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I. INTRODUCTION 

Project COURT (Court Operations Utilizing Revised Techniques) was 

conceived and initiated by Judge Lawrence Waddington, then of the Los 

Angeles Municipal Court, in 1977. Following competitive bids, the 

National Center for State Courts was selected to focus on several aspects 

of administration of the Los Angeles Municipal Court's Criminal Division: 

- The problems in and alternative procedures for Division 40, the 
master calendar court for the trial divisions; 

- The handling and treatment of witnesses; 

- Initial redesign of critical forms and review of general records 
management problems; 

- Problems with respect to and alternative approaches for criminal 
justice system coordination and communication. 

The National Center submitted its report covering these items in 

August 1979. After reviewing and discussing the Center's recommendations 

for several months, the Court endorsed the recommendations regarding 

forms design and records management and accepted the National Center's 

recommendations that Division 40 be divided into three master calendar 

groups, each with a master calendar judge and four trial judges. 

Following these decisions, the National Center worked with the Court for 

the balance of the contract term of Phase I1 to implement the new 

calendar system and to start redesign of the docket sheet used by the 

Court. 

At the conclusion of the Phase I contract, the new calendar 

procedures were not fully in place and the docket redesign process was 

not complete. There also were other issues affecting records management 

that remained to be addressed. Accordingly, the National Center for 

State Courts entered into a second contract with the Court. During Phase 

I1 of Project COURT, the National Center undertook to: 



1. 

2. 

3. 

4 .  

In 1 

Redesign up to six key forms used by the Court, including 
completion of the redesign of the docket sheet: 

Assist the Court in selection of new microfilm equipment and 
outline procedures to be followed in the microfilming process: 

Assist the Court to implement the National Center's 
recommendation regarding the use of file folders for its 
misdemeanor cases; and 

Continue to assist the Court in the implementation of the master 
calendar system and to monitor its progress. 

addition to these contractual obligations, the National Center 

undertook, should project resources permit, to train staff of the Court 

in forms design principles in order to enhance the Court's continuing 

capacity to review and revise its forms. 

This report documents the results of the Phase I1 efforts, provides a 

preliminary evaluation of the impact of the changes made, and identifies 

areas requiring further review and change by the Court. The products of 

the 12-month project are identified in Chapter 11, with written products 

reproduced in the appendices. Chapter 111 contains the Center's 

evaluation of the impact of the changes made, and Chapter IV sets forth 

the Center's recommendations for further study and change. 

2 
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11. PROJECT PRODUCTS 

Forms 

Severa l  forms were redesigned by t h e  Nat ional  C e n t e r  w i t h  t h e  a c t i v e  

a s s i s t a n c e  of Criminal Divis ion s t a f f .  The  most important i s  t h e  docket 

(now c a l l e d  "case-action summary") f o r  use p r imar i ly  a t  t h e  Bauchet 

Street  f a c i l i t y .  A l l  misdemeanor c a s e s  a r e  i n i t i a t e d  a t  Bauchet Street  

and t w o - t h i r d s  a r e  concluded during arraignments  there. 

Redesign of  t h e  docket  sought to  achieve s e v e r a l  goa ls :  

- To s t anda rd ize  entr ies  f o r  a l l  judges and commissioners. 

- To f a c i l i t a t e  completion of t h e  form by t h e  docket clerks.  

- To begin t o  move t h e  C o u r t  toward a s tandard  of  8-1/2 x 11" 
s i z e  f o r  documents ,  and abandoning t h e  overs ized  11" x 1 4 "  
docket sheets. 

- To reduce t h e  number of docket sheets requi red  per  case.  
( T h e  average c a s e  was found during Phase I t o  have between 
three and four  docket sheets.)  

- To e l imina te  t o  t h e  g r e a t e s t  degree poss ib l e  t h e  use Of 

stamps f o r  completion of t h e  docket s h e e t .  

- To des ign  a docket system i n  w h i c h  t h e  p rep r in t ed  ma te r i a l  
would accommodate a t  l e a s t  80 percent  of  a l l  ca ses ,  w i t h  
supplemental forms and pages to  handle t h e  except iona l  case.  

T h e  docket sheet designed, toge ther  w i t h  i t s  accompanying con t inua t ion  

sheets, meets a l l  o f  these goals .  

A n o t h e r  f e a t u r e  of t h e  t y p i c a l  c a s e  f i l e  discovered d u r i n g  Phase I 

was t h e  ex i s t ence  of  numerous ,  usua l ly  odd-sized p i e c e s  of  paper -- some 

p r i n t e d  and some blank -- f o r  u s e  by judges o n  t h e  bench  t o  note what 

they had done or ordered. T h e s e  worksheets o f t e n  were r e f e r r e d  t o  l a t e r  

by t h e  judges and normally were t h e  b a s i s  f o r  t h e  docket c le rk ' s  

e n t r i e s .  T h e i r  importance was be l ied  by t h e i r  appearance. T h u s ,  i n  

c o n j u n c t i o n  w i t h  t h e  n e w  docket format,  t h e  Nat iona l  C e n t e r  designed a 

s tandard ,  8-1/2" by 11" form t o  be used by t h e  judges t h a t  p a r a l l e l e d  key 

entr ies  on t h e  docket  sheet. T h e  form is b l u e  r a t h e r  than w h i t e  t o  

d i s t i n g u i s h  it r e a d i l y  from t h e  docket shee t  i t s e l f .  

3 



In addition to the docket and the judge's worksheets, three other 

forms were designed and produced in final and one was designed to the 

extent possible within the time available, final approval depending upon 

acceptance of the City Attorney's Office as well as the Court. The three 

forms finally designed are: 1) a probation and sentence/diversion 

summary for recording sentences both at Bauchet Street and in the trial 

divisions, 2) trial minutes for the trial divisions, which are 

supplementary docket sheets to be used when there is a trial, and 3)  a 

standard motion for continuance to be used in any division hearing 

misdemeanor cases. The revised complaint form, with accompanying 

specifications and justifications was submitted to the City Attorney's 

office for its review and approval. 

These forms (except the complaint) were combined into a forms index, 

which provides a general description of each form and an outline of the 

procedures for using each. This index can serve as a starting point and 

model for further development as additional forms are redesigned. A set 

of printing specifications for each form also was provided to the Court. 

A copy of the forms index -- which also includes a copy of each form 
-- and the set of printing specifications for the forms are attached in 
Appendices A and B, respectively. 

corresponding explanation and justification for its use is attached in 

Appendix C. 

The draft complaint form with the 

In addition to producing the above-described forms, the National 

Center was able to conduct a half-day training session for the Forms 

Committee staff of the Municipal Court in mid-March, 1982. As a result, 

sound forms design principles, to the extent not presently being used, 

can begin to be applied to any new forms developed or revised for the 

Court. 

Center forms design and records management expert. 

This training session was conducted by Thomas Dibble, a National 

4 



Microfilm Assistance 

With respect to microfilming in the Criminal Division, the National 

Center reviewed the microfilm operation for the Criminal Division in 

relation to the Court's use of and need for microfilm in the other 

divisions. Technical assistance was provided with respect to the 

specifications appropriate for microfilm equipment for the Criminal 

Division. Also provided was a letter of explanation as to why this 

particular approach for microfilming is appropriate at this time. 

Finally, a set of procedures for microfilming records also was proposed 

for the Court. Copies of each of these documents are attached in 

Appendix D. 

Calendar Management 

Under the Phase I contract, the National Center remained closely 

involved in implementation of the new calendar procedures until early 

Fall, 1980. During Phase I1 of the project, the National Center received 

daily calendar reports and compiled monthly statistics for about a year. 

A monthly summary form of key calendar management information for the 

three master calendar divisions and the trial divisions went through 

several revisions during that year. A sample of each report is attached 

in Appendix E. (During October, 1981, the Court shifted from three 

master calendar courts to two master calendar courts, with concomitant 

redesign of the monthly summary.) 

On two occasions during the project, staff of the National Center met 

with the presiding judge of the Court to discuss the implications of the 

calendar management information. On a third occasion, staff of the 

National Center and of the Clerk's office met with the administrative 

judge of the Criminal Division and the master calendar judges for the 

same purpose. A proposed set of standards, also attached in Appendix E, 

was offered to but not adopted by the Court. 

5 



F i n a l l y ,  t h e  person assigned a s  ca lendar  clerk changed dur ing  Phase 

I1 of  t h e  p r o j e c t .  S t a f f  of t h e  Nat ional  C e n t e r  m e t  w i t h  t h e  new 

ca lendar  clerk t o  a s s u r e  t h a t  h e  understood t h e  p r i n c i p l e s  underlying t h e  

ca lendar  procedure,  h i s  role a s  t h e  Nat ional  C e n t e r  understood i t ,  and 

t h e  imp l i ca t ions  of va r ious  items o n  t h e  monthly summary. 

A t  one p o i n t  dur ing  Phase 11, some members of t h e  C o u r t  cons idered  

s h i f t i n g  from a master ca lendar  to  an ind iv idua l  ca lendar  system for t h e  

t r i a l  d iv i s ions .  T h e  Nat ional  C e n t e r  remained a v a i l a b l e  t o  a s s i s t  t h e  

Court  i n  making t h i s  t r a n s i t i o n ,  b u t  even tua l ly  it was decided n o t  t o  

make t h e  change a t  t h i s  t i m e .  

6 



111. NATIONAL CENTER FOR STATE COURT'S EVALUATION 
OF THE IMPACT OF THE CHANGES 

Forms 

A comprehensive evaluation of the impact of the changed forms will 

not be possible until all of the Project COURT Phase I1 forms are 

procured and implemented. 

Two of the most significant forms developed under the project (case 

action summary and judges worksheet) have been implemented, however, and 

were discussed with the supervising judge at Bauchet Street, the chief 

clerk, office supervisor, and several docket clerks. 

The overall response was highly favorable and most individuals felt 

the change was a positive move towards simplifying recordkeeping and the 

communication of information. Several comments were offered which 

indicated that training of new personnel would be simplified with the new 

forms. (All present docket clerks were initially trained under the 

previous docket system.) Among the specific comments were the statement 

that the Case Action Summary is much easier to review for accuracy and 

completeness and to use for finding information, because the clerks all 

know where to look for information. The docket clerks indicated that if 

judges use the worksheet properly, the whole system is simplified. 

The percentage of work decrease cannot be estimated until all forms, 

especially the sentencing summary, are implemented. One staff member 

estimated a 20-40 percent reduction in work for docket clerks. 

The new system requires more work for multiple defendant cases than 

the old, since a separate Case Action Summary must be prepared for each 

defendant. Under the previous system multiple defendants were often 

docketed on the same form. This has proven to be a problem in the one 

arraignment court that happens to get most of the multiple-defendant 

cases, but the anticipated benefits in the other courtrooms have been 

achieved. 

7 



Microfilm 

Delays i n  t h e  Los Angeles County purchasing process  r e s u l t e d  i n  t h e  

microfilm equipment n o t  being i n  p l ace  and ope ra t ing  by t h e  time t h e  

p r o j e c t  ended. Accordingly, i t  is impossible t o  eva lua te  t h e  impact of  

t h e  new equipment and procedures.  The l a s t  page of t h e  microf i lm 

procedures manual (Appendix D )  sugges ts  items t o  measure t o  a s s e s s  t h e  

system's  impact. 

Records Management 

T h e  use o f  f i l e  f o l d e r s  f o r  a l l  ca ses  has  been i n s t i t u t e d  w i t h  

g e n e r a l l y  favorable  response from judges and clerks. The  Nat ional  Center 

understands t h a t  a t  l e a s t  one judge has  t o l d  h i s  clerk t o  remove a l l  c a s e  

papers  from t h e  f i l e  f o l d e r  before  g iv ing  t h e  papers  t o  h i m .  When h e  is 

through w i t h  t h e  c a s e ,  t h e  clerk restores t h e  papers  to  t h e  fo lde r .  T h i s  

is a needless  burden o n  t h e  clerk and may r e s u l t  i n  papers  being 

misplaced or lost .  J u d i c i a l  discretion and independence a r e  n o t  

th rea tened  by c a s e  papers  being i n  a f i l e  f o l d e r .  The  appropr i a t e  judge 

or s e n i o r  manager i n  t h e  c lerk 's  off ice  should a s s u r e  t h a t  t h i s  p r a c t i c e  

of  having papers  removed from f i l e  f o l d e r s  ends. 

Calendar Management 

I n  some r e s p e c t s ,  t h e  changes i n  t h e  ca lendar  system was h ighly  

successfu l .  I n  other r e s p e c t s ,  l i t t l e  has changed or t h e  d e s i r e d  resu l t  

was n o t  achieved. 

The most s i g n i f i c a n t  p o s i t i v e  resu l t s  a re :  

- The  percentage o f  t o t a l  d i s p o s i t i o n s  achieved i n  t h e  master 
ca lendar  d i v i s i o n s  increased from about  40 percen t  to about 70 
percent .  

- T h e  s i z e  of t h e  ca lendar  i n  each master ca lendar  d i v i s i o n  was 
reduced. T h e  r e d u c t i o n  has  n o t  been a s  g r e a t  w i t h  t w o  master 
ca l enda r s  a s  it was w i t h  three,  but  even w i t h  t w o  ca l enda r s  each 
master ca lendar  judge has  fewer c a s e s  to  handle each day. 

a 
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The number of cases per day assigned to and trailing in each trial 
division has been reduced substantially. The goal suggested by 
the National Center was to have no more than seven cases assigned 
to any one trial division at one time; this goal has not been 
.reached for all courts, but is achieved for some courts each day 
and appears to be realized more often than not. 

The City Attorney's office reports that it is able to use and 
train its personnel much more effectively now than in the previous 
system. 

In addition to these significant improvements, there are several less 

significant, but nonetheless positive, results of the change. These 

include: 

- Inter-agency communication was substantial and beneficial in the 
months leading to the implementation of the new system and for a 
month or two following the change. Regrettably, the communication 
ended, with an apparent negative impact on interest in continuing 
or rejuvenating such communication. 

- The number and percentage of cases calendared that are continued 
from a previous date was reduced to a limited degree, but not as 
substantially as needed or as hoped by the National Center for 
State Courts. Because data on time to disposition are not being 
tabulated, it is not known what effect, if any, the number of 
continuances per case is having on the time to disposition. 

