
North Central Regional Office 
I I 

MENOMINEE TRIBAL COURT 
” MANAGEMENT AUDIT; 

TECHNICAL ASSISTANCE REPORT, 

March 22, 1982 

Prepared by: 

James G. Farrar . . . . Senior Staff Attorney 
Priscilla-Wilfahrt . . Research Assistant 

National Center for State Courts 
Suite 2601 
American National Bank Building 
5th & Minnesota Streets 
St. Paul, Minnesota 55101 

I J 



1 
I 
I 
1 
I 
I 
I 
I 
I 
I 
I 
4 
I 
I 
I 
I 
I 
i 
I 

INTRODUCTION 

On January 21, 1982, James Farrar and Priscilla Wilfahrt, 

staff from the National Center for State Courts (NCSC) met with 

Chief Justice Wilmer Peters of the Menominee Supreme Court and 

Bureau of Indian Affairs (BIA) representatives Perry Baker, 

Rights Protection Officer, and Frank Annette, Government 

Relations Officer, to discuss possible technical assistance by 

NCSC to the Menominee Tribal Court. 

Chief Justice Peters indicated a need for technical 

assistance in records management, court recording (e.g., 

recording equipment vs. a court stenographer), court docketing, 

and need for word processing equipment. 

As a result of the meeting BIA on February 26, 1982, 

contracted with the NCSC to perform an on-site management audit 

of the Menominee Tribal Court. The Center agreed to conduct a 

general review of court management practices, (including those 

problems specified by Chief Justice Peters), identify and 

doGument operational problems, and make recommendations to 

improve court operations and correct any identified problems. 

On March 4-5, 1982, James Farrar and Priscilla Wilfahrt 

site visited the Menominee Tribal Court and conducted a 

management audit of court operations. During their visit they 

met with and interviewed Indian court judges, court staff, and 

BIA representatives, including the following: 
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Menominee Tribal Court 

w i lmer Pet e r s 

Sara Skubitz 

Gerald Weso 

Lenard Oshkeshequoam 

Shirley Daly 

Janet Corn 

Mary Wilson 

Bureau of Indian Affairs 

Sylvia Wilbur 

Persons interviewed were asked 

Chief Justice 
Supreme Court 

Associate Justice 
Supreme Court 

Tribal Court Prosecutor 

Probation Officer 

Clerk of Court 

Deputy Clerk 

Secretary 

Field Representative 

to describe their function or 

duties in relation to the court, their perceptions of problems 

affecting court operations, and suggested improvements. 

The NCSC staff also collected copies of tribal codes, court 

rules, reports, and job descriptions. 

observed a court session involving a plea change before the 

associate justice in the lower court. 

plans for a new court, inventoried equipment and library 

resources. Mr. Farrar drafted various sample forms which were 

provided to the court for immediate use. 

At the completion of the site visit the NCSC staff met with 

In addition, staff 

The staff then reviewed 

Chief Justice Peters at a luncheon meeting to discuss 

preliminary findings and recommendations. 
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I. MENOMINEE JUDICIAL SYSTEM 

The Menominee tribal code authorizes and provides for a 

lower court and supreme court system for reservation tribal 

members. 

all reservation residents "subject to any contrary provisions 

exceptions or limitations contained in either federal law, the 

Tribal Constitution, or as expressly stated elsewhere in the 

The courts are currently exercising jurisdiction over 

law and order code".' Jurisdiction over Indian and 

non-Indian parties is summarized in Chart 1 below. 

CHART 1 

Criminal Civil 
Jurisdiction Jurisdiction 

0 Indian Plaintiff Yes Yes 
e Indian Defendant Yes Yes 
0 Non-Indian Defendant No (conflicting Yes, if mini- 

federal law) mum contacts 
with the. 

c reservation 
0 Non-Indian Plaintiff Yes, may file crim- may file civil 

inal complaint complaint if 
minimum contacts 
with reservation 

The Menominee Judicial System presently operates under a 

code adopted by the tribal council.2 

same staff which consists of a chief court clerk, two deputy 

Both courts utilize the 

Tribal Judiciary and Interim Law and Order Code S 1-7-2(2). 

The court was a CFR court up until 1976. 



clerks, probation officer, bailiff, prosecutor, and (part-time) 

assistant prosecutor, The court staff are tribal employees and 

all revenues collected by the court are deposited in a tribal 

court fund. 

The code also authorizes "such (trial) judges as the tribal 

legislature may determine f o r  Tribal courts." 

provided) Currently, two positions are authorized for the 

trial court, both of which were recently filled by tribal 

council appointment. 

year terms and can be removed only for cause by the tribal 

Legislature during their term. 

