly interface both the county controller and the county 

treasurer to facilitate the deposit procedure. While no computer 

can eliminate the need for someone to physically move monies from 

the court to either the bank or the treasurer's office every other 

part of the daily deposit is amenable to computerization. 

The dishonored check procedure should be simplified with 

automation. The dishonored check ledger as well as all of the other 

ledgers (see below) will no longer be kept primarily in hardbound 

form but will exist as a separate entity in the automated system. 

The municipal court ideally should be able to directly interface 

with its deposit agency to obtain a record of bad checks. An entry 

of a dishonored check should automatically appear in the dishonored 

check ledger, in other related ledgers, and in the case docket. 

Dishonored checks outstanding at the end of the accounting period 

should generate subsequent activity such as a DMV s t o p  on 

registration for parking cases or an affidavit and warrant for 

0 traffic or criminal cases. 
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Bail exonerations and back-outs require the issuance of money 

from the controller's office to a defendant or payee. This 

procedure presently requires preparation of worksheets and warrant 

transmittals. No paperwork should be necessary to accomplish an 

exoneration OK back-out other than the issuance of a check from the 

controller's office. This procedure should directly interface with 

the appropriate ledgers. 

0 

Bail forfeiture and fines paid from trust similarly should not 

require the preparation of worksheets. This procedure should merely 

require that monies be moved around within the automated system and 

that a Notification of Forfeiture generate from the system to the 

payor. 

The bonds accounting procedure presently requires the 

preparation of a ledger or card. This procedure should be 

automated, with bond forfeiture or exoneration notices generating 

from the system. 

Defendants ordered to make payments by installment do so through 

the county's Central Collections Agency. An automation interface 

with this agency should eliminate the need for copies of dockets to 

be sent to the CCA. At present the municipal court receives 

computer-generated Requests for Bench Warrant from the CCA. Once 

case histories are computerized. warrant preparation should be 

significantly simplified in that the warrant preparation clerk would 

not need to conduct the intensive verification procedure currently 

required before issuance of a bench warrant. 

Similarly, at present, the municipal court receives computerized 

Advices of Payment made to the CCA. However, at present, upon 

receipt of these notices the case files or convelope must be pulled, 

111-F- 15 



stamped, matched to the payment and the payment itself must be 

broken down and checked for accuracy. Municipal court automation 

should streamline this procedure and eliminate the need to pull 

convelopes and manually distribute the monies. 

The five accounting ledgers should be maintained in the 

automated system and be automatically posted based on case 

activity. This would enable end of accounting period work to be 

greatly simplified. At present, accounting supervisors must devote 

two of every four or five weeks to end of accounting period 

accounting. An automated system should permit daily updating of all 

accounting information, making the preparation of the Cash Statement 

a relatively simple procedure. The many worksheets currently 

required should no longer be necessary. An automation interface 

with the controller's office should facilitate the request for and 

transmission of money to all of the agencies and accounts in the 

0 

municipal court ,system. 

The Accounting Department presently serves as a depository for 

all Judicial Council statistics which are prepared by various 

municipal court staff throughout the month. Automation should 

enable these statistics to be tracked on a daily basis and generated 

on a monthly and year-to-date basis. 
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PAYROLL 

... 

Bi-weekly, receive blank time cards, 
Control TRF and Sick Leave, Vac., Comp. & 

Holiday Time Report from Controller. 
i 

Sick Leave,Vac.,Comp.; 

. . .  

Distribute time cards to court 
Paychecks employees. 
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& Holiday Report Filet 
I -_I__-_ 

Bi-weekly, receive completed time 
Time Cards cards from court employees and put 

into alpha order. 

etc. report to make sure time 
Check time cards against Sick Leave, 

Route completed time cards, TRF and 

File one copy of TRF in accounting 
affidavits to Controller. 

file. 
1 

File Sick Leave, etc. report in ! 
accounting file. i 
Receive and distribute paychecks for 
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Division 
Supervisor, 

i 
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. - -. . . . . . . .  _ _  . . . . . . . . . . .  . .  
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Request 

Order Prepare Purchase Requisition Claim 

Receive purchase request for item 
valued over $50.00 

\ and route to southern accounting. 

I 

Receive supply request. 
Consult Purchasing Agent Stores 

Prepare Purchasing Agent Stores 

Route request to southern accounting. 
After review route request to 

File blue copy of Request in 

Receive order and packing slip. 
Check order against packing slip 
and blue copy of Request. 

Route order to requestor. 
Receive pink copy of Request 
showing billing and file. 

Track PA stores budget for all 
branches(s). 

catalog. 

Requisition. 

PA stores. 

branch file. 

% Requisition 
ounty P.O. Req- 
urchas- uisition 
h Completed 

Requisition 
-_- - -  

- _  
- * -  ~ 

- 1 ,  - - - _I __ __ - . 

_ _  - I - 

c WIJOR PURCHASING 

After review, send to County 
Purchasing, filing the green copy 
in the branch file. 

Receive and file the original and 
three copies of the Requisition 
showing the assigned P.O. number. 

Receive the order and sign and return 
the original Requisition to County 
Purchasing. 

Trackbudget for all branches (SI. 
I ... - .. .... 

. . . . . .  . . . .  

. . . . . .  - . _  ... 
- .  . . . . . . . . . . . . . . .  

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

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

. . .  - .. - . . . . .  
. -.- . - - . .  - .. - _ _  . . . . . . . . . .  - . . . .  

I PA Stores Catalog I 

-I PA Stores Budget 
Branch Request I File I 

County Purchasing 
Branch File 

Branch Request 

. . . .  
- . 

' .- 

I -  

....... 
- I  

-_  
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COUNTY PRINTING 
REQUESTS 

accounting. 
After review send t o  p r i n t  

shop, f i l i n g  a reference 
copy i n  t he  branch f i l e .  

P r in t ing  Receive p r in t ing  request.  
Prepare County of San Mate0 

Printing/Quick Copy Request. 
Route R e q u e s t  t o  southern 

Superviso 
_ -  

P r i n t  
Shop 

Order Route order t o  requestor.  

B i l l i n g  showing b i l l i ng .  
Receive yellow copy of Request 

Divison 
Superviso 

Request 

General 
Services 

B i l l i n g  

> 

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

Track budget f o r  a l l  branches (SI. 

I ~ I N O R  MAINTENANCE) 

Receive request for  minor 

Prepare Request fo r  Minor 
maintenance. 

Maintenance and route  a l l  
copies t o  southern administra- 
t i o n  s t a f f .  

After review send t o  General Services 
After maintenance is performed or 

order f i l l e d ,  receive and f i l e  
yellow copy of Request showing 
b i l l i ng .  

Track budget for  a l l  branches (SI. 

..- - 

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

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

. . . . .  -. . . .  ._ . . . . . . . . .  ....... 

County P r i n t  Req. 
Branch F i l e  

- .  I 

. . .  

Branch F i l e  

. . .  
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. . . . . . .  

I 
1 Receive request for work to be done 

(value over $100). I Prepare Work Request and route to 
southern administration staff. 

After review send to General Services 

Receive estimate back on green copy of 
Request and file in branch file. 

Administrative staff budgets for work 

Estimate for estimate only. 

Work Request 
I General Authoriz- 

bivision uperviso 1 Work . 

After budgeted money has been approved, 
prepare another Work Request and a 
Work Authorization and route to 
General Services. 

After work is completed, receive and 
(file in branch file) the green 
copy of the Request. 

Track budget for all branches (S). 

---., 
Work Request 

Work Request jsFanEhlile--i 

m DIRECT CLAIMS 

i- 1' 

I Branch Claim File 

I blue Direct Claim form. 

After review send to Controller, 

Controller issues check to claimant 
filing one copy. 

(sometimes a claim may need approval 
of Board of Supervisors). 

Track budget for all branches (SI. 

- - _  
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- _. 

Request File 

southern administration staff. 

estimate only. 
After review send to EDP for 

Receive estimate and file copy. 
Administrative staff budgets for 
work to be done. 

,f 

Request & 
Authori- approved, prepare another 
zation Request and an Authorization 

After budgeted money has been 

and route toEDP via admin. 

and file copy. - 

After work is completed, receive 

Track budget for all branches (SI. uper- 
isor 

0 

zmrr---T 
I u-.. 

, 

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

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

. . 
................. 
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ACCOUNTING PROCEDURES: ADMINISTRATIVE 

As indicated in the prior section the accounting department. in 

addition to case-related tasks. is responsible for several 

administrative procedures: 

1. Payroll 

Every two weeks the controller sends to the accounting 

department blank time cards, a Time Reporting Form (TRF). and a Sick 

Leave Vacation, Comp. and Holiday Time Report. Accounting department 

staff distribute the time cards to all court employees. At the end 

of the two week period court employees submit their completed time 

cards to the accounting department. Accounting department staff put 

all time cards into alphabetical order. They are then checked 

against the Sick Leave, etc. Report to make sure the time taken by 

employees was available to them. The Time Reporting Form is then 

prepared to conform the time cards' actual time shown to the TRF 

time worked. Additionally. the pre-calculated amounts and employee 

totals are entered. Once a month the accounting department prepares 

for each judge an affidavit for his or her signature. These signed 

affidavits are returned to the accounting department and submitted 

along with the other time cards. Completed time cards, the TRF and 

the affidavits are routed to the controller and one copy of the TRF 

is filed in the accounting department file. The Sick Leave, etc. 