Several goals articulated by the National Center in its Phase I 

report for the new calendar management process were not realized. 

I 
U 

Perhaps the most significant of these is the continuing absence of 

significant communication among the judges. Municipal Court judges tend 

to be isolated from each other. It was hoped that dividing the trial 

divisions into small working groups would encourage and facilitate 

- 

8 

communication not only among the three master calendar judges, but also 

within each calendar group. So far as the National Center has been able 

to determine, there has not been any regular or even sporadic 

communication among the master calendar judges regarding problems and 

approaches to common concerns and there has been no communication within 

calendar groups regarding appropriate procedures or possible new 

procedures. 

9 



T h e  t e s t i n g  o f  d i f f e r e n t  techniques f o r  managing t h e  ca lendar  was 

another  p o t e n t i a l  b e n e f i t  of  having three ca lendar  groups. Although some 

of  t h e  judges assigned to handle t h e  master ca l enda r s  used d i f f e r e n t  

techniques,  t h e  advantages or disadvantages of  these approaches were n o t  

s tud ied  or shared f o r  t h e  b e n e f i t  o f  a l l  ca lendar  groups. Indeed, t h e  

Nat ional  Center understands t h a t  on occasion personal  d i f f e r e n c e s  between 

or among judges ass igned  t o  t h e  master ca lendar  i n t e r f e r e d  w i t h ,  r a t h e r  

than f a c i l i t a t e d ,  communication. 

T h e  change from three ca lendar  groups t o  t w o  made communication t h a t  

much more d i f f i c u l t .  Groups became l a r g e r  and t h e  w o r k  of  each master 

ca lendar  judge increased  correspondingly.  T h e  p re s id ing  judge had 

understandable  reasons f o r  making t h e  change -- perhaps ch ie f  among w h i c h  

was t h e  d e s i r e  t o  a s s ign  some misdemeanor c a s e s  and judges t o  t h e  

r e l a t i v e l y  unde ru t i l i zed  T r a f f i c  Divis ion -- but  t h e  consequences o n  

j u d i c i a l  and j u d i c i a l - s t a f f  communication, t h e  s i z e  of  workload, and e a s e  

of  management i n  t h e  Criminal  C o u r t s  Bui lding were s i g n i f i c a n t .  

change may be y e t  another  i n d i c a t i o n  of  t h e  r e g r e t t a b l e  e f f e c t s  of  

extremely high volume i n  a court s u c h  a s  t h e  Los AngeleS Municipal C o u r t .  

T h e  

On balance,  t h e  change i n  t h e  ca lendar  system seems t o  have had many 

s i g n i f i c a n t  advantages and r e l a t i v e l y  f e w  disadvantages.  

measurable d i f f e r e n c e s ,  i t  is  c l e a r  t h a t  t h e  o t h e r  just ice  system 

agencies  p r e f e r  t h e  present system over  t h e  p rev ious  system by a wide 

margin. T h e  judges '  op in ions  seem to  be more mixed, but  probably o n  

balance they  a lso favor  t h e  new system. W i t h  t h e  judges,  however, t h e  

p re fe r r ed  a l t e r n a t i v e  i s  n o t  to r e t u r n  t o  t h e  o l d  D i b i s i o n  4 0  

arrangement, b u t  t o  move toward an ind iv idua l  ca lendar  system. T h i s  

p reference  f o r  an ind iv idua l  ca lendar  system among some judges should n o t  

be  s e e n  a s  a nega t ive  reading of t h e  three-master-calendar approach, b u t  

r a t h e r  a s  a commendable in te res t  i n  improved ca lendar  management and 

j u d i c i a l  accoun tab i l i t y .  

Beyond t h e  

1 0  



IV. RECOMMENDATIONS FOR FURTHER STUDY OR CHANGE 

Forms 

Forms to document and communicate information play a crucial role in 

the work of the Court. But to date, the forms program in the Los Angeles 

Municipal Court has not received the continuous professional management 

it deserves. 

the criminal, civil, and traffic divisions estimate that there are 

The magnitude of the problem is enormous. Managers from 

"thousands" of forms in the system and forms are collectively printed in 

"millions" of copies annually. Estimates of the total amount spent on 

just printing forms is similarly unquantified, but guesses of $500,000 

and up are common among the core management group. 

Forms are the main tools used in the clerk's office to do its job. 

The real cost for forms is in their preparation and the review of the 

information recorded, not in their creation and printing. Industry 

estimates have established that about 28 percent of the time spent 

processing forms and paper work is wasted because of inefficient forms 

and procedures. And about 30 percent of all salary dollars are spent for 

c le r ica 1 wor k . 
The savings and efficiencies derived from a properly administered 

forms program in the Los Angeles Municipal Court would be substantial. 

Any expenditure for personnel to administer such a program could be 

recovered many times over, given the appropriate top management support 

and cooperation throughout the organization. 

RECOMMENDATION NO. 1: 

The clerks' Forms Committee should begin to function 
actively by establishing regular meeting times and 
setting priorities. 

11 



The existing but largely dormant Forms Committee can play a very 

effective role in establishing and maintaining a rational and cost 

effective forms program. The committee should try to avoid getting 

bogged down in the details of forms analysis and design issues and should 

attempt initially to get a handle on some of the larger issues relating 

to forms management, such as: 

- How many forms are there in the system? 

- How many total copies of forms are used each year? 

- What impact do forms really have on the Court? 

- How much do forms cost annually? 

- What opportunities exist for interdivision/branch cooperation 
in forms design, ordering, and stocking? 

- What would a professional forms manager/analyst do, under 
whom, and what savings could be anticipated from his/her 
employment? 

- What role could consultants continue to perform in the 
development of forms and other records management procedures? 

RECOMMENDATION NO. 2: 

Develop and fund a new position or positions of forms manager to 
work in the areas of forms control, analysis, and design. 

Forms are vital to the functioning of the L o s  Angeles Municipal 

Court. The basic activities of a forms administration program functions 

presently on an ad hoc basis. Someone determines the need, required 

information, layout, size, construction, quantity to order, reorders, and 

revisions. These activities can become much more effective as part of a 

forms administration program, which regularly will organize, review, and 

improve the forms and procedures. 

12 



Attached to this report in Appendix F are sample job descriptions for 

a forms administration manager, a forms analyst/designer, and a forms 

order coordinator. 

objectives, duties of the position, knowledge, abilities, skills and 

personal qualities required, contacts, effect of the position on 

expenditures and savings, and supervision required." These descriptions 

are intended as a guide for the development of a position description for 

the recommended position (s) . 

Each position description lists the purpose, 

Funds for such a position will only be well spent by selecting an 

experienced forms professional and giving the position the status it 

deserves in relationship to the importance of forms in the management of 

the Court. 

RECOMMENDATION NO. 3:  

The criminal division should continue to work with the office of 
the City Attorney in the development of an improved misdemeanor 
complaint format. 

One Project COURT task involves the analysis of the present method 

and form used for generating misdemeanor complaints by the City 

Attorney's office and the development of a proposal for an improved 

system. It was found that the present system involved the use of 

preprinted complaints for the most common offenses and a multitude of 

"riders" preprinted for the most common second, third, fourth, etc. 

counts, which are added to those complaints. The system was developed to 

respond to the need to eliminate repetitive typing and can be considered 

a crude form of word processing. The complaint form was found to be 

poorly designed and very inefficient for processing by both the City 

Attorney's office and the Court. The riders are simply stapled to the 

* These position descriptions and some other information in this 
report were taken from W. Nygren, Business Forms Management 
(Amacom, New York, 1980). 
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front of a one-page complaint form. Photocopying requires the complaint 

to be disassembled (unstapled) and then reassembled. Misdemeanor 

complaints filed in 1981 exceeded 100,000. 

The proposal for a changed complaint form involves two phases: The 

interim proposal, including the redesigning of the complaint form to be 

more compatible with the new case action summary (misdemeanor docket) and 

photocopying, rather than stapling, of the riders in their proper 

. sequence. Implementation of this proposal would be relatively simple and 

cost effective with benefits accruing both to the City Attorney's office 

and the Criminal Division. (See Appendix C.) 

The ultimate proposal would be to develop a word processing system 

to generate the complaints. The type of information put into misdemeanor 

complaints appears to be an ideal application for word processing. 

Further study and costing of this proposal would have to be carried out 

by the City Attorney's office. There was a strong indication of interest 

in a word processing approach to producing the complaint form in the 

coordinating meetings held during this project. 

Since an improved procedure would have an substantial impact on the 

operations and efficiency of the Court, it is important that the Court 

take a direct interest in this development and assist in any way possible 

while the City Attorney's office is in the process of changing the 

procedure and complaint format. 

Microfilm 

During Project COURT a microfilming 

for the Criminal Division. The true cost 

procedure was designed 

benefits and efficiencies to be 

derived from use of the system can only be established after careful 

implemention and evaluation of the proposed system. 
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RECOMMENDATION NO. 4:  

Upon receiving the microfilm equipment and supplies, implement the 
system and gather data for periodic review and evaluation of impact 
of the microfilm system. 

The introduction of this state of the art, microfilm technology in 

the Criminal Division, cannot be done haphazardly. The procedural guide 

which was developed as part of Project COURT (see Appendix D) should be 

studied and refined as the need arises. Assigning an individual to 

effectively implement this system and monitor its cost and impact will be 

vital. Also, support from management will be essential for the 

achievement of anticipated benefits and the success of the microfilming 

operation. 

RECOMMENDATION NO. 5: 

After six months to one year has passed in the microfilming 
operation, evaluate the feasibility of filming case documents 
while the case is still active and pending. 

Phased implementation of the microfilming system calls for first 

microfilming only case action summaries for closed cases and at a later 

date implementing the truly updateable aspect of the AB Dick System 200 

in filming case materials prior to case disposition. Once staff are 

familiar with the operation and capabilities of the equipment, this 

feasibility study will be much easier. 

To help in implementing this recommendation it will be important to 

carefully document the cost, production, and time spent in the early 

implementation of the microfilm system. 

Records Management 

FEEOMMENDATION NO. 6: 

Develop and implement a better system for the storage of 
the inactive records and destruction of records once they 
have reached the retention period under the new retention 
guidelines for criminal misdemeanor records. 
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It was noted during the general review of the inactive records 

storage methods and destruction procedures that great opportunity exists 

for improving storage methods through the better utilization of available 

floor space. Also, a relatively large quantity of records are eligible 

for destruction currently. Such matters of records management should not 

happen by accident or on an ad hoc basis. A regularly scheduled review 

of inactive records should result in annual destruction of a quantity of 

records which have aged or matured to their maximum retention 

requirement. Such a procedure should be established in the Criminal 

Division. Those records that remain in storage should be properly boxed 

in one cubic foot records storage boxes (which are currently available 

within L o s  Angeles county) and placed on the appropriate warehouse type 

shelving. This type of inactive records storage system makes much better 

use of available floor space and gives increased security and integrity 

while records are being stored. Records screening and destruction is 

simplified when done on a regular basis. 

REXOMMENDATION NO. 7: 

Continue to document procedures for case processing and 
the use of forms in the Criminal Division. 

The forms index and microfilm procedures developed by the National 

Center (Appendices A and D) offer a procedural format which should be 

built on for the eventual development of a comprehensive procedures 

manual for the Criminal Division. The particular format used in these 

procedures statements is not the only one available and may not be the 

format finally decided on for the Division. But whatever the format, 

documented procedures of all aspects of the operation foster improved 

analysis and better coordination for the development of procedures. 

Training and cross training of personnel is also made easier with well 

documented procedures and the organization gains improved flexibility to 
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change and modify procedures as the need arises. When procedures are not 

documented, an over reliance is placed on the memory of people working in 

the system. When the rationale for a particular procedure is not 

documented, no one dares tamper with it because it is assumed that it is 

based on a perceived need or responds to a problem. The necessity for 

many procedures in courts, however, are vague and the scrunity of careful 

analysis often shows that cumbersome and inefficient procedures are 

maintained for many years only because there is no mechanism for 

challenging and reviewing them in the normal course of business. 

Procedures relating to records management in case processing are 

particularly adaptable to documentation. Such an approach, starting in 

the Criminal Division, could easily spread to other divisions of the 

Court. Comprehensive procedural manuals for the traffic, civil and the 

small claims divisions could eventually be coordinated for consistancy in 

format and processing procedure. The Administration Division and the 

Research and Planning Unit should play an integral role in the 

development of procedure formats. It is the personnel in each division 

that will define and establish procedures, however. 

Calendar Management 

The most important need in the balance of 1982 is to fine-tune the 

current calendar system. 

RECOMMENDATION NO. 8 

Implement standards proposed for the master calendar courts. 

Standards proposed by the National Center for management of the 

master calendar courts are attached in Appendix E. These standards 

remain viable and desirable. The first standard, limiting the number of 

continued cases on any single day's calendar, and the third standard, 

limiting the number of cases trailing in a trial court, are the most 

critical. 
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RECOMMENDATION NO. 9 

The monthly summary of key calendar management information should be 
shared with all judges. 

Judges need and have a right to see the data about the calendars. 

The data document the value of the present system and the improvements it 

has achieved over the previous system. They also document continuing 

problem areas that the judges could see and possibly address if the 

information were made available to them. It is not realistic to expect 

the judges -- either the master calendar judges or the trial judges -- to 
change their procedures if they are unaware of the consequences of 

present procedures and are not apprised of improvements wrought by 

changes. 

RECOMMENDATION NO. 10 

Information collected for the monthly calendar report should be 
reviewed and expanded as appropriate. 

During the first year-and-a-half of the new calendar system, several 

additions have been made to the monthly calendar summary to indicate 

items individual judges felt were important but were not being reported. 

These additions tend to report work being done by judges, but the work 

has no impact on how well or poorly the master calendars' or trial 

divisions' calendars are being managed. It may be that these requests 

for additions to the monthly summary reflect a misunderstanding by judges 

about the purpose of the summary designed by the National Center. The 

purpose of the National Center's summary was to evaluate how well the 

calendars are being managed. It was not designed to measure total 

judicial performance or to report on all the work done by judges. In no 

way is it designed to reflect on the quality of any judge's work. 
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The fact that some judges believe that additional items should be 

recorded suggests a need to reconsider the items reported, not to improve 

the ability to measure the court's calendar management performance, but 

more accurately and fully to show the work done by judges. 

committee of judges and staff should review the monthly report with an 

eye to adding a second sheet that will provide a more complete record of 

what judges do. 

management tool. 

the Court will wish to initiate other reports, providing additional 

management information. 