(Explanation 

These trial judges are appointed for two 

Tribal code 5 1-2-2(1)(a) also authorizes an appellate 

court system called the Supreme Court, composed of a chief 

justice and two associates justices who are appointed by-the 

tribal council for four year terms. They may not be removed 

during their term except for cause. Presently, the chief 

justice and only one associate justice position are filled. 

Supreme court justices also hear trials as tribal court judges 

when necessary. 

reservations to hear any resulting appeals. 

In such cases judges are brought in from other 
L 

. .  
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CHART 2 

Associate Justice 
(Vacant ) 

. 

MENOMINEE COURT ORGANIZATION* 

CHIEF JUSTICE 
(Wilmer J. P e t e r s )  

I 
8 

Associate Judge  
(Louis  Dixon) 

L 

1 
I 
I 
1 
I 
I 
I 

A s  soc i a te  Judge  
( C h r i s t i n e  Webster)  e - 

Associate Justice 
( S a r a  S k u b i t z )  

P r o s e c u t i o n  

0 P r o s e c u t o r  

0 ess't P r o s e c u t o r  
. (Gera ld  Weso) 

(Luke Beaupray)  

Cour t  S t a f f  

0 Chief  C t .  C l e r k  
( S h i r l e y  Daly)  

0 Deputy Ct .  C l e r k  
(Janet Corn) 

0 S e c r e t a r y  
(Mary Wilson) 

a B a i l i f f .  
(Michae l  P e t e r s )  

0 Typist (CETA) 
0 Typist (CETA) 

P r o b a t i o n  

0 P r o b a t i o n  O f f i c e r  
(Leonard Osh keshequoam) 

* The t r i b a l  counc i l  h a s  l i c e n s e d  f i v e  ( 5 )  i n d i v i d u a l s  t o  act as lay 
advocates ( i n c l u d i n g  Luke Beaupray,  Wesley Martin,  and M r .  C h e v a l i e r ) .  

- 3 -  



11. FINDINGS AND RECOMMENDATIONS 

Project staff identified a number of operational practices 

that should be changed to improve court operations and 

efficiencies. 

implemented immediately by the court. 

will required additional analysis and assistance. 

NCSC initial findings and recommendations, if implemented 

A number of the recommendations can be 

Other recommendations 

by the court, could result in substantial cost savings and 

staff time. Using case summary sheets eliminates the cost of 

bound docket books and staff time in recording information in 

them. 

will save on files and cabinets. 

not filling out docket books, not typing daily court notes, and 

transcribing only those tapes necessary. In addition, an 

accurate schedule of court costs and management information 

system may result in increased funding for the court. A better 

management information system should provide the tribe with a 

more complete picture of benefits it receives from the court. 

Changing the filing system to the "defendant" system 

Staff time will be saved by 

I 

I 
I 

I 
I 

i 
I 
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A. Operat ional  Changes t h e  C o u r t  Can Implement Immediately. 

RECOMMENDATION 1 

THE COURT SHOULD SUBSCRIBE TO SUPPLEMENT SERVICES, AND MAINTAIN 
BASIC LIBRARIES I N  EACH J U D G E ' S  CHAMBERS. 

As i l l u s t r a t e d  i n  C h a r t  3 below, t h e  c o u r t  does have a n  

ex tens ive  l i b r a r y .  However, ce r t a in  books [e.g., Code of 

Federa l  R e g u l a t i o n s  (1978)] are  outdated or lack supplements 

and should be updated. I n  add i t ion ,  t h e  court  does n o t  have 

cop ie s  of cer ta in  bas ic  items or  a minimum l i b r a r y  f o r  each 

judge, s u c h  a s  l e g a l  d i c t i o n a r i e s ,  s t a t e  s t a t u t e s  (where they 

a re  made app l i cab le  by t r i b a l  code) ,  or copies  of a1  N A I C J A  

materials.  2A 

2A T h e  Menominee T r iba l  Leg i s l a tu re  has adopted CFR S e c t i o n  
1 1 . 1 2  ( a )  which provides  i n  p a r t ,  'I. . . each cour t  s h a l l  
be provided w i t h  copies  of a l l  appl icable  f e d e r a l  and 
s t a t e  laws and r egu la t ions  of B I A "  (by  t h e  B I A ) .  

- 5 -  
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1. 

2. 

3 .  

4.  