Report is also filed in the accounting department file. The 

accounting department finally receives and distributes paychecks for 

all court employees and judges. 
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2 .  County Stores Purchasinq 

Usually on a weekly basis the branch manager will gather 

together any supply requests received from division supervisors. 

The County Purchasing Agent Stores Catalog is consulted and a 

Purchasing Agent Stores Requisition is completed for the needed 

supplies. The request is then routed to the purchasing agent stores 

and a blue copy of the form is filed in the branch file. When the 

order is filled the branch will receive the order along with a 

packing slip. The order will be checked against the packing slip 

and the blue copy of the request. The supplies are routed to the 

requesting division. Subsequently the pink copy of the request form 

showing the billing will be received by the accounting supervisor 

who is responsible for tracking the entire PA stores budget for all 

branches. 

3 .  Major Purchasinq 

When a division supervisor requests that a purchase be made for 

an item valued over $50 a different form must be used. In this 

instance a Purchase Requisition Claim is prepared and routed to 

county purchasing. The green copy is filed in the branch file. 

County purchasing will route back for filing the original and three 

copies of the requisition showing the assigned purchase order 

number. Finally, the order itself will be received and the 

accounting supervisor must sign and return the original requisition 

to county purchasing and deliver the ordered items to the requesting 

division. Again. the budget is tracked for all branches. 

4 .  County Printinq Requests 

When-a division supervisor submits a small printing request, a 

county of San Mateo Printing/Quick Copy Request form is prepared. 

- 111-G-2 
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@ 
The request is routed to the print shop and a copy of the form is 

filed in a branch file. When the printed order comes in the pink 

copy of the request form also is received. The printing order is 

then routed to the requesting division. Subsequently the yellow 

copy of the request form is received which shows the billing and is 

filed in the county branch file. The budget is tracked for all 

branches. 

5 .  Minor Maintenance 

A Request for Minor Maintenance form is prepared for any job 

under $100 including jury supplies. small repairs and the need to 

obtain files from the archives. All copies of the form are routed 

to the accounting office for review. then to General Services. 

After the maintenance is performed or the order is filled the 

accounting supervisor receives and files the yellow copy of the 

request form showing the billing and tracks the budget for  all 

branches. 

6 .  County Work Requests 

This form is used f o r  jobs over $100. If division requests work 

to be done that is valued at more than $100. a Work Request will be 

prepared and routed to accounting office for review. then to General 

Services for an estimate only. The accounting supervisor will 

receive the estimate back on the green copy of the request and will 

file this estimate in the branch file. Administration must then 

budget for the work to be done. Once the budgeted money has been 

approved. another Work Request and a Work Authorization are prepared 

explaining where the money has been approved in the budget. and 

these two forms are routed to the accounting office for review and 

to General Services. After the work is completed the accounting 
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supervisor will receive and file in the branch file the green copy 

of the request form and track the budget for all branches. 
0 

7. Direct Claims 

The Direct Claim form or (“blue claim“ form) is used to pay 

reimbursement for mileage for attending meetings. travel advance 

requests, court reporters for preliminary hearings or pro terns. 

expert witnesses OK stamps. When a claimant submits a claim. the 

branch manager will prepare a blue Direct Claim form and route it to 

the accounting office for review. The form is then routed to the 

controller and one copy is filed in a branch file. The controller 

will issue a check to the claimant. On occasion a claim may need 

the approval of the Board of Supervisors: the controller determines 

which claims require such approval. 

0 8. EDP Programminq Requests 

These requests are handled much as County Work Requests. except 

the work is to be done by EDP instead of General Services. 

9. Automated System Requirements 

The court should automate its administrative accounting 

procedures. The system must be able to keep track of personnel and 

positions. In addition to basic information for each employee it 

should maintain a history of skills and positions worked. salary 

increases. sick leave and vacation usage, and disciplinary actions. 

Automated time-keeping should interface with the county payroll 

system. 

Additionally. all of the various purchasing, maintenance and 

claims work processed by each branch should be-automated. This 

would mean that ‘the request ‘forms should be generated by computer 

and interfaces should be available with the County Purchasing 

111-G-4 



Agency. the General Services Agency and the Controller. The County 

Purchasing Agent Stores Catalog should be maintained in the computer 
0 

so that it can be called up on request. The purchasing and 

maintenance func'tions should interface the accounting department 

budget and billing functions. 

As well, automation should enable the accounting department to 

perform a management information system function. Accounting 

department staff should be able to track account totals on a daily 

basis and be able to track revenues and expenditures in order to 

facilitate estimates. projections and other court planning 

functions. 
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Potential 
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Enter names of jurors in log book. 
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C o d s -  Names & jurors to jury commissioner. 
sioner Enter names-in supplemental 

r Prepare mailing envelope7 for 
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Deferred . jurors . 
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tal List '$ Mail packet to jurors. 

Prepare jury tags & place in drum. Jury 
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P u l l  required number of names from Jury 

Check Names aga ins t  j u ry  log. 
Send (pul led)  j u r o r  EDP cards  t o  EDP Dept 
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Separate lists by branch. 
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JURY MANAGEMENT 

1. Initial Summoninq of Jurors 

Each calendar quarter the jury commissioner sends names of 

2.000 potential jurors and associated materials containing 

information for the jurors to the chief jury clerk. Associated 

materials include alffidavits, parking permits, nine sets of 

labels, EDP (IBM) cards. and jury tags. 

sends names of jurors deferred from a previous quarter to the jury 

commissioner who forwards a supplemental list of jurors and 

associated materials to the chief jury clerk in the same manner as 

the original list. 

The chief jury clerk 

When the chief jury clerk receives the materials. she takes 

one set of labels and affixes the names alphabetically, four to a 

page, in the jury log book. She assigns a parking permit number 

to each juror. and records the number in the jury log book. She 

places the EDP cards in an index box. She sends the jury tags. 

which have arrived preprinted with four names to a card, to the 

Printing Department to be cut into individual tags with a paper 

Cutter. After cutting, the jury tags are placed in a box until 

ready to be placed in the jury drum. 

The chief clerk assembles juror information, places it in a 

mailing envelope. and mails one envelope to each juror. When the 

supplemental list arrives, the chief jury clerk performs the same 

steps. except that she affixes a set of juror labels in the 

supplemental jury log book. 

At any time throughout the period of service. a juror may 

notify the chief jury clerk of a lost parking permit. The chief 
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jury clerk checks the log for the number and reissues the parking 

permit, obtaining the number assigned to the juror from the jury 

log book. 

2. Excusinq Jurors At aaOn-Callaa Staqe 

0 

After receiving the envelope, a juror may request to be 

excused from service, either permanently, for this quarter, or for 

a limited time during the quarter. Jurors may call or write with 

their requests. The ch'ief jury clerk decides whether to grant the 

request. She enters the decision into the jury log book, places 

any written request in an alphabetical file, and notifies the 

juror of the decision by means of a preprinted postcard that is 

checkmarked 'tgKanted'a or aadeniedlt in the appropriate box. 

Notation of action taken is entered into the jury log book. If , 

the juror is excused for the entire quarter, the juror's name is 

placed on the list of deferred jurors. 

3. Summoning Jurors for Specific Dates 

The judge or courtroom clerk tells the chief jury clerk how 

many jurors are needed or, as more frequently happens, the chief 

jury clerk draws the appropriate number of jurors according to a 

predetermined formula for each branch. The chief jury clerk pulls 

the required number from the jury drum and checks each juror's 

name against the jury log to determine whether the juror has been 

excused. If, after removing the names of excused jurors, the 

number of jurors falls short of the number required the chief jury 

clerk pulls additional names. She continues this- process until 

the required number of jurors is selected. 

From the index box the chief jury clerk obtains EDP cards of 

jurors drawn and sends the cards to the EDP department, which 
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g e n e r a t e s  a master j u r y  l i s t  ( a  p r i n t o u t )  f o r  e a c h  branch .  A f t e r  

the j u r y  l i s t  comes back,  the chief j u r y  c lerk b u r s t s  t h e  l i s t  

(separates the sheets.). c o l l a t e s ,  and divides t h e  l i s t  by branch .  

She sends  a n o t i c e  t o  appear  t h a t  i n c l u d e s  t he  date,  time, and 

0 

place t o  each  j u r o r  on t h e  l i s t .  She sends  t h e  a p p r o p r i a t e  l i s t  

t o  each  b ranch  j u r y  c l e rk ,  a l o n g  w i t h  j u r y  tags  f o r  t h o s e  j u r o r s .  