RECOMMENDATION NO. 11 

A joint 

The summary designed by the National Center is one 

There are many others. It may be that at this point 

All Criminal Division judges should meet and discuss appropriate 
methods for improving productivity in the trial divisions. 

The principal task of a trial division judge is to try cases; if a 

plea or dismissal is in order, he or she also accepts the plea or allows 

the dismissal. Even a cursory review of the monthly statistics suggests 

that the Court has problems with respect to productivity in the trial 

divisions. The typical misdemeanor trial lasts two to three days. Even 

if a judge is able to dispose of many cases by plea, it is not 

unreasonable to expect a trial judge to hold at least one trial per 

week. 

more cases trailing on any given day, yet some do not average one 

disposition (trial, plea, or dismissal) per day. 

Very few judges meet that standard. Judges often have five or 

The National Center is not in a position to determine why some 

judges' productivity is not higher, but the situation warrants the judges 

addressing the question of better utilization of trial judges' time. 
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RECOMMENDATION NO. 12 

Judges of the Criminal Division should meet periodically to review 
calendar management issues and discuss common problems. 

Historically, the judges of the L o s  Angeles Municipal Court have 

operated independently of each other, with little or no consultation. 

This is not acceptable in a court as large and complex as the L o s  Angeles 

Municipal Court. Nor is it adequate to assume that the Court's executive 

committee or the administrative judge of the Criminal Division will 

address all necessary administrative matters. Each judge must assume 

personal responsibility for the proper functioning of the court as an 

institution. That individual responsibility can be demonstrated and 

implemented best through periodic meetings at which common problems are 

discussed and resolved. 

RECOMMENDATION NO. 13 

The calendar clerk should tabulate time-to-disposition data on a 
regular basis. 

The calendar cards developed during Phase I of this project permit 

calculation of the time to disposition. The Phase I report provides a 

base line against which the Court can measure its performance and 

progress on time to disposition. Time to disposition has not been 

tabulated since the change in calendar systems because the regular, daily 

demands on the calendar clerk have not permitted time to do so. 

Nonetheless, this type of information can be very important in 

understanding how a calendar management system is or is not working. 

Such information often is very useful in revealing bottlenecks in the 

system, many of which can be addressed fairly easily once identified. 

The misdemeanor calendar clerk and the felony calendar clerk operations 

recently have been combined. The National Center hopes that staff in the 

new calendar management office will have, and be accorded, the time to 

collect this information. 
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Other 

RECOMMENDATION NO. 14: 

Revise the comprehensive proposal for staff and office 
reorganization at Bauchet Street to achieve the stated objectives 
but reduce the overall cost to the County. 

In October 1981 staff at Bauchet Street prepared a proposal for staff 

and office reorganization. Anticipated benefits from the proposal 

included a vastly improved work environment in the clerk's office and 

improvements in productivity, quality control, and service to 

courtrooms. The proposal seems to reflect careful planning. It is 

understood that the proposal was rejected due to a lack of funds. Costly 

features of the proposal were the installation of manufactured office 

systems and purchase of replacement lateral filing equipment. The 

National Center believes that the central objectives of the proposal 

could be achieved in a less costly manner, at least in the short range. 

For example, the office staff could be rearranged in accordance with the 

proposal using their present desks and office equipment. The central 

filing plan could be implemented in the clerk's office by the 

reconfiguration of the present TAB lateral filing equipment. Other cost 

items, such as carpeting, changes in the telephone system, the removal of 

wall counters and the window to one courtroom, could be achieved at 

relatively low cost compared to the purchase of manufactured office 

systems, which constituted the bulk of the cost of the original proposal. 

It is recommended therefore that this proposal be reviewed carefully 

for the development of alternatives that would retain the well-stated 

objectives of a better working atmosphere, better supervision, and 

improved productivity of the Bauchet Street clerical operation. The 

revision should retain the centralization of the docket clerks into the 

present file room, the establishment of a central file facility in the 
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clerk's office, the relocation of certain employees so that tbey are 

grouped by like functions, and improvements in the employee lounge 

facilities. 

RECOMMENDATION NO. 15: 

Begin planning for an automated on-line computer system 
for indexing and case processing. 

For some years the idea of an automated case processing system has 

been discussed for the Criminal Division. Concrete planning steps should 

be initiated to prepare for feasibility studies, a conceptual design, and 

cost estimates for the development and implementation of such a system. 

The system could include interfacing with the City Attorney and the Los  

Angeles Police Department. When case history information is placed in 

the computer, computer output microfiche could be produced upon case 

disposition so that all source documents (paper) would be destroyed when 

the case is concluded. During the multiple-year development period for 

an automated system, improvements should be continued in the manual case 

processing system. Improvement in the manual case processing system 

should not end with tbe completion of Project COURT. 
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Municipal Court of the 

Lor Angelet Judicial District 

SUBJECT: 
Case Action Summary 
(Misdemeanor Docket) 

Page No. 2 of 20  

1 Date 
. MARCH' 8 2  I '  I Form No. CRIM 2 0 0  

JURISDICTION: Criminal Division - Arraignment Court - 
AUTHORITY: GC 71007, PC 1 4 2 8  

PURPOSE : This form is used to document the filing of all 
comDlaints and record court activity in misdemeanor 
cases. 
the "official court record" of the case. 

The completed Case Action Summary constitutes 

PROCEDURE : 1. Upon the filing of each complaint 
a court case is initiated. 

2. During initial case processing the Case Action 
Summary is initiated by typing the information 
elements in sectionl. Most of the required infor- 
mation is available from the complaint and accom- 
panying documents. The case number which is 
assigned by the Arraignment Court clerk's office 
should be furnished to the city attorney's office 
on a copy of the complaint since they use the court 
case number for monitoring. Counts are listed on 
the Case Action Summary by reference to the statute 
or ordinance number. If there are more than four 
counts listed on the complaint a Case Action Summary 
- Continuation (Form CRIM 201) should be initiated 
to list the "additional counts". A seParate court 

i 
~ 

case is opened for each defendant. If- there are 
co-defendants, they should be cross referenced in 
the space provided by listing the co-defendant's 
name and case number. 

3. Once initiated the Case Action Summary accompanies 
the case file to court. 
made as information becomes available. 

Subsequent entries are 

4. During court sessions the judge or commissioner 
annotates information on the judge's worksheet 
(Form CRIM 203) and subsequently the entires are 
transferred to the Case Action Summary (Misdemeanor 
Docket). 

(continued) 
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Lor Angeltr Judicial District 1 (Misdemeanor Docket) Date 
MARCH 82  I Form No. CRIM 200  - 

PROCEDURE: 
( cont .  ) 
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6. 
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Case Action Summaries f o r  disposed cases w i l l  b(? 
r e tu rned  t o  t h e  arraignment  c o u r t  on microf iche  
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SUBJECT- 
Case Action Summary 

(Misdemeanor Docket) Date  

Page No. 4 of 20 Municipal Coun of the 

Lor Angelet Judicial District 

MARCH 82 

a r e  Nunbr MwtidQdCound CASE ACTION SUMMARY 
L a  Anglk, & d i d  District [MISDEMEANOR DOCKET) 
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Municipal Court of the 

0.18 

SUBJECT: 
Case Action Summarv I 
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Date 

an D i V .  

0 T R I A L S R  
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0 PUBLIC OEFENDER 
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Municipal Coun of the 

Lor Angelcr Judicial District 

S U B J E C T *  
Case Action Summary 
- Continuation 
Form CRIM 201 

J U R I S D I C T I O N  : Criminal Division 
Arraignment Court 

A U T H O R I T Y :  

P U R P O S E  : 

GC 71007, PC 1428 

Page No. 6 o f  2 0  

Date 
March 8 2  

This form is used to document case information 
which will not fit in the preprinted entries on 
the basic Case Action Summary. (CRIM 200) 

PROCEDURE:  This form should be used as the need arises. The 
Case Action Summary continuation is used at case 
initiation only when the number of counts exceed four. 
Otherwise it is used based on the amount of case 
activity. When a continuation form is used the fact 
should be noted on the basic form by checking the 
continuation block ( cont.) in the appropriate 
section or writing in "continued" at the end of the 
section that is continued. 
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Municipal Court of the 

Lor Angelcs Judicial District 

SUBJECT I 
Case Action Summary 
- Continuation 
Fohn CRIM 201 

Page No. 7 o f  2 0  
P 

Date  
-.MARCH 82 
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SUBJECT 
Municipal Court of the Case Action Summary 

Lor Angeler Judicial District - Continuation 
Form CRIM 201 D. 2 

i 

Paqe NO. 8 o f  20  

Date 
I 

-MARCH 82 

d i 
Munidpd Coun of rtW Lor AngmksJudiod D i i  

D.f.nd.m’s N m  

CASE ACflON SUMMARY - COntin~niOn 

C.r Numbor 

Date Div. Judge r Dofenso Anomey R e w m  Inoam./lnguag 

Eifaco of Probation 

I .  I I 

OofendmtRarm? O Y a  U N O  

PUBLIC DEFENOER 0 Unavdlable 
0 Refer/Appoinr 

n 987.8 P.C. Given 

0 Guilty ONdoConmndm . tobuno:  
0 Couml Conorn in pkr n d  Joins in Jury Waiwr 
bun Finds Dofendant Waiwn are Knowindv. Inallipcntlv.Exonuiv. Exdiddv and UncbrmndinPlv 1 

I I I I I 

1 W e  Concur in Jurv Waiver f 1 bun Finds Defendant Guilty ’ 
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Defendant in Custody? 0 Yes 0 No 

0 Conflict 0 R i m  Counsel Anfaantad (987.2 PC) 
N m e  of Courtsol: 
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Page No. 9 o f  2 0  

SUBJECT- 
Case Action Summary Municipal Court of the 

Los Angeies Judicial District 1 Additional Notes - 
D a t e  

I - -  March 8 2  I Form CRIN 202 - 
JURISDICTION : Criminal Division 

AUTHORITY: GC 71007, PC 1428 

PURPOSE : This form is a blank page continuation of th 
Action Summary (CRIM 200) Case Action Summary 
Continuation (CRIM 201), Probation & Sentence/Diver::ion 
Summary (CRIM 2 0 4 )  or Case Action Summary Trial Mimites 
(CRIM 205) to record any case information which will. not 
fit in the preprinted entries on these forms. 

Case 

PROCEDURE : When it is determined that the pre-printed forms do not 
contain an entry for pertinant information, an additional 
Notes form is initiated by entering the defendants rame 
and the case number. 

Information is recorded on the "additional notes" page 
by rubber stamps, handwritten or typewriter. 
initiated the additional notes become an internal part 
of the Case Action Summary. 

Once 



I,- 
Municipal Court of the 

4 Lor Angelat Judiaal District 

SUBJECT! 
Case Action Summary 
Additional Notes Date 

Page No. 10 o f  20  

1 
1 
1 
I 
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Page No. II o f  :!O SUBJECT: 
Case Action Summary Municipal COUR of the 

Lor Angelct Judicial District Judge's Worksheet ! I-- 
I Form CRIM 203 .-March 8 2  I - 

JURISDICTION : Criminal Divi sion 
Arraignment Court 

AUTHORITY: Local Administrative Procedure 

PURPOSE : This form is provided for the use of the judge or 
commissioner on the bench. 
to the entries on the Case Action Summary and 
Continuation (Forms CRIM 200 and 2 0 1 ) .  The worksheet 
is printed on blue paper to differentiate it from the 
basic Case Action Summary. 

The entries correspond 

PROCEDURE: A new worksheet should be provided for each case to 
be heard in court. Prior to the hearing, the clerk 
may annotate the worksheet with the defendant's name, 
case number, date and the names of the judge, prosecutor, 
defense attorney, court reporter, interpreter and 
defendant's language as appropriate. 

Then the judge selects the appropriate section of the 
form to complete his notes by check offs or writting 
in the information about the hearing taking place - 
at the conclusion of the hearing the worksheet shoull 
be reviewed for completeness and passed to the docket 
clerk along with the case file. 

The docketing clerk then transfers the appropriate 
information from the worksheet to the Case Action 
Summary. (CRIM 200  or 201, 2 0 2  or 2 0 4 )  

case folder. 

I 
I 

The worksheets for each hearing remain filed in the I 

i 



Paqe No. 12 o f  2 0  
SUBJECT* 
Case Action Summary Municipal Court of the 

Lor Angeiat Judicial District J u d q e '  s Worksheet 

_ -  MARCH 8 2  Form N o .  CRXN 203 

Municipal bun of 
L a  Angwbs J u d i i  Dimict 

JUDGE'S WORKSHEET CASE ACTION SUMMARY 
(MISDEMEANOR DOCKET) 

D . f . n d n l s  NUN Cau Number 

. - . .. . - . - ._ . . . . . . . 
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Municipal Court of the 

Lor Angales Judicial District 

Form N o .  CRIM 2 0 3  p. 2 

SUBJECT 0 

C a s e  Action Summary 
Judge's Worksheet 

_ -  MARCH 82 

Page No. 13 of :!O I 
I Date 

CASE A m  SUMMARY I JUDGE'S WORKSHEET Loa Anerk, JudW Dhaicr (MISDEMEANOR DOCKET) 1 MUnicip.lCouRotrh. 
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I Municipal Court of the 

I Lor Angeles Judicial District 

I I  

SUBJECT I 
Probation & Sentence/ 
Diversion Summary 
Form No. CRIM 204 

Page. No. 14 of 20  

Da te  
March 8 2  

_ -  

JURISDICTION : Criminal Division 

AUTHORITY: GC 71007, PC 1 4 2 8  

PURPOSE : This form is used to record the terms of probation, 
sentencing or diversion programs for criminal 
defendants. Once completed this form becomes a 
part of the Case Action Summary. 

PROCEDURE: The Probation & Sentence/Diversion Summary can be 
completed by a clerk from the notes made on the judges 
worksheet, verbal orders in court or it may be filled 
out by the judge or commissioner. 