CHART 3 

MENOMINEE COURT LIBRARY 

Central Library 

Indian Law Reporter, AILTP (1978-1980) 
Wisconsin Statutes (Supps. current to 1975-1976) 
United States Code Annotated (complete set) 
U.S. Code Congressional and Administrative News 

West's Federal Case News (1982) 
1981 Internal Revenue Code 
1980 Internal Revenue Acts 

(1980-0ct. 1981) 

Chief Justice Peter's Chambers 

Tribal Court Reporter (1980-1981) AILTP 
Federal Indian Law, Getches, Rosenfelt, Wilkinson (1978) 
Handbook on Federal Indian Law, Cohen (1942) 
Indian Law Reporter (AILTP) 
Tribal Government (MCI) 
25 Code of Federal Regulations (1978) 
18 United States Code Annotated (Federal Rules) 
Federal Rules of Civil Procedure 
Trial Judges Guide to Objections to Evidence 
McCormick, Evidence (2nd Ed. West) 
Blacks Law Dictionary 

Justice Skubitz's Chambers 

Wisconsin Statutes 
Tribal Code and Constitution 

Prosecutor's Office 

Wisconsin Statutes, West, (1975-1976) Supps.) 
Studies f o r  Indian Court Judges, NAICJA (1975) 
Model Indian Court Rules of Criminal Procedure, NAICJAe(1977) 
Criminal Court Procedure Manual, NAICJA (1971) 
Statistical Data for Planning, Menominee Reservation, BIA (1976) 

- 6 -  



4. Prosecutor's Office (cont.) 

5. 

6. 

c 

25 Code of Federal Regulations (1938 and 1949) 
Financial Management for Planning and Action Grants, LEAA 
(1973) 
Wisconsin Administrative Code Rules of DNR 
Introduction to Legal Research, NAICJA (1974) 
Handbook of Federal Indian Law, Cohen (1942) 
The Art of Cross Examination, Rothblatt (1971)  
Wisconsin and Federal Rules of Civil procedure, CLEW (1966) 
The Litigation Process in Tort Law, Green (1945) 
CCH Federal Tax Guide (1977) 
Federal Income, Estate and Gift Tax, Bittker (1974) 
Commerical Transactions, Speidel, Summer, White (1969) 
Cases and Materials on Corporations, Cary ( 4 t h  Ed.) 
Crimial Law and its Processes, Kadish and Paulsen (2nd Ed.) 
Cases and Materials on Torts, Gregory and Kalnen (1959) 
Statutes in Court, Hurst (1970) 
West Northwest Reporter (advance sheet, April 8, 1980) 
Recent Developments in Federal Income Taxes, Schwartz 
Introduction to UCC (1974) 

(1978) 

Probation Officer's Office 

Uses the central library. 

Clerk's Office 

Has no resources other than materials received at NAICJA 
training sessions. 

- 7 -  
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NCSC r e p o r t  on 
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RECOMMENDATION 2 

COURTROOM CLERKS SHOULD MAINTAIN A STANDARD LOG OR I N D E X  O F  ALL 
RECORDED PROCEEDINGS. 

The t r i b a l  c o u r t  ma in ta ins  a cassette r eco rd ing  of a l l  

courtroom proceedings.  The r eco rd ing  equipment is o p e r a t e d  by 

a clerk who a l s o  takes  s e l e c t i v e  n o t e s  du r ing  t h e  proceedings .  

However, t h e  types of n o t e s  v a r y  and no e f f o r t  is made t o  

c o r r e l a t e  e v e n t s  o r  w i t n e s s e s  t o  a l o c a t i o n  on t h e  cassette.  

The only  in fo rma t ion  recorded  on t h e  cassette is  t h e  d a t e .  

These practices make it d i f f i c u l t  f o r  t h e  courtroqm c l e r k  t o  

l o c a t e  a p a r t i c u l a r  case or proceeding  a t  a l a t e r  date .  

When a judge  w i s h e s  t o  hear  a p o r t i o n  of a r eco rd ing  o r  a 

de fendan t  a s k s  f o r  a p a r t i a l  t r a n s c r i p t ,  t h e  c le rks  m u s t  l i s t e n  

t o  t h e  whole  tape u n t i l  t h e  needed tes t imony is found. 

p r a c t i c e  r e q u i r e s  c o n s i d e r a b l e  c le r ica l  t i m e .  

s t a n d a r d  l o g  (see, C h a r t s  4 and 5 f o r  proposed forms) t o  r eco rd  

t h e  l o c a t i o n  of an e v e n t  o r  tes t imony on t h e  casset te  would 

speed up t h e  p r o c e s s  of l o c a t i n g  a s p e c i f i c  item. 