4 .  Excus inq  J u r o r s  a f t e r  Summons f o r  S p e c i f i c  Date 

Some j u r o r s  r e q u e s t  t o  be excused a f t e r  r e c e i v i n g  a summons 

f o r  a p a r t i c u l a r  da te .  Any r e q u e s t  is  e n t e r e d  i n  the j u r y  l o g  

book and the  w r i t t e n  co r re spondence  ( i f  any)  is pu t  i n  t h e  

a l p h a b e t i c a l  f i l e .  She t h e n  g r a n t s  or d e n i e s  t h e  r e q u e s t  

r e c o r d i n g  her d e c i s i o n  i n  the j u r y  l o g  book and sends  a p r e p r i n t e d  

card t o  t he  j u r o r  as  she does  when excus ing  j u r o r s  a!fter i n i t i a l  

summons. Any r e q u e s t  t o  be excused f o r  a spec i f i c  d a t e  t h a t  i s  

received on t h e  da t e  of t he  t r i a l  is r e f e r r e d  t o  t he  t r i a l  judge  

f o r  d e c i s i o n .  

5 .  J u r y  S e l e c t i o n  i n  Each Branch 

The chief j u r y  c le rk  sends  t he  j u r y  c le rk  a t  each b ranch  a 

master l i s t  w i t h  t h e  names of t he  j u r o r s  and t h e  j u r y  tags .  Each 

b ranch  has a d i f f e r e n t  p rocedure  a t  t h i s  stage because  each branch  

hand les  i ts  j u r i e s  d i f f e r e n t l y .  Sou the rn  b ranch  j u r o r s  are  

summoned as  a pool :  n o r t h e r n  branch  j u r o r s  a r e  summoned i n  a 

p a r t i c u l a r  pane l :  A,  B ,  or C;  c e n t r a l  b ranch  j u r o r s  a re  summoned 

f o r  one t r i a l  and go s t r a i g h t  t o  the cour t room a s  i n d i c a t e d  on 

the i r  n o t i c e  t o  appear. I n  t he  s o u t h e r n  branch ,  t h e  branch  j u r y  

c l e rk  p u l l s  j u r o r s  names from t h e  j u r y  drum f o r  each t r i a l ,  marks 

t h e  mas te r  list as  t o  t he  cour t room a s s i g n e d ,  and sends  t h e  j u r o r s  

t o  t h e  a p p r o p r i a t e  cour t room a l o n g  w i t h  t h e  j u r y  tags  and l i s ts .  
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I n  t h e  c e n t r a l  b ranch ,  t h e  chief j u r y  C l e r k  checks t h e  l i s t  and 

tags  and g i v e s  them t o  t h e  cour t room c le rk .  S i n c e  j u r o r s  r e p o r t  

i n  p a n e l s  t o  t h e  n o r t h e r n  branch .  the j u r y  c l e r k  does  no t  have t o  

p u l l  names t o  a s s i g n  them. She checks  the l i s t  and t a g s  and gives 

them t o  t h e  b a i l i f f  when t h e  b a i l i f f  a p p e a r s  t o  p i c k  up j u r o r s  t o  

go t o  t h e  a p p r o p r i a t e  cour t room.  

I n  t h e  courtroom. t h e  cour t room C l e r k s  p u l l  names of j u r o r s  

f rom a j u r y  drum for a c t u a l  j u r y  s e l e c t i o n .  As j u r o r s  a re  cal led 

and seated o r  cha l l enged .  the  cour t room c l e r k  marks t h e  mas te r  

l i s t  w i t h  t h e  a p p r o p r i a t e  a c t i o n .  

6 .  Paving  J u r o r s  

The b ranch  j u r y  c l e r k  or  cour t room c l e r k  comple t e s  t he  master 

l i s t  for payment. i n c l u d i n g .  a t  t h e  bot tom of the form,  a n  Order 

t o  pay f o r  the j u d g e ' s  s i g n a t u r e .  She sends  t h e  form t o  the 

judge.  who s i g n s  and r e t u r n s  it t o  her t o  be sealed. The s i g n e d  

and sealed o r d e r  is  t h e n  s e n t  t o  t he  chief j u r y  C l e r k .  The copy 

0 

is  marked as t o  j u r o r s  who served. the number of days  j u r o r s  

served. excused ,  or  f a i l e d  t o  appear. The b ranch  j u r y  c lerk a l s o  

sends  j u r o r  fee  forms or  waiver of fee forms which have been 

completed by each  j u r o r .  The chief j u r y  c le rk  sends  t h e  o r d e r  t o  

pay t o  t h e  e o n t r o l l e r .  Af t e r  payment, t h e  c o n t r o l l e r  r e t u r n s  

c o p i e s  of t h e  pa id  w a r r a n t s  t o  t he  chief j u r y  c le rk ,  who keeps  t h e  

c o p i e s  i n  her f i l e s  and r e c o r d s  t h e  da te  of payment i n  t he  j u r y  

log book. Warrants  for payment a r e  s e n t  t o  t h e  j u r o r s  by t h e  

c o n t r o l l e r ' s  o f f i c e .  n o t  by the chief j u r y  c le rk .  
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7. Trackinq Jurors Who Fail To Appear 

Each branch jury clerk sends a'letter to jurors who have 
0 

failed to appear: if no response from the juror is forthcoming. 

the letter is followed by a notice to appear. which in the absence 

of a response by the juror is followed by the issuance of a bench 

warrant. At every stage. if the juror does appear. the branch 

jury clerk notifies the chief jury clerk, who records the 

appearance in the jury log book. Names of jurors who fail to 

appear may not be entered in the cycle to be eligible for jury 

selection until the warrants have been recalled or vacated. 

8. Automated System Requirements 

Certain core requirements for automation apply to jury 

management as well as to the case processing system although the 

terminology used may be different. The system requires on-line 

data entry and indexing. The jury log book is equivalent to the 

docket in the criminal case processing system. or the register of 

actions in the civil case processing system: thus every time an 

action is taken in the jury selection process. it is recorded in 

the jury log book. 

The jury management system must interface with the jury 

commissioner so that the jury commissioner is able to 

automatically transmit the quarterly list of names. These names 

would be entered by the jury commissioner so the chief jury clerk 

would not have to enter those names. The system must also be 

capable of automatically including the names of deferred jurors to 

the next quarter so that a supplemental jury list is no longer 

required. This system must also automatically assign a parking 

permit number to each juror. 
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Jury management also will include the automatic notice 

generating capability. Any request that comes in from a juror. 

whether by phone or by letter. would be entered in the terminal 

and an addressed letter to the juror automatically generated. The 

0 

parking permit must be included in this notice generating function 

as must the mailing label for the jurors' envelope of materials. 
I 

In order to summon jurors. the automated system must be able 

to randomly select names of jurors from the system through 

appropriate automatic jury generating techniques. The system must 

be able to automatically determine whether or not a juror has been 

deferred or excused. therefore every name that is generated at 

this stage will be a usable juror. The chief jury clerk must not 

have to check the name against another list to determine whether 

or not the juror has been excused. 

Branch jury clerks must be able to pull up the information on 

their screens before the trial in order to get their master 

lists. On the day of the trial, the clerk would review the list 

to determine which jurors were present and indications of juror 

appearance would be entered in the computer. If a juror does not 

appear the system must be capable of generating failure to appear 

letters automatically. The system must also be capable of 

automatically selecting jurors' names for jury selection in the 

courtroom. The system must be capable of on-line entry to 

identify which jurors are seated or are challenged. whether 

peremptory or for cause. and the length of juror service. 

The system must also be able to generate hardcopy lists of 

0 jurors selected so that the appropriate number of copies may be 

distributed to the attorneys and other necessary parties. 
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Indications that jurors are unused or challenged must be capable 

of being entered to the system so the Clerks immediately know that 
0 

these jurors are eligible again for selection. 

The system must be able to compute the amount of payment due 

to jurors and, ultimately, must interface with the controller's 

office so that the controller's office can issue warrants for 

payment. Until the time the outside agencies, such as the 

controller's office, are ready to interface with the Municipal 

Court system the jury management system should also be able to 

print out hard copy juror payment forms. 

Certification forms (proof of jury service) must also be able 

to be generated and given to the juror on the day of jury service. 

The system must also build in a method of tracking a juror's 

failure to appear. If the clerk does not enter a juror appearance 

by the apropriate day the system automatically must generate a 

second notice to appear and, if no appearance is entered. the 

system must automatically indicate that a bench warrant must be 

issued. Once the bench warrant is issued, the system also must 

indicate that the juror cannot be summoned again until the bench 

warrant has been recalled or vacated. 
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I. Manaqement Information Systems for the San Mateo County 
MUniCiPal Court 

1. Automatinq the Judicial Council Reportinq Process 

The data requirements for automating the indexing. 

docketing and jury management functions of the court will allow 

the system to be programmed to satisfy Judicial Council 

reporting requirements. Developing this application will 

eliminate the somewhat error-prone manual system currently 

employed in which branch clerks gather hand-written counts and 

forward them to the accounting section: there additional forms 

and manual calculations are used to compile statistics for the 

Judicial Council. What makes this application particularly 

attractive is that its accomplishment will eliminate a number 

of tedious tasks for the section clerks and the branch clerk. 

while requiring minimal new inputs. 

Currently. the Judicial Council requires three monthly 

reports : 

1) The Municipal and Justice Court Summary Report 
2) The Report of Condition of Calendar 
3 )  The Report of Assistance 

The Municipal and Justice Court Summary Report 

The Municipal and Justice Court Summary is a monthly tally of 

the total number of cases filed (civil and criminal) in each 

branch during the previous calendar month as well as the number of 

dispositions in each branch for that time period. Reports of 

dispositions are broken into a myriad of.categories. which will be 

described in detail below. Programs can be written to extract 

dated events from the Register of Actions. and count the number of 
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events by category to satisfy the Judicial Council's demands. 