SUBJECT! 
Probat ion  & Sentence/ 

Municipal Court of the 

Lw Angeies Judiaal District 

Page No. 15 of 2 n I 
L 
Date Diversion Summary 

' Form N o .  CRIM 2 0 4  MARCH 8; 

Municipal Can of th. Ltn JudW Dim*t 

Dhndmt'r Nuru 

PROBATlON & SENTENCEIDIVERSION SUMMARY 
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Rosauun OWN Ok. Judp 
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Municipal Court of the 

Lor Angales Judicial District 

SUBJECT! 
Probation & Sentence/ 
Diversion Summary 

I Form No. CRIM 204 p .  2 I 
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lpage NO. 16 O f  2 0  

l " " ' e 1  MARCH 8 2  
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FOR CONDITIONS 1 - 3 SEE PAGE ONE REGARDING JAIL. FINEIRESTITUTIONICOUNlW SERVICE. 
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10. N o t h m  blmkchacks hpaParion. awria~yponionofvydrcckr.mdnorh.rabank~ntuponwhichywmaydnwch~clo. 

0 11. Not punble or mgrg in bookmaking aaivitios or h8m p l 8 f h n l d i a  t h m f  in pooaion, and not k p m t  in placas whm 
p h l i n g  or bookmaking is cmducnd 

0 12 ~ o t  (arodm withi mass. miat or UUIOV) in my my: my ccinmuniution teonan the probationer 
a d  ~ w t i ~ ~  to haw the prior approvJ of the Probation Offiwr. 

0 13. boprmr with Probation otficn in a d a  for 
0 14. Support dependmu directed bv Probation Officer. 

15. Swk and maintain training, schooling, or mnploymmt as awrowd bv Probation Officer. a 16. Maintain mi- as wprwrd by Probtion Officer. 
0 17. Sumnder drim's license to clerk of court to be returned to D.M.V. 
0 18. Not driw motor W i d e  unless lawfully l i e d  to driw, and them only what PLand PD imurancu ha been obtaind mdavidenca 

thereof shown to the Robnion Officer. 

0 20. Submit h i s h  pr& md prmmrw tosurch ordm at my time a f t h e w  or ni@n bv my Law Enfomment Officer or bv tho 
Probation Offiar with or withcut a w u n n t  

P ~ g c m ~ ~ ~ o u r s  in Cunmuniry ~ l rv ica  and show proof of comp~aion to 

4. Malu ranimion through the Probation Officer in such mount and nunnor as officer shall prescribe. 
5. Alxmin from UII of dl dcohdic bevwm. including beer and wine. md my out of placas vvhem they am the chief itam of d e .  
6. Coopenm with Rob.don Officer in m y  prognm dniw to curb dafmdnfs drinkinq habit 
7. Not uu or pomm any nDfWtia. -0Us. or ramicnd drug or soociatad pmphcrnalir. excat  with d i d  P d p t i O n .  and spy 

9. 

0 19. N o t o n n r . r a r o r p o a a r a n v d m ~ o r d u d l y ~  

a 21. ObW dI 1- WdWl Of the hl% n d  rub M d  wl.tiau of the Rohtion Otficer. 

bv 0 23. Caninwdto e t  M. for 

0 24. 
0 25. 
0 26. OTHER: 

a 27. Submit to blood alcohol ~hrmical tcst 0tt.rad bv MY #rr otfkar. 
0 #L ~omprm an a ~ c ~ h d  or drug education propam as mmnnnend~d by Health ~ ~ r m u r n  m d  how cartifiation of cornplation. 

, OOdendant orderad to mum. 
R d n  away from ttM pmnilrrat 
Not zuOEim with childnn unda 14 years. exepx in pruencs of mgmmible addo. 

0 29. Defendant's driver's license susven&d/rwoked for 
0 #). DMV service order M: Defmdant advised of suspenrion/nvoudon bv burr. 

0 31. NotuuorthrMmtounforawviolmceonmypsnon. 
D ~2 Tttomrwninvoiuedinthiscmistobsonfiscated. 

33. 
0 34. 
0 35. 

36. 

Submit to and coopemto in fidd inmoqation by anv peace otficnr at any ame of the dav or ni@t 
Carry at dl times a d i d  Califwnia driwr's lianw or DMV identification card m i n i n g  your mu nme. aqo, w m t  add- and 
d i d a v  wh idartificatlon upon reuumt and not un any other name for any purpose. 
Not armw a hotel or motd room or my other raridcnca unless mgistemd in your true name. 
DO not offar to e m  in sexua~ acnvity for monay or omer considemton. 

a OTHER CONDITIONS: 



Municipal Court of the 

Lor Angelat Judicial District 

SUBJECT! 
IPaoe No. 17 of :!O 

Motion for Continuance 
Form No. CRIM 205 

I .- 

I- March 

AUTHORITY: Local Court Rule 

PURPOSE : 

PROCEDURE: 

This form is designed to make a written record of 
requests for continuances and the order granting 
or denying the request. This multhpart form 
provides copies for the court file, defense and 
prosecutor. 

The motion for continuance form is initiated by the 
defense or prosecution, whichever party is requestirg 
the delay. 

After the motion is prepared by the requestor it is 
passed to the adverse party for action and signature. 

The motion is then submitted to the court for preparation 
of the order granting or denying the motion for continu- 
ance. 
distributes copies to the case parties as appropriate. 

The clerks office then files the original and 

I 



- I Municipal Coun of the 

1 
Dam Judge's Si(ln8tum 

SUBJECT? 
IPaoe No. 18 o f  2 0  

Motion f o r  Continuance 
Date  

Form No. CRIM 205 MARCH 82 

PROSECUTION DEFENSE 
0 &signed Rouattor Not Available 
0 higrad Prosecutor Not R . l d v  
D Rawanion wimar Not Avail- 
0 P d i a  wrms Not Available 
0 trb R . p m  Not Available 

If Witnesses a Dolmdam Not Available W a i n  Wow. 

0 Dafem b u n d  Not Aveilable 

0 Defense Wimm Not Available 
0 Defendant Not Present 

~St8te Reason Bdowl 

0o. f~~ bund ~ o t  R ~ V  

H chis morion is grantad and this as# is conbnud to the dam nqurmd or any othr &to. the 
undnrlpmd (on bhdf of ma dthndmt): 

o W*V= tim for a 
o Apmr not to oppose a People's nqwn for a continuance due to unavailability of 8 prosecution wimes~ on dro new dam: 
0 Agncr to wdw time if dro kople's motion for continuance is mad. and 
0 Will notify ttm dafonbm of* maid dam. 
0 If unrblo to notify the defendmt within fin days of th. IpMing of this mOnon. the cant will br Idvised promut+y 

pial to the dm tho- iscontinued: 



S U B J E C T !  
Case Action Summary 

Trial Minutes 
Form No. CRIM 206  

Municipal Court of the 

Lo, Angeler Judiaal District 

J U R I S D I C T I O N :  Criminal Division 

- 
Page No. 19 o f  2 0  

Date 
w 

--March 8 2  

A U T H O R I T Y :  GC 71007, PC 1 4 2 8  

P U R P O S E  : This form is designed to record the basic events and 
information common to all misdemeanor court and juri 
trials. 
with the Additional Notes Form (Form CRIM 2 0 2 )  the 
blank page continuation. 

The trial minutes form is used in conjunction 

PRoCEDURE: The court clerk initiates the Trial Minutes form by 
entering the defendants name and case number. 
proceed in the trial the appropriate information is 
entered. 
attached to the Trial Minutes. 

As events 

When necessary an additional notes sheet is 

Upon disposition the Probation & Sentence/Diversion 
Summary Form (CRIM 204)  is prepared. 

- - E  



I 

Paqe No. 2 0  o f  2 0  
SUBJECT. 
Case Act ion  Summaryr 

Municipal Coun of the 
r 

Lot Angelet Judicial District T r i a l  Minutes Date  
Form N o .  CRIM 2 0 6  MARCH 8 2  

FORM UNDER REVISION 

J 



APPENDIX B 

FORMS PRINTING SPECIFICATIONS 



. -  
Munici.pa1 CouX o f  the 
Lori: Angeles Judictal Dt%tVSt . .  

Date 
*Printing March 82 

FORMS INDEX Specifications 
Attached 

205 3/82 

206 3/82 

Case Action Summary - Additional Notes 

Arraignment Court I 2 pages 
Case Action Summary 
(Misdemeanor Docket) 

Criminal Division 
2 pages 

~ - 

Arraignment Court 
2 pages I Case Action Summary - Continuation 

Case Action Summary - Judge’s Worksheet 
Arraignment Court 
2 pages 

Probation & Sentence / 
Diversion Summary  

Criminal Division 
2 pages 

Motion fo r  Continuance 

Case Action Summary 
Trial Minutes 

1 

Criminal Division 
1 page 

1 Page 
Criminal Division 

I -  

t 



Municipal Court o f  the 
Los Angeles Judicial District 
Criminal Division i""" TITLE 

- 
Date 

' PRINTING SPECIFICATIONS J!@iRCI:' 8; 

I 
SPECIFICAT: 

TYPE 

PAPER 

CARBON 

SIZE 

COLOR 

NUMBERWG 

FILE HOLE 

COPY 

PRINTING 

INK 

Case Action Summary 
(Misdemeanor Docket) 
CRIM 200 .. c 
2 sides single sheet 

60 lb. Ledger 

8-1/2 x 11 

Part 
1 - White 
2 
3 
I 

Standard Two H o l e  
Punch Top - 
2, 1/4 holes ,  2 3/4" CC 

Camera Ready copy to 
be furnished by Court. 

Head to foot 

Black 

NITIONS 

Pkg. 100 
5% screen as indicated 
on attached proof. 



Munidpd Cawt d 
Los A w p k  Judidd District 

CASE ACTlON SUMMARY 
(MISDEMEANOR DOCKET) 

n 

Car. Numkr 

1. 3. 

,f[ 

Defa~darn 2. 4. a brit. 
Data of Offenwts) Prior($) Alleged 

Complaint Filed By Co-Defendam 

I I I I 

Motion By Dekkbzz Continued To: T Bail *mark 
D P S Present? Custody? Div. Date l ime &'OR\ Amount 

AM 
ON0 ON0 PM B 

0 Declaration in Support of Arrest Warrant Filed 

Good Cause Shown Pursuant to 1427 P.C. a NoticeGiwn-No Bail 
Arrest Warrant Ordered Issued By: (Judge) Voluntary Apmaranca $ 
A m  Warrant D m  Arrest QServed 

O Transmitted tw Warrant 0 Recalled Page: No: 
APPEARANCE INFORMATION 

10% Notified/ R-ipt/R No. , Surety/Deporitor Exoneratior 
Time Div. FR \'Omm '%,, PostadDate Amount Bond:. Name Date 

AM 
PM 

AM 

CONTINUANCES 

Div. Judge Prosecutor Defense Attorney Reporter 

0 Defendant Faik to Appear 0 ~anchwarrantordared 

Bail Ordered Forfeitad , Bail Set At: $ 

0 O.R. Revoked Hold Bench Warrant Until: 

1 -  
I 

Dm LAP0 
0 Other: 0 Bench Warrant lwcd and Transmitted to: 

0 Notice of Forhitun Mailed to Dewsitor/Surety 

Bmch Warrant 0 hashed 0 Recalled 4 

om R . m R s :  

Div. Judg Prosecutor Aeponw Interpreter/Languagc Defense Attorney 



Referred to Probation for Report 0 Sentenat set FW: 

0 Motion for Discovery Stipulated : Compliance On: 

0 Noticed to be Heard On: 

. 0 Other Motion: Noticed to be Heard On: 

PAGE 2 
C R l M  200 



Municipal Court o f  the  
Los Angeles J u d i c i a l  D i s t r i c t  
Criminal D i v i s i o n  

TITLE 

FOKM NUMBEl 

Date 

PRINTING SPECIFICATIONS MARCH 82 

F COLOR 

iSN 

Case Action Summary - 
Cont inua t ion  Sheet  

CRIM 2 0 1  - 

!-- NUMBERLUG 

Nom b C O T S  
- 

'I FILE HOLE 

PRINTING I 
SPECIAL CO I= 

_ _  - 

2 s i d e s  s i n g l e  shee t  

6 0  l b .  Ledger 

8-1/2 x 11 

Part 
1 - White 
2 
3 
4 

Standard Two Hole 
punch - Top - 
2 ,  1/4" ho les  2 3/4" CC 

C a m e r a  Ready Copy 
t o  be furn ished  
by t h e  Court. 

Head t o  Foot 

Black 

)ITIONS 

Pkg. 1 0 0  
5% screen as  i n d i c a t e d  
on a t t ached  proof .  



Municipal Court of th. Lor Angelas Judmd Dimiet 

Defendant'sNtmm 
I Y  I 

CASE ACTION SUMMARY - Continuatior, -i Cam Number 
ADDITIONAL COUNTS r --- 

5. 7. 9. 11. 

6. 8. 10. 12. 
I 

ADDITIONAL APPEARANCE INFORMATION 

ADDITIONAL CONTINUANCES 

tmarormr/Lang raw 

I D (  P S Present? Custody Date Time Amount 

Bail Remarks 
klw m OR\ 

Motion By Defendant Defendan' 
D P S Present? Custody? Div. Date Time % Amount 

Continued To 

t 
0 YES 0 YES AM 
0 NO 0 NO PM 

D m  oiv. haw horurror -.nu A n o r m  R . g o m r  

T Bail Remarks Motion By Defendant Defendan Continued To BTS OR lw 

ADDITIONAL FAILURE TO APPEARBENCH WARRANT 
0-0 Div. Judo. Prosmcumr 0.t- Anornw Rap- I Irnwormr/Lang ug. 1 
0 Defendant Fails to Appear 

Bail Ordered Forfeited 
0 O.R. Revoked 

0 Bench Warrant Ordered I 
0 Hold Bench Warrant Until (date) : 

BailSetAt:$ 

. I 
Rm.r*s: 

D a n  LAPD 
0 Bench Warrant Issued and Transmitted To: Other: 

D a n  
Notice of Forfeiture Mailed to Damsitor/Suretv - 

Rnnarks: Bench Warrant 0 Quashed D m  

DISMISSAL 

7 0 Case Dismissed on Motion of: U People 0 1385 P.C. Remarks/Grounds: ...: 
0 Defense per 0 1377/1378 P.C. 
0 court 0 Other: 

BOND MOTION 
I D m  I Div. I Juudg. I PtoPcutor I Anornw for S u m  1 Rwma I Imamr.nr/tang u . 9 . 1  

I t  I I I I 

Motion to Set Aside Forfeiture and Reassumption of Liabilitv Filed on (date): 
Bond Number: 
Hearing on Motion: 

People Waive Notice 
Motion Denied 
Motion Granted 0 Paymentof t 7 1  tw (a te l :  : * E !  