T h i s  

The  u s e  of a 

The proposed g e n e r a l  courtroom log  ( C h a r t  4 )  was reviewed 

w i t h  t h e  chief c o u r t  c l e r k  du r ing  p r o j e c t  s t a f f ' s  s i t e  v i s i t .  

She was provided  w i t h  a rough format  of t h e  form a n d . f e l t  t h e  

new form c o u l d  be implemented immediately.  

accuracy  of l o c a t i n g  in fo rma t ion  made a v a i l a b l e  by t h e  c o u r t  

The  ease and 

t h e  need f o r  a c o u r t  s t enographe r .  

Audio/Video Technology f o r  Cour t s ,  Appendix A.) 

(See a l s o  
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CASE NAME/ TAPE 
TIME NUMBER PROCEEDING FOOTAGE NOTES 

CHART 4 

MENOFktNEE COURTROOPI LOG 

I 

Judge 

R e c o r d e r  

I 

Date 

i 1 ! I 
I i I 

t 

1 I 

Tape N o .  

L 

-8a- 
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CASE NAME/ TAPE 
TIME NUMBER . PROCEEDING FOOTAGE NOTES 

I 

I 

I 

I 

I 

I I 

I 

I t I I 

I I 
I I 

t 

1 I b 
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CHART 5 

TIME EVENT 
SPEAKER/ 

YENOMINEE TRIAL LOG 

FOOTAGE NOTES 
TAPE I 

Case Name 

Case Number 

Judge 

Attorney : 

Party: 

Witness 

Witness 

Witness 

Witness 

Witness 

- 

I: 

IS: 

111: 

IV: 

V: 

Plaintiff 

Date 

Recorder 

Tape No. 

Defendant 

I I 

I 
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Chart 4 (Courtroom Log) is a general log that would be 

used each day to record arraignments, sentences and trials. At 

the beginning of a court session the clerk would record the 

general information at the top of the form. As a case was 

heard, the clerk would then record the time, case name/number, 

proceeding, and tape footage (from the cassette). 

An additional more detailed log [see, Chart 5 (trial log)] 

would be prepared for each trial. The top portion of the trial 

log would be the proper name of all persons appearing before 

the court. Thereafter, the clerk need only record an 

abbreviation to identify each speaker or event. This form is 

two sided and should be sufficient to index all proceeding for 

each trial. 

At the end of each day, the courtroom clerk should insert 

the logs for that day in a three ring binder. If there is a 

need to transcribe a proceeding, the clerk need only locate the 

appropriate numbered tape used for that day and fast forward 

the tape to the noted footage for the required proceeding. .The 

court will have to sequentially number and store all used tape 

for future retrieval. These tapes cannot be erased or reused 

until the required retention period has passed. 

RECOMMENDATION 3 

THE COURT SHOULD PURCHASE A DATE/TIME STAMP AND STAMP ALL 
DOCUMENTS FILED WITH THE COURT. 

The court does not presently record when a pleading or 

document is filed. Envelopes are attached to mailed-in 

- 11 - 



documents i n  an e f f o r t  t o  e s t a b l i s h  when an item was rece ived .  

T h i s  p r a c t i c e  i n c r e a s e s  t h e  s1z.e of a c o u r t  f i l e .  

no r e c o r d  is kep t  when a document is f i l e d  p e r s o n a l l y  by a 

p a r t y .  All p l e a d i n g s  and documents f i l e d  w i t h  t h e  c o u r t  should  

have a n o t a t i o n  i n d i c a t i n g  when t h e  i t e m  was f i l e d  w i t h  t h e  

c o u r t .  T h i s  p r a c t i c e  p r o t e c t s  t h e  c o u r t  and documents 

compliance o r  non-compliance w i t h  time requi rements .  

I n  a d d i t i o n ,  

The c h e a p e s t  and most e f f i c i e n t  way of r eco rd ing  when a 

p l e a d i n g  o r  document was f i l e d  w i t h  t h e  c o u r t  is  w i t h  an 

electric date/t ime stamp. The stamp would be kep t  .on t h e  

c o u n t e r  and as soon as any document is f i l e d ,  it should  be 

i n s e r t e d  i n  t h e  stamp. 

RECOMMENDATION 4 

THE COURT SHOULD REMOVE FROM A COURT FILE ALL UNNECESSARY OR 
DUPLICATIVE DOCUMENTS AS PART OF A D A I L Y  ROUTINE. 