These extracts can then be printed in standard report formats. or 

they can be fed directly into Judicial Council computers y& 

telecommunications links. 

Criminal Accusations Tally 

The Criminal Proceedings data for this report are first 

divided according to the severity of the crime in eight basic 

categories. The summary lists the total number of defendants 

accused in each of these categories: 

1) Felonies 
2) Non-Traffic Misdemeanors (Group A) 
3 )  Non-Traffic Misdemeanors (Group B) 
4 )  Non-Traf f ic Infractions 
5 )  Traffic Misdemeanors (Group C) 
6 )  Traffic Misdemeanors (Group D) 
7) Traffic Infractions 
8 )  Illegal Parking 

e 
Criminal Disposition Tallies 

The summary also lists the total number of dispositions in 

each of the eight criminal categories. Additionally, the summary 

further breaks down disposition tallies into 14 sub-groups. 

Naturally, some types of crimes or infractions do not lend 

themselves to some of these sub-groups. Therefore, for ease of 

reference, the sub-groups are listed by number below (the numbers 

correspond to reference numbers on the Judicial Council's summary 

report form): 

02 - Bail forfeiture 
03 - Dismissal without appearance 
04 - Dismissal after court appearance 
0 5  - Transferred to another court 
06 - Pleas of guilty 
07 - Acquitted or dismissed by court (before evidence) 
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08 - Convicted or bound over by court (before evidence) 
09 - Juvenile order by court (before evidence) 
10 - Acquitted or dismissed by jury (before evidence) 
11 - Convicted by jury (before evidence). 
12 - Acquitted or dismissed by court (after evidence) 
13 - Convicted or bound over by court (after evidence) 
14 - Acquitted or dismissed by jury (after evidence) 
15 - Convicted by jury (after evidence) 

The automated reporting system will need to extract sub-group 

tallies for criminal tallies as follows (sub-groups are referred 

to by their codes): 

Felonies: 02-08. 12 and 13. 
Among felony cases. there are subsections for felonies 
that have been downgraded to misdemeanors in two 
categories. 17b (5) PC and These subcategories 
require extracts only of sub-group data for 06-08 and 

Non-Traffic, Misdemeanors (Group A): 02-15 
Non-Traffic Misdemeanors (Group B): 02-15 
Non-Traffic Infractions: 02-09. 12 and 13 
Traffic Misdemeanors (Group C): 02-15 
Traffic Misdemeanors (Group D): 02-15 
Traffic Infractions: 02-09, 12 and 13 
Illegal Parking: 02-09, 12 and 13 

10-15. 

Criminal Proceedinqs - Other Data 
In addition to totals for defendants accused and dispositions. 

the Municipal and Justice Court Summary Report requires 

miscellaneous tallies in the following seven sub-groups (again. 

numbers correspond to codes on the summary form): 

17 - Probation Hearings 
18 - Defendants Diverted (CPC Section 1000.2) 
19 - CPC Section 1538.5 motions 
20 - Juries sworn 
21 - Settlement of statements and/or transcripts on appeal 
22 - Pretrial settlement conferences 
36 - Hearings on failure to appear 

The automated system will have to extract sub-group data for 

criminal categories as follows: 

1) Felonies: 18. 19. and 22 
a) CPC Section 17b (5) Felony/ Misdemeanor: 17-22 and 36 
b) "Others6 Felony/ Misdemeanors: 17-22 and 36 

0 
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2) Non-Traffic Misdemeanors (Group A ) :  17-22 and 36 
3) Non-Traffic Misdemeanors (Group B): 17-22 and 36 
4) Non-Traffic Infractions: 17. 21 and 36 
5) Traffic Misdemeanors (Group C): 17-22 and 36 
6) Traffic Misdemeanors (Group D): 17-22 and 36 
7) Traffic Infractions: 17. 21. and 36 
8) Illegal Parking: 17 and 21 

Civil Proceedinqs Tallies 

Civil proceedings are divided into only two categories: Small 

Claims and Civil. and the total number of cases filed and the 

total number of dispositions are tallied for each. In addition. 

disposition tallies are kept for the following sub-groups (coded 

according to Judicial Council forms): 

24 - Dismissed for lack of prosecution (before trial) 
25 - Other dismissals and transfers (before trial) 
26 - Summary judgments (before trial) 
27 - All other judgments (before trial) 
28 - Disposition by the court before evidence 
29 - Disposition by the jury before evidence 
30 - Disposition by the court after evidence 
31 - Disposition by the jury after evidence 

The automated system must extract tallies of all the foregoing 

sub-groups for the civil category of civil proceedings. It must 

extract only the following subgroups for the small claims 

category: 24. 25. 28. and 30. 

Four sub-groups of @@Other Data" are required in the Civil 

Proceedings tallies (by Judicial Council form codes): 

33 - Hearings before trial 
34 - Hearings after trial 
35 - Pretrial settlement conferences 
37 - Juries sworn 

The automated system must extract tallies for all four 

sub-groups in the civil category. It must extract a tally of only 

one sub-group for the small claims category: Hearings after trial 

0 (34). 



Report of Condition of Calendar 

The Report of Condition of Calendar records a number of 
0 

statistics that show how rapidly trial cases are being disposed of 

within the branch and how many cases are set for future trial. To 

satisfy these reporting requirements, the automated system will 

have to calculate the number of days between key events in the 

history of cases that have been disposed of as well as the number 

of days between the reporting date and the trial dates of cases 

set. 

Tallies for criminal case dispositions must be divided into 

two categories: jury and nonjury cases. The calculations will 

tally the number of cases disposed of in each category by the time 

elapsed from arraignment to trial as follows: 

1) 45 days or less 
2) 46-90 days 
3) 91-180 days 
4) Over 180 days 

Similarly. tallies for civil cases are also categorized by 

jury and nonjury cases according to the time elapsed from 

memorandum to set and actual trial date as follows: 

1) 90 days or less 
2) 91-180 days 
3) 181 days to 12 months 
4) 12-18 months 
5) Over 18 months 
6) Median time (in months) 

Additional tallies are required for the number of civil cases 

in which memoranda to set have been filed but no trial date has 

been assigned. These tallies are simply by jury or nonjury cases. 

Also, the report requires a tally of all cases set for future 

trial (a)- within 30 days, (b) in 31-180 days. and (e) in 181 days 0 
or more. This section of the report requires extracts for Small 
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0 claims. civil jury. civil nonjury. criminal jury. and criminal 

nonjury cases. 

RePort of Assistance 

The Report of Assistance documents the use of attorneys acting 

as judges. commissioner service days, and the use of referees.- 

The report was designed more as a log than a summary report, and 

demands only three totals: the total days served by attorneys. 

commissioners and referees. Programs can be written to search 

through all court cases to find these exceptions to the normal 

judicial service patterns. to log each individual exception, and 

to tally the exceptions by category. This specific section of the 

Judicial Council report is discussed below. 

2. Additional Manaqement Information Needs 

0 Many of the management information applications for a court 

computerization project are obvious. either because reports are 

demanded by a government agency or because the burdens of manual 

methods are so great for so many. Such applications. especially 

California Judicial Council reporting, will benefit from 

automation. They also will open the door to a variety of 

improvements in the gathering and processing of all types of 

information that could be useful in planning and managing court 

operations. 

For instance, the San Mateo County Municipal Court will 

require the new automated system to have computer terminals in 

each courtroom. In-court clerks would log on and off of these 

terminals whenever court is in session and key in certain 

information about the proceedings occurring before them in 

addition to case-related docket information. Programs can be 
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written to extract and manipulate these data to provide reports 

based on a variety of criteria. Careful scrutiny of these reports 

may allow judges and court administrators to analyze the 

0 

efficiency of calendaring techniques employed in the court. 

Changes in time required to hear different case types can be 

assessed through this process. For instance. legislation may 

require new procedures for trying DUI cases. A simple analysis of 

the number of cases that can be handled within a given timeframe 

would alert the judges and court administrator to increased 

workload not evident in an analysis of either filings or 

dispositions. 

When a court clerk logs on. an indication of who is presiding 

can be made. This will enable the court to automatically capture 

the number of days of service provided to the court by out-of- 

jurisdiction judges or commissioners which must be reported to the 
0 

Judicial Council. Reports can also be generated for the pr,esiding 

judge to review courtroom activities for each department. 

Another concern of the San Mateo courts is tracking the use of 

interpreters in court including the number used, the hours or days 

used. their cost. the relationship of interpreter use to filings 

and case types. and the languages for which interpreters are 

used. Such information can be gathered by in-court clerks while 

proceedings are in progress. and reports can be generated that not 

only report actual usage figures. but which also calculate usage 

trends by comparing current use statistics to those of previous 

months. quarters or years. 

Of particular interest to the San Mateo courts are reports 

characterizing the number and length of continuances granted. 
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These reports could be easily generated from docket data. 