0 Bond Exonerated 

S 
0.t. Corn Paid: R C ~ I D ~  Na : 

I 
I 
I 

I 

f . 
I 

t 



1 
Municipal C a n  of thr Lor Angoln Judicial District 

D.frmlun'rN= 

CASE ACTION SUMMARY - Continuation 

Cua Number 

I I I 

Defendant Present? 0 Yes 13 No 

PUBLIC DEFENDER 0 Unavailable 
0 RefdAppoint 

987.8 P.C. Given 

# 
# 
m- 

i c, 
L 

! I 

Defendant in Custody? 0 Yes 0 No 

0 Conflict 0 Private Counsel Appointed (987.2 PC) 
Name of Counsel: 

REFERRED TO PROBATION FOR: 
0 Pn-Plea Repon: 0 Diversion Eval. per P.C. 0 1OOO.1 0 1000.6 

Return Date l ime ~~ Div. 
PM 

Defendant 0 Duly Arraigned 0 Waives Arraignment for Judgment 

0 1  Days County Jail Suspended 
0 Imposition of Sentence Suspended 
0 
0 
0 O h y  all   am 0 Commit NO Similar offense 

Other Conditions: 
0 REMAINING COUNTS: 
0 Commitment Issued; Defendant Committed Commitment Issued (Papers Only) 
0 Bail Exonerated: S Cash Bail Applied to Fine. Refund Card Issued for S 

Dare Fine Paid S includes S P.A.. s . ReceiptNo. 

Defendant Placed on Conditional and Revocable Release in the Communi;: 

Pay Fine $ 1-1 or Serve 1-1 Days County Jail , i z l  Or E] Days Credit for Time Served 

Months on Condition: 

0 Fine 0 Jail Stay Until (date): 7 1  (time): T I  (place): I 

Case Numkr 
PAGE 2 

0 Defendant Advised of and Expressly Waives Each of the Following Rights as Checked: 
aQ ~ o ~ ~ u n s e ~  To Confrontation, Cross Examination, Subpoena Power 

To Trial by Jury or the Court 
To Remain Siient/Seif-lncrimination 

a@ Waives Above Rights Respecting Priors 

0 
W R ~ ~ E N  

WAIVER OF 
RIGHTS FILED 

FOR VIOLATION OF: 



Municipal Court of the 
Los Angeles Judicial District 
Criminal Division ' PRINTING SPECIFICATIOPSS 

Date 

MARCH: 82 
I 

IDENT I 

TITLE 

SPECIFICAT' 

TYPE 

PAPER 

CARBON 

SIZE 

COLOR 

NUMBERING 

FILE HOLE 

COPY 

PRINTING 

SPECIAL CC r 

Case Action Summary 
- Additional Notes - 

CRIM 202 3/82 1 
VS 

Cut Sheet - 2 sided. 

60 lb. Ledger 

8-1/2 x 11 

Part 
1 -  White 
2 
3 
4 

Standard 2 hole top. 
2 - 1/4" holes ,  2 3 /4"  CC 

Camera Ready Copy 
to be furnished 
by Court. 
Same front and back 

Head to foot. 

Black 
)ITIONS 

Pkg. 100's. 



. .  

Municipal Court of Lor Angelas 
Judicial District 

CASE ACTION SUMMARY 'Case 
ADDITIONAL NOTES 

It 

I I  Caw Number 

Date 

PAGE- 

-! r 



Municipal Court o f  the 
Los Angeles Judicial District 
Criminal Division PRIInING SPECIFlCATIOESS 

TITLE 

SPECIFICAT' 

- 
Date 

MARCH 8 2  -- 

TYPE 

PAPER 

SIZE 

COLOR 

NUMBERING 

FILE HOLE 

COPY 

PRINTING 

INK 

Case Action Summary 

NJ 

2 S i d e s ,  c u t  s h e e t  

18 l b .  # 4  S u l f i t e  

8-1/2 x 11 

Part 
1 - Blue - Light  
2 
3 
4 

STD 2 Hole Top 
2 - 1/4" h o l e s ,  2 3/4" CC 

C a m e r a  Ready Copy 
t o  be fu rn i shed  
by Cour t .  

Black 

Pad - 5 0 ' s  
5 %  screening a s  i n d i c a t e d  
on a t t a c h e d  proof .  

)ITIONS 
I 

SPECIAL CO 

I 



Municipd Court of 
Lor Angelas Judicid Dimict I 

I 
Defense Attorney Reporter I Prosecutor I Div. Judge I /  

I JUDGE'S WORKSHEET I CASE ACTION SUMMARY 
MISDEMEANOR DOCKET) 

Interpreter/Language 

Oate Diu. Judge Prosecutor Defense Attorney 

I 1  8 

1. CONTINUANCES 

D P S Present? Custody? Div. Date 
Continued to Remarks 

AM 
NO Ifl NO PM s 

Reporter Interpreter/Language 

08- I Bend, Warrant Oauadld 0 Recalled 

0 Defendant Fails to Appear 

0 Bail Ordered Forfeited . 

0 O.R. Revoked 

0 Bench Warrant Ordered 

0 Bail Set At: s 
I t  O m  

I 0 Probation Revoked 0 Hold Bench Warrant Until: I I 
A m W k 8 :  

Ram8rks: 

D8t8 I 0 Notice of Forfeiture Mailed to DepositorISurew 1 

3.   IS MISSAL 
Remarks/Grwnds 

CaseDismissedonMotionof 0 People per 0 1385P.C. 
0 - Defense 1377/1378 P.C. 

0 1000.3/1000.9 P.C. n Other: 
0 COlJrt 

I 4 



- 
- UMMARY JUDGE'S WORKSHEEl Municipal Court of the 

Lor Angola Judicial District 
CASE ACTION S 

(MISDEMEANOR DOCKET) 
Case Number 'p{ Defendant'rNune - 

E 

Prosecutor Defense Attorney Reporter Interpreterll anguage - - ARRAIGNMENT 

ed 
:: tWA". - 
.2 

nion 
Biv. 

- - 5. AMENDED COMPLAINT 

0 Complaint Amended 0 Amended Complaint Filed Alleging 1- If I, I I c1. f J Othnont 

0 People's Motion to Dismiss Counts I 1 1 I I I 1 at  Time of Sentencing Granted 

OArraigned 0 Waives Arraignment OWaives Statement of Rishts 0 Waives Reading of Complaint - 
a PLEA OF GUILTY 

0 Referred KO Probation for Report 0 Sentence Set For: A M  
PM 

'8. REMARKS 

Dan 
OTRIALSET 

PAGE 2 

Div. 
0 TIME WAIVED 

Date Time AM 
0 Bail Review Set PM 

Div. Remarks 



Date Municipal Court of the 
LOS Angeles Judicial District 
Criminal Division PRINTING SPECIFICATIC!6 MARCH 82 

-. 

TITLE L 
(FOW NUMBEF 

4 PAPER 

1 copy 

I INK 

Probation and 
Sentence/Diversion Summary 

CRIM 204 I 
.- 

2 sides, cut sheet 

20 lb. bond 

N/A 

8-1/2 x 11 

Part 
1 - White 
2 
3 
4 

Standard 2 hole top. 
2, 1/4" holes 2 3/4" CC 

Camera ready copy 
to be furnished 
by Court. 

Head to foot 

Black 
)ITIONS 

Pad 5 0 ' s  
5% screening as indicated 
on attached proof. 



$f, 

I Fine Paid s includes S P.A., $ . Receipt No. 
( ' Remarks: 

~ ~ ~~~ 

Municipal Court of the Loa Angeler Judicial D i d  PROBATION & SENTENCElDlVERSION SUMN ARY - 
C w  Number - Defendmt's Namr 

oat. 

mf. Y 

Div* Judw Proseartor Defense Attorney Reporter InnrplLan wage 

4 I P r . m t ?  8. 

5 d 
$70 iF 

SENTENCEPROBATION/OlVERStON 

FOR VIOLATION OF: 1 
0 Defendant Stipulates to Sentencing by Commissioner 
0 Defendant Arraigned for Judgment 
c] Defendant Waives the Following Rights for Sentencing: a Arraignment for Judgment 0 Counsel (expressly waived) 

0 Probation Report Filed and Considered By the Court 

0 IMPOSITION OF SENTENCE SUSPENDED 
0 DAYS COUNTY JAIL SUSPENDED 

.a Written Stipulation Filed 

3 

SEE BELOW F 3 R  1 DEFENDANT PLACED ON: 
0 Conditional and Revocable Reiease in the Community. 

Formal Probation Months. CONDITIONS 
0 Diversion 

0 Remaining Counts: 

Months. 

Months per 0 1000.1 P.C. c] 1000.6 P.C. 
0 

JAIL 

s%{ 

,fk ~ 

[3 SERVE DAYS COUNN JAIL CREDIT DAYS TIME SERVED. 
0 Serve Consecutive Weekends Day In Time In Day Out Time Out Stan Date 

AM AM 

PM ?M 

AM 0 Jail Stayed to (date): at PM Sentence to be: 
0 Concurrent with: 
0 Consecutive to: Appear for Execution of lait Time a t  (place): 

0 Work Furlough Recommended. 

COMMITMENT ISSUED; DEFENDANT COMMITIED 0 COMMITMENT ISSUED (PAPERS ONLY) 
R w r b :  I 

, $4 
5% 

DAYS CREiXT DAYS 0 -3 PAYFINEOFS 0 ORSERVE 

0 Pay$ on or Before (date): . Pay Balance on or Before (date); 
0 
t] Above Community Service in Lieu of Fine. 

PLUS ASSESSMENTS. COUNTY JAIL FOR TIME SERVED. 

HOURS COMMUNITY SERVICE. Complete and Return Proof to Court by (date): 

Restitution to: Through: -- 
0 Return Proof of Restitution to Court by (date): 

0 BAILEXONERATED 0 S 
Date 

Date 

- 
- carh Bail Applied to Fine. 0 Refund Card Issued for S 

jo 
P.A., $ . Receipt No. - Fine Paid S ineludes $ 



Municipal Court of tho Lor Angelas Judicial District PROBATION & SENTENCUDIVERSION SUMMARY 

I b . f M b m ' S  Namo 

FOR CONDITIONS 1 - 3 SEE PAGE ONE REGARDING JAIL, FINURESTlTUl lON/C~MUNIN SERVICE. 

ADDITIONAL CONDlllONS OF PROBATlONlDlVERSlON 

0 4. Make restitution through the Probation Officer in such amount and manner as officer shall presaik. 
0 5. Abstain from use of dl alcoholic beverages, induding beer and wine, and stay wt of places when they are the chief item of sale. 
0 6. Cooperate with Probation Officer in any program designed to curb defendant's drinking habit u 7. Not use or possess any narcotics, dangerous, or restricted drugs or associated paraphernalia, except with valid prescription, and stay 

away from places where users congregate. 
0 8. Not associate with persons known by you to be narcotic or drug users or sellers. a 9. Submit to periodic anti-narcotic test, as directed by the Probation Officer, such testing to be suspended while the probationer is 

in custody, is hospitalized, or is in a residential drug treatment Program approved by the Probation Officer. u 10. Not have Mank checks in possession, or mite any portion of any checks, and not have bank account upon which you may drawchecks. 
0 11. Not gamble or engagc in bookmaking advities or have paraphernalia thereof in possession, and not be present in places where 

gambling or bookmaking is conducted. 
0 12 Not (arrociaa with) (harass. mdest or annoy) in any way: any communication between the probationer 

and pania to have the  prior approval of the Probation Officer. 
IJ 13. Cooperate with Probation Officer in a plan for 

14. Suppon dependents as directed by Probation Officer. 
15. Seek and maintain training, schooling, or employment as approved by Probation Officer. 

0 16. Maintain residence as approved by Probstion Officer. 
u 17. Surrender driver's license to clerk of court to be returned to D.M.V. 
0 18. Not drive a motor vehide unless lawfully licensed to drive. and then only when PL and PD insurance has been obtained and evidence 

thereof shown to the Probation Officer. 
u 19. Not own, use or pcssess any dangerous or deadly weapons. 
0 20. Submit hisher pcrjon and Propeny to search oc seizure at any time of the day or night by any Law Enforcement Officer or by the 

Probation Officer with or without a warrant. 

- 

a 21. 
0 22 

Obey all lam. orders of the Court, and rules and regulations of the Probation Officer. 
~ L d a y d h o u r s  in Community Service and show proof of completion to 

25. Not associate with children under 1 

28. 

a 29. 
0 30. 

Complete an alcohol or drug education Program as recommended by Health Department and show certification of completion. 

Defendant's driver's license suspended/revoked for 
DMV service order M: Defendant advised of suspensiodrevocation by Court. 

0 31. 
0 32. 

Not use or threaten to use force or violence on any penon. 
The weapon involved in this cam is to be confiscated. , 

33. 
0 34. 
0 35. 

36. 

Submit to and cooperate in field interrogation by any peace officer at any time of t h e  day or night 
Carry at all t ima a valid California driver's license or DMV identification card containing your true name, age. current address and 
display such identification upon request and not use any other name for any purpose. 
Not occupy a hotel or motel room or any other residence unless registered in your true name. 
Do not offer to engage in sexual activity for money or other consideration. 

1 0 OTHER CONDITIONS: 

0 Defendant mum to court with proof of compliance of: 
on (date): a t  (time): M. 

~~ ~ 

0 Defendant accepts and understands conditions of probation/divenion. 
0 Defendant given copy of conditions of probation. 
Remarks: 

Cam Number 
PAGE 2 



1 Municipal Court o f  the I I Date -1 

TITLE Motion for Continuance 

F01M NUMBEq GRIM 205 

I ' PRINTING SPECIFICATIONS Los Angeles Judicial District I Criminal Division 
- 

Color scheme corresponds 

to standard pre collated 

I MARCk 82 

I N K  Black 

L 1 I 
SPECIFICATIONS 

3 part carbonless or 
TYPE Carbon Interleaf. 

A 

PAPER 

+ 

Pkg. 50 's .  

Ply 1 - 20 lb. #4 Sulfite 
Ply 2 & 3 - 18 lb. #4 Sulfite 

CABBON 
Carbonless - Ply 1-CB, Ply 2-CFB, 
Ply 3-CF or 8 lb. 1 time carbon-blacl 

SIZE 

COLOR 

8 1/2 x 11 w/ 5/8"  stub top if carbor 
used - Fan apart sets if NCR 

Part 
1 - White 
2 - Canary 
3 - Pink ' (See Notes) 

NUMBERLUG 

COPY 

~~ 

PRINTING 

Camera Ready Copy 
to be furnished by 
the Court 

Front Only. 

carbonless 3 part sets-- 

If carbonless is run on 

rotary press or if carbon 

interleaf is used the 

color can vary. 
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Cam Numkr 
MOTION FOR CONTINUANCE Municipal Court af thr 

Lor Angola Judicial D h k t  
I 

Date of Arrest PEOPLE VI. 

, DEFENDANT 
Event Present Date Scheduled 
0 Arraignment 0 Trial 
0 Master Calendar Appearance 0 Other 

Motion Filed by 
0 Defense Attorney 

0 Prosecuting Attorney 

New Date Requested 

PROSECUTION 
0 Assigned Prosecutor Not Available 
0 &signed Prosecutor Not Ready 
0 Prosecution Witness Not Available 
0 Police Wimaa Not Available 
0 Lab Report Not Available 

If Witnesses or Defendant Not Available Explain Below. 

Date of Request 

DEFENSE 
0 Defense Counsel Not Available 
0 Defense Counsel Not Ready 
0 Defense Witness Not Available 
0 Defendant Not Present 

(State Reason Below) 

Signature Name of Requestor 

0 Other - specify in Detail: 

Date 
0 Opposed 
0 Stipulated to 
0 Not Opposed 

If this motion is granted and this case is continued to the date requested or any other date, the 
undersigned (on behalf of the defendant): 

o Waives time for a speedy trial to the date the case is continued: 
o Agrees not to oppose a People’s request for a continuance due to unavailability of a prosecution witness on the new date; 
0 Agnes to wriw time if the People’s motion for continuance is granted, and 
0 Will notify the defendant of the new trial date. 
0 If unable to notify the defendant within five days of the granting of this motion, t h e  CWR will be advised promptly 

Name/Title of Attorney . Signature 

I New Date 
0 Granted 
0 Denied 

Time Division 

Date Judge’s Signature 

I’ 

I DISTRIBUTION: Origin81 -Clerk 1st Copy - Ddwr 2nd b o y  - Rosecutor 

c n i i  m 11.8 ion01 von eOI I (u~nc~ 



Municipal Court o f  the 
Los Angeles Judicial District 
Criminal Division 

' IDENTIFICA 
I 

PRINTING SPECIFICATIONS 

I 
L 

SPECIFICAT' 

TYPE 

PAPER 

CARBON 

SIZE 

COLOR 

NUMBERZNG 

FILE HOLE 

COPY 

PRINTING 

INK 

SPECIAL CO r 

TIN 
I 

Case Action Summary - T r i a l  Minutes - 
CRIM 206  

NS 

S i n g l e  Cut  Sheet  

60  l b .  Ledger 

8-1/2 x 11 

Part 
1 - Light  Yellow 
2 
3 
4 

Standard 2 hole  Top 
2 - 1/4" h o l e s ,  2 3/4" CC 

Camera ready copy 
t o  be fu rn i shed  
by t h e  Court .  

Head to foot 

Black 

IITIONS 
Pkg. 100's. I 
Screening a t  5% a s  
i n d i c a t e d  on a t t ached  proof .  

Date 

MARCH S : !  

EPiENTs--- 
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March 17, 1982 

Jeanne Di Conti 
Administrative Coordinator 
Criminal Branch 
Office of the City Attorney 
City Hall East 
Los Angeles, CA 90012 

Dear Jeanne: 

I have attached my analysis and proposal for 
changing the way in which misdemeanor complaint; 
are produced by the City Attorney's office. 

As you well know, this is just a first 
step. The implementation of a change is up to 
your office. 

Beyond a temporary change, I know you are 
interested in a word processing application for 
the generation of misdemeanor complaints. The 
type of product you produce and the volume in 
which you produce it is a natural for  word 
processing. 

Court of Common Pleas: Cuyihoga Cc 

Charles H. Starrett. Jr. 
Administrator. Court of Common Pleas 
Allegheny Co.. PA 

In the current money crunch that is 
affecting all of us, it is difficult to envisiol 
the justification for developing a modernized 
system and spending the money it would take to 
install such a system. 

L. OH 

James D. Thomas 

Aasociate Justice Joseph R. Weisberger 

Judge Robert A. Wenke 

State Court Administrator. CO 

Supreme Court of Rhoda Island 

Superior Court of Los Angeles. CA 

It is my opinion that a detailed cost 
benefit analysis would clearly show that the 
implementation of word processing for complaint 
generation would be well worthwhile. 

This is not intended to be a sales pitch on 
the employment of technology or a treatise on 
"everything you ever wanted to know about word 
processing. . . ." 
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Jeanne Di Conti - 2 -  3/17/82 

But I think taking a low cost interim step now to 
produce a "cleaner" product and planning for an upgraded 
system in a year or so, would be a prudent move. 

If I, or the National Center for State Courts can do 
anything further to assist you, please let us know, 

Improved document flow and communications between the 
municipal court and the city attorney's office are bound 
to have a positive impact on the quality of justice and 
the budget. I encourage you to involve representatives of 
the municipal court staff in the development, testing and 
implementation of any changes to the complaint format, 

Sincerely, 

NATIONWCENTER FOR STATE COURTS 

Thomas G. Dibble 
Staff Associate 

TGD : m] 1 

Enclosure: 



Analysis and Proposal for the Preparation of 
Misdemeanor Complaints By the Los Angeles City 
Attorneys Office. 

1. Description of Present System: 

In 1980 the Los Angeles City attorneys Office issued over 

100,000 complaints for misdemeanor violations. 

The vast majority of these complaints were prepared using 

approximately 142 complaint forms which are preprinted witk 

the count 1 language for the most common violations. 

Subsequent counts are added by stapling riders to the basic 

complaint. There are nearly 100 of these riders, preprinted 

on little strips of paper. 

The preprinted complaints fall into six basic categories -- as 
follows : 

1. 

2. 

3. 

4. 

5. 

6. 

Penal Code 97 

Business b Professional Code 13 

Health and Safety 10 

Vehicle Code 3 

Civil Code of Procedure 1 

18 LA Municipal Code _. 

TOTAL 142 

There are still alot of complaints issued which are not in 

the preprinted format which must be typed. But the present 

system responds to the most frequently used sections and no 

doubt cuts down on a vast quantity of repedative typing. 
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2. Problems with the present system: 

A. City Attorneys Office: 

Problems with the present system for the city 

attorneys office must be objectively assessed by that 

off ice. 

Probable problems are as follows: 

- Identification of the most frequently used 
sections for complaints and subsequent counts 
eligible for preprinting. 

- Preparation, printing, distribution and stocking 
of preprinted complaints and riders in six 
locations. 

- "Construction" of three copies of each complaint 
with the proper riders. 

- Photocopying of the complaints when riders are 
attached with staple s . 

- Manual filing system problems with multiple paper 

- Non-professional appearance and the public's 

sizes stapled together. 

perception of the organization of the City 
Attorney's Office. 

B. Problems with the present system for the Court: 

- Excessive review time to decipher the complaint 
and initiate Court records. 

- Difficult to understand the complaint for judges, 
clerks, defense c o u n s e l  and assigned prosecutor. 

- Difficult to photocopy complaints with riders, 
because they have to be disassembled and 
reassembled. 

- Loose and missing riders could cause confusion 
and deteriorate the integrity of the complaint. 

- Manual filing system problems with non-uniform 
paper size and multiple staples in the complaint. 



I 
3 .  Why a new approach to misdemeanor complaint preparation is 

needed 

A. The present complaint form is antiquated. The back o:f 

B. Complaint form preparation time should be reduced. 

C. Review time by the Judges, clerks office, defense 

the form is no longer used by the Criminal Division. 

atorneys and prosecutor should be reduced to cope wit11 
an increasing volume of work. 

Complaint form preparation should take advantage of 
the labor and cost saving benefits of wozd processing. 

D. 

E. The most important single product of the City 
Attorneys Office is the production of misdemeanor 
complaints. 
should be modernized and take on a more professional 
appearance. 

The system for producing this product 

4 .  General Recommendation and Proposal for the use of Word 
Processing to generate misdemeanor complaints: 

A. All of the preprinted complaints and riders could be 
loaded onto word processing discs -- the complaint 
preparer then merely needs to fill out a complaint 
worksheet on which the defendant identification and 
courts are listed by section number. 

Information on the "case record card" could be used 
for this purpose without the need for generating any 
additional paper work. 

. The typist then types the administrative data on the 
formated screen and retrieves the complaint narrative 
by entering the section code numbers for each count 

B. The complaint can then be built by the word processin51 
operator in a continuous, consistant and efficient 
manner . 

' 

The appropriate number of copies can be produced on 
the word processing printer or photo copied from a 
single original. 
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Once the complaint is produced it can be retained on I 
the word processor pending review. Should any modifi-. 
cations be required they could easily be accomplished 
by returning a corrected copy for modification. If no 
corrections are needed the complaint could be erased 
from the disk after three days or whenever it has 

I 
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served its purpose. Additional benefits could be 
derived from the word processor if other documents 
need to be prepared using the case information entered 
to generate the complaint. 

5. INTERIM PROPOSAL 

As an interim measure a proposed complaint form has been 
designed which will meet several immediate objectives. 

A. 

B. 

C. 

D. 

The format is consistant with the redesigned municipal 
courts misdemeanor docket-- case action summary. This 
will improve communication between the court and city 
attorney, ease clerical preparation, and -promote 
easier review by clerks, judges, defense attorneys and 
prosecutors. 

The riders will no longer need to be stapled one on 
top of another-- they can be laid out in sequential 
order and the original photocopied-- (on pink paper, 
if preferred) for submission to the court and distri- 
bution to other agencies. 

The increased costs associated with photocopying 
should be offset by decreases in clerical preparation 
time and shortened review time by professional staff. 

This interim proposal will require some reformating of 
the preprinted complaints and riders -- but will 
address several of the problems mentioned in paragraph 
2A t B above. 

The present "riders" could be used with a little 
trimming but ideally the riders should be laid out in 
a standard uniform format. Standard formating 
elements would include margin widths, type style, 
clear English, not repeating such information as 
defendants name and the manner in which dates are 
written (April 14, 1982 -- rather than on the 4th day 
of April, 1982), etc. Revising the entire system of 
complaints (which would now look more like riders) and 
subsequent court riders, would only take two people 
about two weeks to accomplish. 

A draft of the recommended complaint form is attached 
to this proposal along with an example of how a 
completed complaint might look using existing 
preprinted complaints and riders. 

It should be noted that as envisioned the complaint 
product would look much neater than the attached 
example. 



This system is designed for maximum flexibility-- 

0 

Longer complaints on two pages 

0 

Short complaints can be put one one page. 

Very long complaints on three or more pages. 

The use of continuation sheets offers this flexibility. 
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UNICIPAL COURT OF 
LOS ANGELES JUDICIAL DISTRICT MI SDEMEANOR COMPLAINT 

Court Case Number 

THE PEOPLE OF THE STATE OF CALIFORNIA 
vs 

COUNTS 

I 

R V  t t 

Defendant 
I 

1.  2. 

3 .  4. OCont. 
Boo k i  ng Number Cross Reference 

Count 1: Violation o f  1 

ssued by: IRA REINER, City Attorney 

P e f e n d a n t  a t  the time and place mentioned above- 

Date Filed 
CLARK K. SAITO, Clerk 

Y l .  

Deputy City Attorney I B Y :  
ueputy L I erK 



MISDEMEANOR COMPLAINT 
Cont inuat ion 



Court Case Number. 
MISDEMEANOR COMPLAINT ef endan t 

a t e  Executed Declarant and Complainant 

I Cont inuat ion I 

Signature I 

i 

111 of which i s  contrary to  the law and against the peace and dignity of the People of 
the State of California. The undersigned therefore requests t h a t  a warrant may be issued 

r the a r r e s t  o f  defendant so t h a t  defendant may be dealt  w i t h  according to law. 

Attached hereto and incorporated herein by reference, as t h o u g h  ful ly  se t  for th ,  
pages, which constitute the 

rl 
are written statements and reports, consisting of 
a s i s  upon which I make the w i t h i n  allegations. b A declaration i n  support o f  the issuance of such warrant i s  submitted. 

I declare under penalty of perjury that the foregoing is true and correct,  

! I 

i tnesses ; 
I 

pages. - o f  - Page 



VUNIC!PAL COURT OF 
LOS ANGELES JUDICIAL DISTRI Cl MISDEMEANOR COMPLAINT 

Court Case N U ~ ~ J  

82CR1456 
THE PEOPLE OF THE STATE OF CALIFORNIA COUNTS 

PC 12025b 2. PC 245a 1. 
vs 

JOHN K. JONES 

Defendant 3.  PC 12020 4. PC 12025a UCont. 
AKA/TN . .  Boo k i  ng Number Cross Ref erenc e 

Shooter PD 1546 82CR1457 

! Issued by: IRA REINER, Ci ty  Attorney 

The undersigned s t a t e s  t h a t  he i s  informed and be l ieves ,  and on such information and 
b e l i e f  dec la res :  
the City and County of Los Angeles, Cal i fornia ,  a MISDEMEANOR, as spec i f i ed  below was 
committed by the above named DEFENDANT. 