Suggested formats include number of continuances, by judge, by 

case type, by event continued and by length of continuances. 

The information reported to the Judicial Council will provide 

court managers with caseload filing and disposition data. 

data must be collected and reported in the format required by the 

Judicial Council. 

These 

There are a number of reports that are not included in the 

Judicial Council requirements that will assist the court in its 

management. The new automated system will have to provide 

additional. standardized, management reports automatically 

generated at pre-set intervals. 

shows management information reporting as a major element of the 

The following overview chart 

automated system. 

There must be careful consideration in programming the 

reporting capabilities of the new system. First. the tendency of 

court managers is to require every report that can be considered 

of possible use. In many instances, much of the information 

generated goes unused. The reports required and generated should 

be reviewed for their usefulness. More importantly, perhaps, is 

the reporting of information which is not useful becuase it isn't 

exactly what is needed. Often a minor modification in the data 

reported would make the data useful. Too often these 

modifications cannot be made without great difficulty. Therefore, 

the reporting system must be flexible enough to allow modification 

of reports and to generate independent ad hoc information. 

0 
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Automated Systems Overview 

Management Reports as an Integral Component of the System*' 

Case f i l i n q  
documeocs in case proc- 

e sr ing  

01.pl.y tarmjn 

Printar 

* Court Case Management Information Systems Manual, NCSC,1983, €3.132. 
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The National Center for State Courts recommends that the San 

Mateo County Municipal Courts use as its basis for qlanning a 
0 

management information system the Court Case Manaqement 

Information Systems Manual. which was published in 1983 by the 

NCSC and the Conference of State Court Administrators. The manual 

is the result of nearly nine years of research and evaluation of 

court data collection practices. both manual and automated. in all 

types of jurisdictions. The manual details the relationships of 

data sets collected to output reports that can be produced. and 

recommends model output reports. The key model output report 

categories are the following: 

1) Caseload inventory reports 

2) Manner of disposition reports 

3) Caseload per judge 

4) .Trend analyses 

5) Caseload projections 

6) Age of cases 

7) Status of pending cases 

8) Case exception reports 

The manual provides a number of examples of specific reports 

that can be generated within each of these categories. For 

instance. within the first category. '@Caseload Inventory." the 

manual details the structure for a proposed summary report showing 

caseloads by case type and whether beginning pending. filed. 

disposed. or end pending. In addition. the manual suggests the 

generation of caseload inventory reports by percent of total 

caseload -filed for each type of case; change in pending. number. 

and percent: disposed cases as a percent of filings; and end 
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pending cases as a percent of filings. This information is 

similar to that required by the Judicial Council. 
0 

The areas that are not covered in Judicial Council reporting 

include trend analyses. caseload projections. age of cases. status 

of pending cases. and case exception reports. 

What the Court Case Manaqement Information Systems Manual does 

not address, and what is of great importance to the court is a 

budget and revenue information system. Financial management 

information reporting must follow standard acceptable accounting 

practices. For accounting reporting purposes a court is no 

different than any other corporate entity. 

The legal requirements that must be followed by the court make 

the accounting system more complex. however. and necessitate 

0 constant monitoring. 

The principal money flow into courts in composed of fines. 

fees. forfeitures and costs. much of it attributable to traffic 

cases and relatively little to other case types. Some of this 

money is collected in the form of cash. constituting a major point 

of vulnerability in the accounting system. The money flow is also 

characterized by the following complexities: 

1) a broad variety of cash. fees and fines which may be 
improperly assessed: 

2) partial payment systems for those unable to make a lump 
sum payment: 

3) often major problems of collecting money due the court: 
including followup on bad checks: 

4) problems (usually minor) of refunds due to successful . 
appeals or some computational mistake: and 

5) complicated formulas for dividing the money between 
various governmental bodies. 



Fundamentally, a budget information system should document and 

track three categories of information: 
0 

1) Funding sources, amounts, and trends 

2) Expenditure types, amounts, and trends 

3) Revenue generated by court operations: sources, amounts 

and trends. 

(Note: Court system funding levels should not suffer the onus 

of being determined by the court's ability to generate revenue. 

As such, a budget information system should avoid making 

comparisons between court costs and court-generated income.) 

In theory, court-generated income information can be easily 

gathered from the dlata collected as the cases are processed 

(i.e., fines levied, fines collected, other court costs 

assessed). More than any other section of the court, automation 

will require fundamental changes in practices and procedures. 

Though the changes will be welcome (considering the unwieldy 

manual system currently in use), they will require careful 

analysis and programming as well as possible policy and personnel 

changes that may be difficult to make. 

0 

Once these hurdles are overcome, however. a variety of reports 

can be produced to allow all who are involved in the accounting 

process to look at court financial data in new and enlightening 

ways. 

Of particular significance may be trends in expenditures by 

source: state appropriations, county support, municipal support, 

and federal sources. Such reports can quickly highlight 

dependence on funding sources and provide a planning tool for 

ensuring stability of court resources. Similarly, trends in 

0 
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expenditures by type can be equally revealing. expecially if 

computer graphics are utilized to plot five- and ten-year 

projections showing the relative importance of various expenditure 

items. Even more revealing might be graphing actual expenditures 

0 

and caseloads for an extended time period. 

An adequate budget information system will also provide the 

court with a more manageable way of collecting money paid into the 

court for fines and bail. The reports now manually generated will 

become part of the automated system. The system will enable the 

court to monitor the frequency of errors in the collection of 

fines and fees as well as give judges a way of checking on the 

completeness and accuracy of fine collections. Elements to be 

reported by such a system will include installment payments, 

nonpayment, following up on bad checks. and daily cash 

reconciliation practices. 
0 
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COSTS AND BENEFITS 

Introduction 

This section summarizes the projected costs of the automated 

system along with the quantifiable benefits. Costs are compiled 

from three major components: costs for procuring and operating 

the computer system itself (including maintenance and 

communications costs), costs for development and implementation of 

the automated court information system software. and cost of 

professional data processing personnel to maintain the system 

after implementation. 

Quantifiable benefits fall into three major categories. Cost 

displacement covers those costs associated with the current. 

mostly manual system that will be eliminated when the automated 

system is put into operation. Cost avoidance characterizes those 

additional expenses that would be incurred if the increasing 

workload of the court must be met by the current system. The 

final type of benefit included is the increased revenue that would 

result from the better control and tracking possible only with a 

comprehensive automated system. 

0 

The costs and benefits are developed separately throughout 

this section on the basis of the projected workload that must be 

handled by the court. At the end of this section, the costs and 

benefits are added together to show the net benefits projected 

over the next five years. 

The largest factor in both cost displacement and cost 

avoidance is the savings in clerical labor resulting from the 

replacement of many repetitive and time-consuming manual 

2 



operations with automated procedures. On paper, many present 

clerical positions could be eliminated by the savings in clerical 

labor described in the cost displacement calculations. In 

practice, however, the elimination of positions does not usually 

happen, because of civil service policies, shifting of 

0 

responsibiliti'es, and the chronic overburdened condition of most 

staffs in a high-volume court. Gradually, some positions are 

eliminated through attrition. Temporary and extra shift positions 

can often be dropped, and overtime hours can almost certainly be 

eliminated. The most common prevalent effect of the displaced 

labor, however, is to free up personnel to perform tasks that have 

hitherto been neglected, or to improve the performance of tasks 

that traditionally have been given insufficient attention. 

Where the court might realistically expect a direct 

correspondence between savings in clerical labor and actual staff 

positions is in the area of cost avoidance. Automation has a 

decided impact upon the staff increases necessary to handle the 

mounting workload. For planning purposes, the cost avoidance 

figures can be r'elied upon as potential savings in real dollars to 

offset the estimated costs. 

Workload Projections 

0 

All projections for costs and benefits are based upon the 

projected workload for the current year and the following five 

years. The projected workload is based on current caseload and an 

analysis of the monthly new case filings from July, 1982 through 

September, 1985. Figure CB-1  shows the number of new case filings 

for each case type for the 1984-1985 fiscal year. ,The civil and 0 

3 



Case Type 

Felonies 

Group A Misdemeanors 

Other Misdemeanors 

Figure CB-1 

CURRENT CONSOLIDATED CASE LOAD^ 

Infractions 

Group C Traffic Misdemeanors 

Group D Traffic Misdemeanors 

Traffic Infractions 

I l l e g a l  Parking 

Small Claims 

Civil 

Total Cases Filed 

New Cases Filed During 1984-1985 

2,379 

5,777 

2,227 

754 

7,068 

8,602 

166,908 

280,686 

8,508 

8,583 

IBased on consolidated municipal court statistical report supplied 
by court personnel. 

'Report shows total filings of 490,885 - a discrepancy of 607. 



small claims caseload has been relatively stable during the past 

three years. The criminal caseload has been more volatile. but 

has shown no clear trends. The fastest growing caseloads are in 

the area of traffic and parking violations. Figures CB-2a through 

CB-2c.show graphically the history of new case filings in these 

areas of growth. 