DATE OF OFFENSE: 3/28/82 

Coun t  1: Violation of Subdivision ( a )  of  Section 245 o f  the Penal Code of the 

That on or  about the d a t e  ind ica ted  as the "date  of offense" a t  and i n  

(0 Defendant's true name is unknown) 

S t a t e  o f  Cal i forn ia  

Date Fi led 

- - _ -  - 
Defendant a t  the time and place mentioned above-  

- 

did willfully and unlawfully commit an assault upon the person of 

& +e-K 
Deputy City Attorney- 

B Y :  

% a 0  A V I  s OM with .a deadly weapon ko w i t ,  2 2 4  l v e r  , 
and by means of force likely to produce great bodily injury, 

3/30/82 CLARK K. SAITO, Clerk 

BY: U P & -  v u e p u t y  L I  erK - 

Ccon-t  2: 
For a further, separate and Q e c d  cause of action, being a 

a f f e r e n t  offense belonging to  the same c l a s s  of crimes and offenses 
set forth i n  Count I hereof, af f iant  complains and 

at and in Los Angeles C i t y ,  i n  the County of Los  Angeles, State of 
California,  a misdemeanor, to w i t :  VIOLATION of Subdivision (b) of 
Section 12025 of the Penal Code o the State of California 

w i l f u l l y  and unlawfully carry concealed upon his person a certain 
pistol , revolver and firearm, to-wit: .3% c a (  S4: 4sb61, SLJ. 
without having a l i cense  to carry the same issued to  him pmvided by 
Section 12050 of the Penal Code, and he not being then and there a 
duly authorized person as provided i n  Section 12027 of the Penal Code 
at the time of carrying sa id  firearm. 

says: That on or about ~ y M ~ ~ c h 1 ; 1 8 , 1 9 ~  ---? 

w a s  comi.tted by 3&, e . ( d  d -. - -), who at the t i m e  and place l a s t  aforesaid, did t i  

Page 1 of - 2 pa,~es.  



f enda n t 
.JOHd K .  JONES 

I C o u n t  3: 

Court Case Number 
82CR1456 MISDEMEANOR COMPLAINT 

Continuat ion 

For a further, separate and t k ivd  cause of action, 
being a different offense, belonging t o  the same class of crimes and 
offenses set  forth in Count I d 2  hereof, affiant complains 

b' 
t and in the City of Los Angeles, in the County of Los Angeles, State i 

I 
/ 

: That on or about #e m&Rcct2%, 19- 

of California, a misdemeanor, to-wit: VIOLATION of S e c t i o n  1 2 0 2 0  of t h e  
P e n a l  Code of t h e  State of E.. committed by p e q d  

4. - w, who at the time and place last 
did  W i l f u l l y  and unlawful ly  have i n  

ns t rumen t  and weapon of a k ind  commonly known as Cforesaid' 

t e  Executed 
rch 29, 1982 

For a further, separate and &Q r - + ~  cause of action, being a different offense, 
belonging to the same class of crimes and offenses set forth in Count \ 2 a d  3 

at and in the City of Los Angeles, in the Cou,ity of Los Angeles, State of California, a misdemeanor, 
to-wit: VIOLATION of Subdivision 

i 
California was committed by be$- 
(whose true name to affiant is unknown), who at th t'm and place last aforesaid, did wilfully and : 
unlawfully carry a loaded firearm,.to wit, A,Chc& e $$uvd,h;4h"r5 eciu-f, on his person and 1 

and there a person authorized so to do. 

hereof, affiant 
complains and says: That on or about tbe M&R 25 1 4 ~ ~ d a y e f  +.9- 

12031 of the Penal Code of the State of ' 

, 

i 
I 
I in a vehicie while in a public place and on a public street in an incorporate city, he not being then 

Declarant and Complainant 
ALFRED P. KLAPHAKI 
Deputy City Attorney 

4 1  of which is  contrary t o  the law and a g a i n s t  the peace and d i g n i t y  of the People of 
the State of California. The undersigned therefore requests t h a t  a warrant may he issued 

the a r res t  o f  defendant so t h a t  defendant may be dealt w i t h  according t o  law.' 

Attached hereto and incorporated herein by reference, as t h o u g h  ful ly  set  forth,  
are written statements and reports, consisting o f  

s i s  upon which I make the within allegations. Q A declaration i n  suppor t  o f  the issuance o f  such warrant i s  submitted, 

18 pages, w h i c h  constitute the 

. . ~ . .  .. .. 



APPENDIX D 

MICROFILM EQUIPMENT 
AND PROCEDURES 



February 5, 1982 

Mr. Jayme Wilson 
Municipal Courts Planning and Research 
110 N. Grand Avenue, Room 536 
Los Angeles, California 90012 

Dear Jayme: 

I have spent the past three days reviewing the 
proposed microfilm system application for the 
LA Municipal Court, Criminal Division. 

The proposed updatable system has been weighed 
against the alternatives of the (CAR) Computer 
Assisted Retreival system and maintaining the 
status quo - that is to do nothing. 
It is my opinion that the operational and 
administrative advantage that will accure to the 
criminal division through the proper use and 
phased implementation of the updatable system 
will be significant. 

Some of the problems that will be addressed 
through the use of the updatable system are as 
follows : 

1. Improved communications between the main 
office in the criminal courts building and 
the arraignment court. 

When the arraignment court has its own 
copies of tbe Case Action Summary on all 
disposed cases, the constant problem of 
calling Hill Street to search for dockets to 
verify priors will be alleviated. 

It would be difficult to do this with a C A R  
system since Bauchet Street would either 
need a duplicate set up or paper prints 
would have to be constantly sent from the 
main office to Bauchet Street. 



Jayme Wilson -2- February 5, 1982 

2. When a truly "updateable" operating mode is achieved, a 
given case fiche may be updated 3 to 6 times. 

If the images were placed on roll film they would be 
located on 3 to 6 rolls or cartridges and it would be 
impossible to provide microform duplicates to meet the 
requirements. If the images are on one or two fiche, 
duplicates could be easily provided to any requestor. 

3. For the application envisioned in the criminal division, 
updatable fiche provide greater flexibility than a CAR 
system. Growth will not be limited by memory storage 
capacity, there will be no waiting or turn around time for 
film processing, duplicate indexing will be avoided - sinc? 
all cases are presently indexed in the county computer. A 
CAR system would require indexing into the CAR support 
mini-computer to cross reference the cartridge containing 
the case related documents. 

4. With the new records retention schedules in effect for 
misdemeanor complaints and docket sheets (case action 
summaries) permanance is no longer a consideration. Only $ 3  

maximum of ten years retention needs to be achieved. 

Finally, I have considered the alternative of maintaining the 
status quo and not introducing microfilm at all in the Criminal 
Division at this time. Although the implementation plan 
appears sound, no one can guarantee its success in reducing 
labor costs and space requirements. But the fact still remains 
that with increasing caseloads, escalating labor costs and the 
need for more accurate and timely communications something mus: 
be done to improve the office systems supporting the criminal 
division. As we have discussed, the court is moving towards 
eventual full automation, but this is sometime in the future 
because of the time required and expense. The interim steps 
being taken now will significantly upgrade the office systems 
and records management within criminal. First the consolidatell 
automated index provides a greater case finding aid, the index 
production on computer output microfiche (COM) allows the 
availability of the index in several locations at low cost, 
improvement in forms such as the case action summary, judges 
worksheet and sentencing summary will have a positive effect 011 

the preparation and documentation of case events, interagency 
coordination with the city attorney should improve the format 
of the complaint forms. 



Jayme Wilson -3- February 5, 1982 

All of these components point towards an upgrading in the 
overall office systems. In my opinion, the introduction of the 
updatable microfilm system will also make a significant 
contribution to the criminal divisions ability to accomplish 
its mission in a more efficient and cost effective manner. 

Sincerely, 

NATIONAL CENTER FOR STATE COURTS 

b 

Thomas G. Dibble 
Staff Associate 

TGD:g j 



c I CRIMINAL DIVISION 
Municipal COUR of the I 

UPDATEABLE MICROFILM /Date 
PROCEDURE MARCH, 1982 I Los Angclcs Judiaat District 

Introduction of the updateable microfilm system in the 
criminal division is anticipated to improve communications 
between the chief clerk's office in the criminal courts building 
and the Bauchet Street Arraignment court, to provide more timely 
service to prosecutors and the public and reduce search time 
for verification of priors, determination of violations of 
probation and reduction of storage space requirements. 

Implementation is scheduled to take place in two phases: 

Phase I - Filming the case action summary, including the 
Sentencing, Probation/Diversion Summary, once the case is 

. disposed. Copies of the microfiche will be retained in the 
clerk's main office and in the arraignment court. Other 
case papers will be retained in the case file until the 
ten-year retention period has been met. 

Phase I1 - will explore the feasibility of a truely "active 
microfilming system in which the updatable microfiche is 
initiated while the case is pending and updated as it 
progresses through the court system. 

This procedural guide will outline the Phase I paper flow 
and the operation of the microfilming activity. 

Specific technical instructions on the operation of the 
equipment (camera, verifier and duplicator), operator preventa- 
tive maintenance procedures and handling and treatment of file 
film and duplicate film will be provided by the vendor. Where 
appropriate, these instructions and procedures should be 
incorporated into this procedural guide. 

Procedures: 

1. When cases are finished in the arraignment court they 
should be separated by disposled and still pending. 

2.  The pending cases are routed to the clerk's office for 
further court activity and trial. 

3 .  Disposed cases (both by plea and dismissal) should be 
routed through the microfilm unit prior to reaching the 
clerk's office. 



SUBJECT 
Municipal Cwrt  of the Page No. 2 o f  10 

CRIMINAL DIVISION 
Lo, Anpier Judicial Dittrict UPDATEABLE MICROFILM Date 

PROCEDURE MARCH, 1982 

4 .  Disposed case files should be organized so that the case 
action summary (CRIM 200) is on top, followed by the 
continuation sheet (CRIM 201), additional Notes (CRIM 202) 
and the Probation and Sentence/Diversion Summary (CRIM 2 0 4 ) -  
these are the documents that will be microfilmed. The case 
action summary forms should be separated from the rest of 
the case file by the 'blue' judge's worksheets (CRIM 203) 
a l l  other case papers are filed in chronological order with 
the most recent on top. The complaint should normally be 
the bottom document in the file since it is received first 
to initiate the case. 

. S o  When received in the microfilm unit the disposed case 
. action summaries undergo a series of logical steps of 

preparation, filming, verification, duplication and 
distribution. 

The work and document flow is illustrated as follows: Flow 
Chart.Illustration 1. 

1 
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The layout 
Room 5-505 
located bu 
controlled 

of the microfilm unit is illustrated below. 
is an ideal setting because it is conveniently 

and the minimum distraction occur when operating. 
t isolated enough so that access can be 

Room layout 
Illustration ( 2 )  

LAYOUT OF ROOM 5-505 
CRIMINAL COURTS BUILDING 

Main door to hallway 

New work receiving & sorting 

Processing, label typing, etc. 

System 200 Microfilmer 

Verif ication/Reader 

Duplication Station 

Distribution stand 

Work table 

Master File Film Storage 

Supp 1 i es 
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The following workflow diagram illustrates how case files 
will be received, processed and distributed in the 
microfilm unit. 

WORKFLOW DIAGRAM 

Receive material to be filmed from the arraignment court or 
clerk's office. 

Retrieve master file film to be updated - if previously 
initiated, if not proceed to Step C. 

Process material and file film for filming. Case # Target, 
identify file film grid location, etc. 

Film material as needed. 

Inspect on viewer/verifier to ensure clear image. 

Make two ( 2 )  duplicate copies. 

File Master File Film in storage area. 

Place duplicate copies and paper files on distribution stand 

clerk's office and arraign- 
ment court. 

for distribution to the r 
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8. I n i t i a t i n g  t h e  f i l e  f i l m - -  

a. Each f i l e  f i l m  c o n t a i n s  e i g h t  rows and 1 4  columns and is 
capable of ho ld ing  1 1 2  microimages. 

The t o p  row (T)  is normally r e se rved  a s  a t i t l e  row i n  
which t h e  case name o r  number is  a f f i x e d  on a typed label .  

T h i s  row can  be used f o r  images by f i l m i n g  an eye r e a d a b l e  
t a r g e t  w i t h  t h e  case number i n  t h e  f i r s t  column of each 
row-- 

b. 

The re fo re ,  each  f i l e  f i l m  w i l l  c o n t a i n  e i g h t  ( i n s t e a d  of  7) 
cases -- one case p e r  row -- (T  & A t h r u  G)  

c. Column one i n  each row w i l l  be t h e  eye readable case number 
for t h e  case i n  t h a t  row. 

d. I n  t h o s e  cases which have more t h a n  1 3  documents c o n s t i t u -  
t i n g  t h e  case a c t i o n  summary a t r a i l e r  f i c h e  w i l l  be 
prepared -- a d d i t i o n a l  documents w i l l  be  fi lmed i n  t h e  
co r re spond ing  row on t h e  t r a i l e r  f i c h e .  
l a s t  image i n  t h e  r o w  should  be anno ta t ed  t o  ref lect  t h e  
e x i s t a n c e  of t h e  t r a i l e r  f i c h e .  

I n  t h e s e  cases t h e  

NOTE: 
p l a i n  s h e e t  of paper  and b l ack  f e l t  t i p  marker. As long  a s  
t h e  numbers are a t  l ea s t  2 "  high  t h e y  should  be readable t o  
t h e  naked eye. 

The eye  readable t a r g e t  can  be p repa red  us ing  a 

There fo re ,  t h e  f i r s t  f i c h e  w i l l  c o n t a i n  cases 1-8, t h e  
second 9-16, t h e  t h i r d  17-24, etc. 

e. When a case is  mis s ing  t h e  eye  readable number t a r g e t  
should  be f i lmed i n  t h e  f i r s t  column of t h e  row d e s i g n a t e d  
f o r  t h e  case. When t h e  case i s  e v e n t u a l l y  f i lmed t h e  
p r o p e r  f i c h e  and row can  be e a s i l y  l o c a t e d  and f i l m i n g  c a n  
commence . 
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Document preparation -- 
When files are received for filming they should be place in 
numerical order by case number. [The more systematized the 
filming procedure can become the easier and more straight- 
forward it will be.] 

The case action summaries should be filmed, reviewed and 
placed in the correct order for filming. 

The cover sheet - eye readable case number target - should 
be prepared and placed on top of the documents to be filmed. 

Column 14 used for cross 
reference to trailer fiche 
for overflow documents -\ 
Colrmrn 1 used for eye 
readable case number target 

ROWS - 

Reference Grid position by Row/Column, Al, C 7 ,  etc. 
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The case number targets for missing cases should be 
prepared and placed in the appropriate position for filming. 

Problems, such as missing documents, should be coordinated 
with the originating office for correction. 

Filming -- 
For maximum efficiency a quantity of documents should be 
prepared for filming so the filming can be accomplished by 
batches. 

Load a new file film or a file film to be updated and 
determine the grid position (Al, A5, B10, etc.) to be 
imaged. If sequential frames in one row are being filmed 
the camera will automatically advance - (i,e, T1 thru T7). 
When a new row is needed, or when updating causes - skipping 
around on the file film the image grid coordinate will have 
to be entered on the display panel. 

Perform the filming operation. 

Restack the originals in the same order as filmed. 

Set file films aside for verification. 

Verification -- 
Place each imaged file film in the viewer/verifier and 
inspect for clarity, resolution and proper placement. 

If problems ate noted, refilm as needed or call the 
serviceman. 

Duplication/Filing -- 
Prepare two diazo duplicates of each file film. 

le or refile the file film in the security area. 
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a. 

b. 

C. 

d. 

Distribution -- 
Place one duplicate with the original papers - for 
distribution to the clerk's office. 

The other duplicate is sent to the arraignment court. 

The clerk's office should separate the duplicate microfilm 
from the case file and file the case file in the inactive 
storage area. The microfilm is then filed in numerical 
order in the clerk's office. 

When filing the duplicate if it is an updated film (cases 
or documents added on) the previous copy should be thrown 
away - so as not to.cause confusion in the future. 

The arraignment court should file this duplicate film in 
numerical order and discard old copies which were updated. 

Other Matters 
Copies 6 Review 

When additional copies of the microfilm are needed for 
prosecutors, law enforcement, or others the requests should 
be written down and transferred to the microfilm unit. 

Duplicate copies of one case can be made by masking a l l  of 
the unneeded rows on the file film and the processing the 
duplicate in the same manner used for duplicating the 
entire file film, a fee is charged for this service. 

NOTE: A set of eight masks should be prepared from 5 mil. 
black plastic. The appropriate mask is then placed behind 
the file film - since the diazo duplicate film must contact 
the image in the exposure unit. 

Paper copies can be made when required. Paper copies are 
made in the clerk's office and a fee is charged. 

Review of the duplicate working copy should be done in the 
clerk's office OK the arraignment court by prosecutors, law 
enforcement personnel or the public. The reviewing proce- 
dure should be convenient but supervised. Appropriate 
assistance by the clerk's staff will cut down on requests 
for paper copies and additional duplicates. 



Municipal COUR of the 

Lor Angelcr Judicial District 

i 

C 

SUBJECT 
Page No. 10 of 10 

CRIMINAL DIVISION 
UPDATEABLE MICROFILM Date 
PROCEDURE MARCH, 1982 

15 . 
a. 

b. 

C. 

Daily Operations: 

High quality microfilm products and a continuous operation 
will result from proper care and attention to the equipment 
used to support the system. 

The vendor will provide step by step procedures, 
instruction and training for daily inspection of the 
equipment. the daily preventative maintenance check should 
take about five minutes and will include, checking the 
toner, clean the glass and a quality control test involving 
test images. A preventative maintenance service call will 
be scheduled about once per month and will take about 1 to 
2.5 hours. 

The image counter should be reset to zero every day and the 
total number of images processed that day recorded on a 
log. Monthly statistics will provide valuable information 
on productivity and projecting orders for supplies. There 
are a number of statistics that should at least be kept 
during the initial implementation of the system - in 
addition to total images. A few suggestions are-- 

0 Number of cases processed; 
0 Number of images per case; 
0 Number of additional diazo duplicates requested; 
0 Processing time per case; 
0 Number of hours of operation daily, weekly, etc. 

Additionally a log may be kept to record certain events and 
problems such as: 

0 Problems with input documents; 
0 Equipment problems; 
0 User complaints and compliments; 
e Work flow snags. 
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CALENDAR MANAGEMENT INFORMATION 
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LOS ANGELES MUNICIPAL COURT 

SUMMARY OF CASES SET FOR TRIAL 
IN MASTER CALENDAR DIVISIONS 

Sep. 2-Oct. 10, 1980 

Total 0rig.-Trial- # Date Cases 

UAvg. No. Orig. Cases Set/Day 

- % of total 

ITotal Cases Set 

- % of total 

1 ~ v g .  Cases on Calendar/Day 

Total Cont'd Cases 1 on Calendar Day 
1 Avg. NO. Cont ' d cases 

on Calendar/Day 

- % of total 

Avg. % Cont'd Cases 4 on Calendar 
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' 40  - 
480 

36% 

17 

1,478 

37% 

53 

998 

38% 

36 

68% 

50 

469 

- 

35% 

17 

1,280 

32% 

46 

810 

31% 

29 

63% 

54 Total - 
399 1,348 

30% 100% 

14 

1,205 3,963 

30% 100% 

43 

806 2,614 

31% 100% 

29 

67% 
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LOS ANGELES MUNICIPAL COURT 
PROPOSED STANDARDS FOR MANAGEMENT OF MASTER CALENDAR 

FOR MISDEMEANOR CASES 

I 

1. There should be no more than 20 cases per day continued 
or trailed from a previous date. ._ 

2. Each master calendar division should start a calendar call 
promptly at 8:30 a.m. 
trial divisions starting their calendars at 9:30. 

Trial divisions should trail no more than seven cases per day. 

Any case that has five or more continuances in the master 
calendar division should be treated as a last day case fo r  
the purpose of assignment to the trial court, including a 
civil court'if necessary. 

No last day case should be assigned to a trial division until 
counsel certifies in writing that they have discussed and 
sought to achieve settlements at least two days prior to the 
last day. 
offer made by both sides during the settlement discussions. 

Calendar teams should discuss the 

3 .  

4 .  

5 .  

The written certification shall state the final 

D -  

. .  .. 
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POSITION DESCRIPTIONS FOR: 

. Forms Administration Manager 

. Forms Analyst 

. Forms Order Coordinator 
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Forms Administration Manager 
Position Description 

A. Purpose 
To formulate and direct the organization's forms administration program, 
which services all line and staff departments, including subsidiaries 

B. Objectives 
1. To manage the forms administration department and coordinate its 

operations with related departments to analyze, properly design, and 
arrange for production or procurement of all forms used by the organi- 
zation. Must consider the following: 
(a) Need for the form and information 
(b) Clerical efficiency in the total use of the form 
(c) Consistency of information 
(d) Proper retention or destruction capabilities and procedures 
(e) Inventory levels, distribution, and form obsolescence 
(0 Reproduction capability 

. (g) Economy in production and use 
2. Improve the effectiveness and efficiency of paperwork methods and 

systems related to forms and other records by considering the latest 
techniques, office mechanization, and integrated operation 

I 
I 

I 
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C. Duties 
1. General management of the department 

(a) Establish short- and long-range objectives, secure management 
approval, and follow up to meet goals 

(b) Prepare short- and long-range forecasts of department expendi- 
tures and organization-wide expenses in related areas 

(c) Establish policies and procedures for effective operation of de- 
partment 

(d) Develop activity and progress reports for control of department 
and follow-up of programs 

(e) Select and train necessary personnel to carry out the departmental 
responsibilities 

(0 Develop personnel and job structures to provide opportunities for 
promotion 

(8) Be informed on related operations in other organizations, for a p  
plications to own department 

2. Management of the forms function 
(a) Familiarize management and department heads with the purpose 

and services of forms administration 
(b) Develop and update forms administration information, including 

policy, procedures, and standards, for organization-wide use 
(c) Educate personnel on the services and techxuques available for 

development of productive and effective paperwork 
(d) Maintain a cooperative working relationship with all groups in- 

volved in paperwork processing, systems development, and forms 
procurement or production 

0 Strive for integrated use of recorded data by consolidating forms 
0 Clarify and standardize forms to provide consistent information 
. for accounting and other company records 

Obtain clearance when necessary hom legal, advertising, per- 
sonnel, and other staff groups on matters affecting organizational 
policy, use of logos, disclaimer clauses, and employee relations 

(e) Establish analysis techniques to: 

(f) Establish design and specificahon standards 
(g) Implement a system to determine reorder points and quantities 

' (h) Determine and update criteria for deciding on internal reproduo 
tion vs. outside procurement 

(i) Provide for periodic analysis of usage, costs, types, constructions, 
and so on for combining orders or for contract buying 

6) Arrange for periodic analysis of each form to determine its current 
status concerning usage, design, and so on 

Page 2 of 6 
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(k) Update self, department personnel, and others concerned with 
new techniques, concepts, and developments in forms analysis 
and design, records management, reproduction, printing, d u p  
licating, copying, and business equipment 

D. Knowledge, Abilities, and Skills Required 
1. Managementlsupervisory capability 
2. Familiarity with company organization, policies, and products 
3. Accounting knowledge and application 
4. Office and factory clerical systems and procedures 
5. Methods analysis techniques 
6. Understand cost hctors relating to forms usage and retention 
7. Printing, reproduction, and duplicating processes, and machines used 

8. Paper, carbon paper, and ink standards 
9. Filing equipment, systems, and techniques 

to produce and copy forms 

10. Microfilm equipment, systems, and techniques 
11. Business machines and other mechanical systems 
12. Operation and needs of a data processing center 
13. Sense of design and layout 
14. Printing trade procurement customs 
15. Typography, composition, and platemaking processes 
16. Forms construction possibilities 
17. Internal reproduction operations 
18. Procurement practices,' techniques, and procedures 

E .  Personal Qualities 
1. Neat and orderly 
2. Intelligent, tactful, with common sense 
3. Perseverant 
4. Persuasive 
5. Perceptive 
6. Attentive to detail, accurate, and precise 
7. Resourceful, imaginative, creative 
8. Good communicator 
9. Potential to absorb additional responsibilities coincident with growth 

of the organization 
F. Contacts 

1. Printing company representatives 
2. Purchasing agent 
3. Reproduction and office supply departments 
4. Corporate and division systems personnel 
5. Data processing personnel 
6. Department managers 
7. Associates in other organizations in surrounding area and nationwide 

Page 3 of 6 



G. Efect on Expenditures and Sauings 
1. About 30 percent of the average working hour is spent processing 

forms. Properly analyzed and designed forms will reduce the related 
clerical processing costs by: 
(a) being easier to fill in and use 
(b) reducing the chance of error 
(c) providing consistent information 
(d) creating a better mental attitude 

using: 
(a) the right paper 
(b) the right standard size 
(c) the right number of parts 
(d) the right ink, and so forth 

3. Properly controlled forms will minimize printing, procurement, and 
inventory costs by ordering correct quantities at the right time, and by 
considering usage, quantity discounts, revision probability, and cur- 
rent inventory 

2. Properly designed and analyzed forms will minimize printing costs by 

H. Supemision 
1. Direct supervision of analytical and clerical s t a g  
2. Functional relationship with personnel serving in part-time forms 

coordinating positions in other departments or locations. 

1 

Forms Analyst 
Position Description 

1 

A. Purpose. 
To help all parts of the organization develop and improve their forms and 
related paperwork systems in order to reduce administrative costs by 
minimizing the clerical effort needed, maximizing the informational 
benefits received, and minimizing the cost of the forms 

B .  Duties 
1. Work with forms users to develop the best paperwork system to fill 

their requirements; analyze the need for the information, determine 
the best method of preparation, distribution, filing, and so on, and 
propose changes to new or existing systems 

2. Design the forms needed to allow the system to function efficiently, 
accurately, and in a timely manner 

3. Obtain and maintain the supply of printed forms; determine the 
source (in-house or outside), quantity, inventory location, reorder 
point, construction specifications (based on usage amount, inventory 

I 

I '  

I 
. B  
1 

1 
I 
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on hand, quantity discounts, obsolescence probability, and printers’ 
capabilities) 

C .  Knowledge, Abilities, and Skills Required 
1. Organization policies 
2. Systems analysis techniques 
3. Printing methods, techniques, and practices 
4. Understand manual and computer systems including applicable 

5. Communications skills: presenting, listening, and understanding 
6. Salesmanship (to sell ideas) 
7. Forms design ability 

machines 

(a) Sense of design and layout 
(b) Paper and ink standards 
(c) Forms construction 
(d) Precise, neat, legible layout preparation 

D. Personal Qualities 
1. Neat and orderly 
2. Intelligent, ta&, with common sense 
3. Perseverant 
4. Persuasive 
5. Perceptive 
6. Attentive to detail, accurate, precise 
7. Resourceful, imaginative, creative 
8. Good communicator: speaking, writing, listening, and understanding 

Problem-solving interactions with personnel from all parts of the organiza- 
tion, all job levels, and all educational backgrounds, and with forms 
suppliers 

Efficiency, accuracy, and availability of forms and related clerical process- 
ing have a substantial effect on operating expenses and on the ability to 
assemble proper management information for action or decision 

E. Contacts 

F. Eflect on Expenditures and Sauings 

Forms Order Coordinator 
Position Description 

A. Purpose 
To assist the forms analyst(s) in satisfying the complete forms require- 
ments of the organization by initiating, controlling, and following up on all 
orders for forms, from any supplier (in-house or outside), and by helping in 
other ways as needed 
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B. Duties 
1. Calculate reorder points and reorder quantities on all forms up for 

reorder 
2. Contact users for approval to reprint or revise forms at the reorder 

point 
3. Prepare and assemble the paperwork needed for each order (inside 

job ticket or purchase requisition, specifications, sample or layout) and 
enter the order 

4. Record and update order registers, follow up on exceptions 
5. Review and discuss specifications with suppliers 
6. Expedite orders as needed 
7. Maintain forms files 
8. Handle inquiries, complaints, and so on by phone, mail, wire, or visit 
9. Type reports or correspondence as needed 

10. Assist analyst in other areas as needed. 
C. Knowledge, Abilities, and Skills Required 

1. Tact and diplomacy 
2. Communications skills 
3. Ability to make routine decisions in both normal and exceptional situ- 

4. Printing methods, techniques, and practices 
5. Normal office skills (typing, filing, copying, and so on) 
6. Attention to detail, accurate, precise 

ations 

D. Contacts 
Most contacts are problem-solving, non-routine interactions with people 
from other departments or with suppliers 

Accuracy and timeliness of orderinglreordering aEects the cost of forms 
and the efficiency of clerical operations throughout the organization 

E. Eflect on Expenditures and Sacings 
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