While the growing caseload can be measured, the real workload 

of the court is more difficult to assess. Because of legislative 

and procedural changes, the actual workload of the court, 

particularly of the clerical staff. is increasing more rapidly 

than even the caseload indicates. The more complex paperwork, the 

more numerous appearances by violators, and the more extensive 

procedures with which the staff must cope are indisputable factors 

0 contributing to the increasing workload. Unfortunately, these and 

other such factors could not be quantified within the scope of 

this project. For this reason cost and benefit projections will 

rely mainly on caseload trends. 

Figure CB-3 shows the projected overall caseload through 

1990-1991. based on the analysis of historical trends. ,Total new 

case filings have been increasing at a linear rate of about 275 

per month. It is this constant factor that is reflected in the 

caseload projections. The court keeps no figures on pending 

caseload, and it is not possible to obtain this information from 

the current manual system. An estimate for the pending caseload 

has been calculated at 50  percent of new case filings. a ratio 

that is fairly typical in courts of this size. 

4 
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1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - ~ - ~ - ~ - ~  
1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - ~ - ~ - ~ - ~ - ~  
1 -1 -1 -1 -1 - l -1 - l -1 -1 - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l -~ -~  

1 - 1 - 1 - 1 - 1 - 1 - 1 -  1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - ~ - ~  
- 1 - 1 - 1 - 1 - 1 - 1 - - 1 ~ - 1 - 1 - 1 - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - ~ - l  

~ - ~ - ~ - ~ - ~ - ~ - 1 - 1 - 1 - ~ - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - ~ - ~  
r - l - ~ - ~ - ~ - l - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - 1 - 1  
1 ~ 1 ~ - 1 - ~ - ~ - 1 - - 1 - 1 - - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - ~ - l  
1 - 1  -1 -~-1-1-1-1-1-1-1-1-1-1-1-1-1-1-1-1-1-1- l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l -~  
1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l  
~ - 1 - ) - ~ - ~ - 1 - 1 - 1 - 1 - 1 - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l  
1 - 1 - 1 - ~ - 1 - 1 - ~ - 1 - 1 - 1 - ~ - l - l - l - l - l - l - l - l - ~ - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - ~ - l  
1 7 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - l - l ~ l ~ l ~ l ~ l ~ l ~ l ~ l ~ l ~ l ~ l ~ l ~ l ~ l - l - l - l - l - l  
1-1- [ -1-1-1-1-1-1-1-1-1-1-1-1-1-1-1-1-1- l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l  
1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1  - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1  
I - I - I - I - I - I - I - I - ~ - I - I - I - I - I - I - I - I - I - I  
1 - 1 - I - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1  
161-1-1-1-1-1-1-1-1-1-1-1-1-1-1-1-1-1 
1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1  
1 - 1 - 1 - ~ - 1 - 1 - ~ - 1 - 1 - 1 - l - l - l - l - l - l - l - l - l  
1--1-1-1-1-1-1-1-1-1-l- l - l - l - l - l - l - l - l  
~ - 1 - 1 - ~ - 1 - 1 - ~ - 1 - 1 - 1 - l - l - l - l - l - ~ - l - l - l  
:51-1-1-1-1-1-1-1-1-1-1-1-1-1-1-1-1-1 
1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1  
1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1  
~ - 1 - 1 - ~ - ~ - ~ - 1 - 1 - 1 - 1 - l - l - l - l - l - l - l - l -  
1 - ~ - 1 - ~ - ~ - ~ - ~ - 1 - 1 - 1 - l - l - l - l - l - l - l - l -  

1 3 1 - 1 ~ 1 - 1 - 1 ~ 1 ~ 1 ~ 1 ~ 1 ~ 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 ~ l ~ l ~ l ~ l ~ l ~ l ~ l ~ l ~ l ~ l ~ I ~ l ~ l ~ l ~ l ~ l ~ l ~ l - ~ - ~  

0 

- 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 -  

1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - f - ~ - ~  
1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1  
1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - l - l - ~  
1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1  
1-1-1-1-1-1-1-1-I-1-1-1-1 
1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1  
I - I - I - I - I - I - I - I - I - 1 - 1 - 1 - 1  
1 - 1 - ' - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1  

I - I - I - I - I - I - 1 - I - I - I - 1 - ~ - I - I - I - I - I - I - I - I - I - I - I . - I - I - I - I - I - I - I - I - I - I - I - I - l - l - l - l - l  
1 - 1 - 1 - ~ - ~ - 1 - ~ - 1 - 1 - ~ - ~ - l - l - l - l - ~ - ~ - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l  
1 - 1 - 1 - ~ - 1 - 1 - ~ - 1 - 1 - 1 - l - l - l - l - l - l - ~ - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l  
1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l  
: ~ 1 - 1 - - 1 - 1 - 1 - 1 - 1 - . 1 - 1 - ~ - l - l - l - l - ~ - ~ - ~ - ~ - ~ - ~ - ~ - ~ - ~ - ~ - ~ - ~ - l - l - l - l - ~ - ~ - l - ~ - ~ - ~ - l - ~ - ~  

J ~ S O N D J F M R M J J R S O N D J F M R M J J R S O N D J F H R M J J ~ S  
____________________----------------------------------------------------------- 0 
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- 
Figure (33-2c 

I L L E G O L  PQRKING F I L I N G S  (IN THOUSFINDS) JULY, 1982 - SEPTEMBER, 1385 

1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - l - 1 - l - l - l - I - l - l - I - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - I - l - l - ~ - ~ - ~ - ~  
3 8 1 ~ 1 ~ 1 ~ 1 ~ 1 ~ 1 ~ 1 - I - 1 - 1 - 1 - ) - 1 - 1 - 1 - 1 - 1 - 1 - 1 ~ , l - l ~ l ~ l ~ l ~ l ~ l ~ l ~ l ~ l - l - 1 - I - l - I - ~ - ~ - ~ - ~ - ~  
I - I - I - I - I - I - l - I - I - I - I - I - I - I - I - I - I - I - I - I - I - I - I - I - I - I - I - I - I - I - I - I - I - I - I - l - l - l - l - l  
3 7 1 - I - 1 - 1 - 1 - 1 - 1 - 1 - 1 - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - I - l - l - l - I - l - l - l - l - l - l - ~ - I - t - ~  
1 - 1 - 1 - 1 - 1 - 1 - I - 1 - 1 - 1 - l - l - l - I - I - l - l - I - l - l - l - l - l - l - l - l - l - l - I - l - l - l - l - l - l - l - ~ - l - I - ~  
3 € 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 ’ l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - I - l - l - l - l - l - l - l - l - ~ - l - ~  
1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - ~ - ~ - l - ~  
3 5 1 - 1 ~ 1 - 1 - 1 - 1 - 1 - 1 - 1 - l - l - l - l ~ l - l - ~ - l - l - l ~ l - l - 1 ~ 1 ~ 1 ~ l ~ 1 ~ l ~ l ~ 1 ~ 1 ~ 1 ~ 1 ~ l ~ l - l - l - l - 1 - 1  
1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - l - l - l - l - l - ~ - ~ - l - l - l - l - l - l - l - l - l - l - I - l - l - l - l - l - l - l - l - l - l - l - l  
3 4 1 ~ 1 ~ 1 - 1 ~ 1 ~ 1 ~ 1 ~ 1 ~ 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 ~ l ~ l ~ l ~ 1 ~ l ~ l ~ l ~ l ~ l ~ 1 ~ 1 ~ 1 ~ l ~ l ~ l - l - I - l - l - 1  
1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l  
s ~ l - l - l - l - i - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - I - l - l - l - l - l  
1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - l - l - l - l - l - l - l - l - l - l - l - l - l - l - I - l - l - l - l - l - l - l - l - l - l - l - l - l - I - I  
s ~ l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - ~ - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l  
1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - ~ - l - ~ - l - ~ - l - ~ - ~ - ~ - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - I - l - I - l - l - ~  
3 1 I - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - I - l - l - I - l - I - I - l - l - l  
1 - I - I - 1 - 1 - 1 - 1 - 1 - 1 - 1 - l - l - l - l - l - l - l - l - l - l - I - l - ~ - l - l - l - l - l - l - l - l - l - l - i - l - l - f - l - l - l  
3 8 1 - 1 - 1 - 1 - 1 - I - 1 - 1 - 1 - l - l - l - l - l - l - l - l - l - l - l - l - l - l - l - I - l - l - l - l - l - l - l - l - l - l - I - l - l - I  

E 3 1 - I - I - I - I - I - I - I - I - I - I - I - I - I - I - 1 - 1 - 1 - 1  1 -1 -1 -1 -1 -1 -1 -1 -1 -1 - I - I - I - I - I - I -1 -1 -1  

~61-1-1-1-1-1-1-1-1-1-1-1-1-1-1-1-1-1- 
I - I - I - I - I - I - I - I - I - I - I - I - I - I - I - 1 - 1 - 1 - 1 -  

............................................................................... 
0 

-9  

-- 

0 

I - I - I - i - I  

- 1 - 1 - 1 - 1 -  

- 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1  
- 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1  
- 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1  
- 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1  
- 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1  

1 -1-1-1-1-1-1-1-1-1- I - I - I - I - I - I - I - I - I - I -J- I  
-1 -1-1-1-1-1-1-1-1-1- I - I - I - I - I - I - I - I -1 -1-1-1  
-1 -1 -1 -1 -1 -1 -1 - I - I -1 - I - I - I - I - I - I - I - I -1 -1 -1 -1  

1€l1-1-1-1-1 - 1 - 1 - 1 - 1 - 1 - 1 - I - 1 - I - 1 - I - I - I - I - I - I - I - I - I - 1 - 1 - 1  
- 1 - I - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - I - I - I - I - I - I - I - I - 1 - 1 - 1 - 1  

151-1-1-1-1- 

1 4 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - 1 - l - l - ~ - l - l - l - l - ~ - ~ - ~ - l - I - l - I ~ 1 ~ 1 ~ l ~ l ~ I ~ ~ 1 ~ l ~ I ~ l ~ I ~ I ~ l ~ l - I ~ l ~ I  -_----__--__--_-----_--___------------------------------------------------------ 
J ~ S O N b J F M ~ M J J ~ S O N D J F M ~ M J J ~ S O N D J ~ M ~ M ~ J ~ ~  

-- MONTHS -- 
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Also shown in Figure CB-3 are the total filings projected for 

this period. Here, Iifilingsii correspond to entries in the docket 
0 

or register of actions reflecting the filing of all pleadings, 

dispositions, and Other court actions recorded by the clerks. 

Calculations are based on information supplied by court personnel 

on the average number of filings for each case type. 

From the projected caseload and filings, processing volumes 

are estimated and projected through 1990-1991. Processing volumes 

identify the data processing workload that must be accommodated by 

the automated system. Processing volumes are expressed in terms 

of two major components. One is the amount of on-line data 

storage required to handle all the information needed by the 

court. On-line data storage in computer systems is typically 

implemented through magnetic disk drives. but other technology may 

be employed. The second component of processing volumes is the 

number of transactions that occur annually as information is 

entered, updated, and retrieved. In an automated system the bulk 

of transactions takes place through display terminals. For this 

reason, the number of transactions expected each year is used as 

the basis for estimating the number of terminals that will be 

required. Figure CB-4 shows the projected processing volumes. 

Benefits 

Figure CB-5 shows a breakdown of the areas in which clerical 

labor will be eliminated by an automated system. For each of 

these areas the estimated savings are expressed in terms of hours 

of clerical labor and dollars, both of which are annualized. 

These figures have been supplied by court personnel on the basis 0 

5 
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F i g u r e  CB-5 

CLERICAL LABOR COST DISPLACEMENT 

T a s k  

GENERAL CASE MANAGEMENT 

S e a r c h i n g  f o r  f i l e s  

F i l i n g  & r e t r i e v i n g  cases 
TOTAL GENERAL CASE MANAGEMENT 

C I V I L  

F i l i n g  compla in t  

F i l i n g  responses 

F i l i n g  memorandum t o  set t r i a l ,  p r e p a r i n g  

n o t i c e s ,  and r e s e t t i n g  t r i a l s  
P r e p a r i n g  c a l e n d a r  

E n t e r i n g  cour t room minu tes  on regis ter  

of a c t i o n s  

P r o c e s s i n g  d e f a u l t  judgments 

I s s u i n g  wri ts  and a b s t r a c t s  

P r o c e s s i n g  appeals 

P r o c e s s i n g  a r b i t r a t i o n  

P r o c e s s i n g  unsa+ . i s f i ed  judgments 

Purg ing  register of a c t i o n s  

TOTAL C I V I L  

SWILL CLAIMS 

F i l i n g  new claims 

P r o c e s s i n g  c o n t i n u a n c e s  

P r o c e s s i n g  t r a n s f e r s  

P r o c e s s i n g  de fendan t  claims 
P r e p a r i n g  c a l e n d a r  

P r o c e s s i n g  judgments 

P r o c e s s i n g  appeals 

Proce’ssing mot ion  t o  v a c a t e  

TOTAL SYiALL CLAIMS 

Est imated Annual Sav ings  

Hours D o l l a r s  - 

945 

13 5 

23 6 

449 

390 

5 10 

220 

45 

1 1 4  

69 

280 

3,393 

1,073 

59 

1 7  

25 

3 53 

514 

40 

‘24  

2,165 

$ 119,720 

183,424 

$ 303,144 

3,214 

5,810 

5 , 047 

6,599 

2 , 853 

588 

1,475 

897 - 

3,623 

$ 44,081 

$ 13,878 

763 

220 

226 

4,568 

7,427 

5 2 1  

3 10 

$ 28,013 



Figure - CB-5 (continued) 

CLERICAL LABOR COST DISPLACEMENT 

Estimated Annual Savings 

Task 

CRIMINAL 

Preparing supplemental calendar 

Preparing daily calendar 

Preparing in-custody calendar 

Processing dispositions 

Issuing bench warrants 

Processing appeals 

F i 1 ing complaint s 
Processing waiver of arraignments 

Processing certification to superior court 

Locating and coordinating interpreters 

Processing 1203.4 petitions and orders 

TOTAL CRIMINAL 

TRAFFIC AND PARKING 

Sorting and tallying citations 

Processing bail forfeitures 

Processing arraignments 

Preparing calendars 

Processing 'time to pay' fine dispositions 

Processing 'time to pay' fine payments 

Processing probation sentencing 

Processing court trial setting 

Preparing FTA warrants 

Processing continuances for compliance 

Frocessing pleas by mail 

Processing traffic school requests 

Data entry fo r  disposed cases 
Tallying par king tickets 

TOTAL TRAFPIC AND PARKING 

Hours - 

223 

11,491 

567 

2,278 

1,991 

21 

2,084 

32 

16 7 

113 

51 

19,018 

1,512 

6,048 

2,268 

588 

1,512 

983 

10 9 

75 6 

756 

567 

441 

2,646 

1,512 

126 

19,824 

Dollars 

$ 2,886 

140,693 

7,337 

29,477 

25 , 764 
27 2 

26 , 960 
4 14 

2 I 157 

1,467 

660 

$ 246,087 

$ 19,565 

78,261 

25,348 

7,609 

19 , 565 
12,717 

1,410 

9,783 

9 I 783 

7,337 

5,707 

34,239 

19,565 
1,030 

$ 256,519 



Figure CB-5 (continued) 

CLERICAL LABOR COST DISPLACEMENT 

Task 

ACCOUNTING 

Preparing the cash statement 

Posting daily receipts to ledgers 

Balancing trust funds 

Balancing daily receipts and preparing 

for deposit 

Processing bail exonerations, forfeitures, 

backouts, and fines paid from trust 

Processing bail (cash and bonds) 

Processing Central Collection receipts 

Preparing Central Collection bench warrants 

Processing dishonored checks 

Processing accounts receivable 

Preparing controller's accounts receivable 

reports 

Processing parking funds from DMV 

Preparing controller's biannual reports 

TOTAL ACCOUNTING 

JURY MANAGEMENT 

Establishing jury logs and assigning parking 

permits 

Maintaining jury logs 

Summoning jurors for weekly trials 

Paying jurors 

Processing excuses 

Preparing FTA n3tices 

Selecting and czlling jurors for courtrooms 

TOTAL JURY MASAGEPINT 

Estimated Annual Savings 

Hours 

585 

1,512 

224 

1,134 

2,426 

2 , 520 
756 

1,134 

1,134 

23 4 

14 3 

117 ' 

78 

11,997 

19 1 

158 

1,651 

806 

6 24 

78 

78 

3 , 586 

Dollars 

$ 7,571 

19,566 

2,899 

14,674 

31,392 

32,609 

9 I 783 

14,674 

14 , 674 
3,028 

1,850 

1,514 

1,009 

$ 155,243 

2,472 

2,045 

21,364 

10 , 430 
8,075 

1,009 

1,099 

$ 46,404 



Figure CB-5 (continued) 

CLERICAL LABOR COST DISPLACEMENT 

Task 

Estimated Annual Savings 
- Hours Dollars 

JUDICIAL COUNCIL REPORTING 

Compiling and calculating data and preparing 

report 1,842 $ 23,835 

TOTAL JUDICIAL COUNCIL REPORTING 1,842 $ 23,835 

GRAND TOTAL CLERICAL LABOR 

COST SAVINGS- 8 5 , 2 5 2  $n, 103.326 



of a previous study. The methodology employed in this study was 

to have personnel who were most experienced in each procedure 

calculate the amount of time required to perform that procedure 

for a single case or a single occurrence. The amount of time that 

would be required if the procedure were automated was then 

estimated for a single case or occurrence. Both of these figures 

were then annualized and the difference between them was 

interpreted as the annual savings in hours. The cost savings in 

dollars was calculated on the basis of a Clerk 11 hourly rate of 

$12.94. In general. these estimates appear to be quite 

reasonable. In many areas the estimated theoretical savings are 

probably very conservative, assuming a well-designed automated 

system will be installed. 

0 While the savings in clerical labor is the largest component 

of the cost displacement estimates, there are other areas where 

considerable cost savings will be realized. Figure CB-6 

summarizes these major areas of cost displacement. Next to 

clerical personnel, the largest categories of savings are in the 

elimination of the existing data processing services. The 

budgeted costs for the current year are $334.428 for county data 

processing services and $304,462 for the contract with Judicial 

Data Services. Once the automated system is implemented and ’ 

operational, both of these costs will be eliminated. Another cost 

savings associated with the current data processing services will 

result from no longer having to mail magnetic tapes to the vendor 

for off-site processing. The annual cost of postage for mailing 

0 

6 
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these tapes is in excess of $8,000 and will increase as postage 

rates increase. 

Figure CB-7 shows the projected savings due to cost 

avoidance. The major areas of cost avoidance are clerical 

personnel and existing data processing costs. The estimated 

annual savings in cost avoidance are the costs of the additional 

personnel and additional data processing services that will be 

necessary under the current system to meet the projected increased 

workload. The increased cost for clerical personnel is based on a 

7 percent annual factor. Calculations assume that a salary 

increase.is applied to the additional staff each subsequent year 

on the basis of a cost-of-living increase for each person and a 

merit increase for half of the staff (average total increase of 

eight percent). The contract with Judicial Data Services is based 

on the volume of cases processed. The costs for the county data 

processing services are assumed to reflect actual costs of 

operation which would also increase proportional to volume of 

processing. For these reasons, the projected annual savings for 

all data processing services are also based on a 7 percent annual 

increase. 

0 

Figure CB-8 shows the total projected cost savings through 

1990-1991. Total cost savings comprise the cost displacement and 

cost avoidance estimates from Figures CB-6 and CB-7, respectively, 

and an estimate of increased revenues expected as a result of the 

automated system. The experience of other courts in the nation 

that have automated their procedures indicates that a well 

designed automated system can reduce uncollected fines by at least 

30 percent. While it was not possible to obtain an exact figure 

7 
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for the amount of overdue fines in the San Mateo Municipal Court, 

Figure CB-8 contains a rough estimate of the courtls share of 

uncollected fines, projected through 1990-1991. For simplicity, 

the projections are again based on the assumption that the 

automated system would go into operation at the beginning of the 

1987-1988 fiscal year. 

costs 

0 

The costs for the automated system are based on the processing 

volumes which must be accommodated and on the complexity of the 

functions that must be automated, as identified by the 

requirements analysis. Total costs involve several components. 

Chief among these are the costs of developing and implementing the 

application software, acquiring and maintaining the necessary 

computer hardware, maintaining a professional data processing 

staff, and maintaining communications facilities between branches 

and with outside agencies. 

Figure CB-9 outlines the estimated costs for developing and 

implementing the court system. These estimates include the time 

required to design. program, and test the various subsystems that 

make up the overall court information system. These phases have 

been combined in the figure to give a total number of 

person-months and a total cost for the development and 

implementation of each subsystem. The estimated number of 

person-months assumes the usage of application development 

software or  programming aids to reduce the amount of programming 

and testing required. 

8 



S ubsys tem 

Figure CB-9 

ESTIMATED SYSTEM DEVELOPMENT AND IMPLEMENTATION COSTS 

Civil and Small Claims 

Criminal 

Traffic and Parking 

Jury Management 

Accounting 

Total 

Man-Months to Develop 
and Implement1 c05t2 

22 

25 

24 

6 

17 - 
94 

$130 , 000 

149,000 

142;OOO 

36 , 000 
101,000 

$558 , 000 

lAssumes usage of application development software. 

2Based on $7,000 per man-month for design and $5,000 per man-month 
for programming and implementation. 

0 



0 In addition to the cost of developing and implementing the' 

application software. the computer equipment itself is a major' 

cost. The type and capacity of computer equipment that will be 

required is also based on the processing volumes that must be 

handled. In Figure CB-10  the project,ed processing volumes have 

been used to estimate the computer peripheral hardware 

requirements for the automated system. The important 

considerations in peripheral hardware are the amount of on-line 

disk storage required and the number of terminals and printers 

required. The combination of these requirements in turn will 

determine the class of computer necessary to support the 

application system adequately. 

Figure CB-10  shows the recommended level of peripheral 

hardware. both in the initial configuration and as projected 

through 1990-1991. The recommended amount of disk storage should 

accommodate all case information storage requirements and allow 

for the overhead necessary for the overall system. such as sort 

work space, program storage. and word processing document files. 

The number of display terminals is based on the number of 

transactions that must be processed. The number of serial 

printers is based on the workload that must be handled and the 

distribution of tasks for which printed output will be required. 

Serial printers are relatively inexpensive low-speed (compared 

with line printers) devices that are extremely versatile in the 

tasks they can address. These printers will be used at counters 

and windows for printing receipts and brief case information, will 
0 
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be located in courtrooms to produce notices to be carried from the 

courtroom, and will be located throughout the court offices to 
0 

produce a variety of outputs on a daily basis. Letter quality 

printers (e.g., daisy-wheel printers) can be stationed wherever 

word processing capabilities are required. 

The requirements dictate the suitability of a certain range of 

computers commonly called llsuperminicomputers.ll These machines 

can support upwards of a hundred terminals while maintaining a 

fast response time. They can also be equipped with a large number 

of high-volume disk drives for adequate and easily expandable data 

storage capacities. Superminis possess the processing power of 

mainframe computers of a few years ago, for a fraction of the 

cost. They are much simpler to operate and contain many built-in 

utility functions and user aids. With the staff of two data 

processing professionals recommended later in this section.and a 

clerical staff member who has some experience in or ap,titude for 

operating equipment, there should be no difficulty in operating 

this type of computer system. All maintenance of the equipment 

itself would, of course, be provided by the vendor under a service 

contract. 

To ensure continuous operation, the computer should be 

equipped with an lluninterruptable power supplyla (UPS). This 

device would keep the computer running during brief power outages 

and would allow a controlled, orderly shut down in the unlikely 

event of an extended power failure. As further insurance against 

interruptions, the court may wish to consider the use of one or 

more microcomputers in each branch. These machines could be used 0 

10 



as stand-alone devices through which clerks could enter case 

information if the main computer system were inoperable. The 

collected transactions could then be-transmitted en masse to the 
computer when it resumed operation. 

current minicomputers and an immediate-response service contract, 

the added complexity of this approach cannot be highly 

recommended. The use of manual backup records and procedures and 

the temporary accumulation of input documents for later entry 

would probably be the most effective method for dealing with 

temporary system failures. 

0 

Given the reliability of 

To accommodate the processing volume of the Municipal Court, 

the computer should probably have a minimum of eight million 

characters of main memory in its initial configuration, with the 

capability of expansion to 16 million characters. The initial 

configuration should also include at least 1.5 billion characters 

of on-line disk storage, with the capability of expansion to well 

in excess of two billion characters of on-line storage. Computers 

in this range cost in the neighborhood of $500,000. Adding the 

costs of the terminals and printers that will be required brings 

the total hardware costs to nearly $700,000. 

Figure CB-11 shows the total projected costs for the automated 

system through 1990-1991. Computer hardware and system software 

costs are indicated for the initial configuration and for the 

purchase of additional terminals, printers, and disk storage 

during subsequent years. Associated with the cost of the hardware 

and system software is a monthly maintenance cost which has been 

annualized in Figure CB-11 to an average cost of seven percent of 0 
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the computer hardware and system software costs. The third major 

cost is that of developing and implementing the application 
0 

system. as described earlier in Figure CB-9. For simplicity, this 

cost is listed in its entirety under the first year. 

A fourth category of costs is that of maintaining a 

professional data processing staff who will be responsible for 

maintaining and operating the automated system once it has been 

implemented. It is anticipated that one competent. experienced 

systems analyst and one competent programmer will be sufficient to 

maintain the system. if it has been properly designed and 

programmed. Ideally, one or both of them would have some 

expertise in systems programming as well as in applications 

development. The court could arrange for any extensive 

modifications to be done under contract by the developing vendor, 

if such modifications are later desired. A typical salary of 

$35.000 and $28.000. respectively. and a fringe benefit rate of 34 

percent have been used as the basis of these estimates. These two 

professionals would probably be hired during the time of system 

m; 

development. in ordler to work with the developing vendors and to 

become familiar with the application software. Annual costs for 

the data processing staff in subsequent years assumes an annual 

salary increase averaging ten percent. 

A final category of costs for the automated system is the 

estimated communications costs associated with the distribution of 

terminals and printers in two branches of the court remote from 

the computer itself. and with the interface between the computer 

0 and outside agencies. The communications costs are ballpark 

12 



estimates only and can be pinned down when the exact nature of the 

computer equipment selected and the method of remote 

communications have been determined. 

Net Benefits 

- 

Figure CB-12 shows the projected net savings that would be 

realized after both savings and costs have been considered. On 

the assumption that the total purchase, development, and 

installation of the complete system will take place during 

1986-1987, it can be seen that the costs for the first year amount 

to $1,418,980 and that no savings will be realized during that 

year. For the remaining years in the projection period, however, 

the projected savings far outweigh the costs. Indeed, the net 

savings increase each year throughout the period. 

remembered that the cost displacement figures for clerical 

personnel will not result in the actual dollar savings calculated, 

because of employment policies and work redistribution practices. 

Despite this fact, however, it is apparent that the development 

and installation of a comprehensive automated information system 

in the Municipal Court will result not only in increased 

efficiency of operation and improved service to the public, but 

also in lower operating costs for the court over the long run. 

It should be e2 
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