Cour t  staff do n o t  remove o r  d e s t r o y  any documents placed 

i n  a f i l e .  Such documents include envelopes ,  cove r  l e t t e r s ,  

and c o p i e s  of p l e a d i n g s  p l aced  i n  t h e  f i l e  even a f t e r  t h e  

o r i g i n a l  h a s  been r e t u r n e d  t o  t h e  c o u r t .  These items are  

e i t h e r  unnecessary  or d u p l i c a t i v e  and need n o t  be r e t a i n e d  by 

t h e  c o u r t .  T h i s  p r a c t i c e  i n c r e a s e s  t h e  s i z e  of a f i l e  and t h e  

S t o r a g e  requi rements  of t h e  c o u r t .  

Envelopes and cover  l e t t e r s  should  not be p laced  i n  

c o u r t  f i l e s .  Copies  of p l ead ing  (e.g., summons, wr i t s  of 

garn ishments  and war ran t s )  should  be d iscarded  when t h e  



original is "returned" to the court. A more detailed review of 

papers kept in court files may reveal other documents that can 

' be discarded by court staff. 

RECOMMENDATION 5 

The court presently assigns sequential case numbers to both 

civil and criminal cases filed with the court. Each case is 

then placed in a separate case f01der.~ A numerical index is 

kept for all assigned case numbers. However, court folders are 

stored in alpha order. Civil cases are arranged by plaintiff's 

name while criminal cases are filed by the defendant's name. 

The need for court folders and storage space could be 

reduced significantly if all ca'ses relating to an individual 

defendant (criminal cases) or plaintiff (civil cases) were 

stored in a single court folder arranged alphabetically in the 

filing cabinets. Civil and criminal cases should continue to 

bg stored in separate filing cabinets. 

This proposed filing system will also assist the probation 

department's preparation of presented reports since all prior 

criminal convictions are in a single folder by defendant's 

3 . Except in civil cases where both parties were litigants in a 
previous case. In this situation the court places the docu- 
ments from the second case in the first case's court file. 

- 13 - 



name. 

the court need only consolidate' a party's separate folders into 

a single folder. 

Implementation of this recommendation will make it unnecessary 

to purchase additional filing cabinets as anticipated by the 

court because of predicted storage problems in six 

To convert the existing system to the proposed system, 

The old folders should be kept and reused. 

( 6 )  months. 

B. Changes Requiring Additional Review and Assistance 

RECOMMENDATION 1 

THE PLANS FOR THE NEW COURT FACILITY SHOULD BE REVIEWED FOR 
PROPER COURT DESIGN. 

The court is currently located in an older two-story 

building. 

building is built in 1982. 

spring of 1982. 

These facilities are temporary until a new court 

Construction is to begin in the 

The Center makes no recommendation regarding existing 

facilities. 

the proposed floor plan for new facilities with the court and 

make recommendations regarding layout of desks, placement of 

office, and equipment, etc. 

Menominee court has the ideal opportunity to create the maximum 

setting for itself and the Center has the expertise in this 

area to help it do so. 

However, it is recommended that the Center review 

The Center feels that the 

Most architects are not familiar enough 

I 
I 
I 

I 

I 

I 
I 
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with court systems to create optimum court designs. This is an 
extremely important point since the potential impact on the 
court is so great and so long lasting. 

RECOMMENDATION 2 

THE COURT SHOULD IMPLEMENT A "ONE WRITE" ACCOUNTING SYSTEM FOR 
CASH RECEIPTING AND DISBURSEMENTS. 

At the present time, separate receipting systems are used 

No cumulative tally is kept for criminal and civil receipts. 

between the two clerks offices; thus when the chief court clerk 

wants to tally money for each day for deposit, it is necessary 

to go to the other office, collect receipts and manually tally 

them. 

It is the Center's recommendation that the Menominee court 

implement a "one write" system. Using the "one write" system, 

all receipts (both civil and criminal) would be located on one 

ledger for each day. 

of each receipt as it is written. 

the page into the appropriate column and may easily be tallied 

daily and are already broken down into various categories. 

same system works well for both revenues and expenses. 

would enable the court to keep a more complete record of court 

finances. (See Appendix B ,  "One Write" Pegboard Accounting 

System for Small Courts.) 

The "one write" system creates a record 

Amounts are carried across .. 

The 

This 

- 1.5 - 



RECOMMENDATION 3 

COURT CLERKS SHOULD USE CASE SUMMARY SHEETS RATHER THAN D A I L Y  
NOTES. 

The c o u r t . c l e r k  c u r r e n t l y  keeps a d a i l y  log  of n o t e s  on 

each case heard by t h e  c o u r t .  

and placed i n  t h e  f i l e  f o r  t h e  p a r t i c u l a r  case. 

These n o t e s  are t h e n  typed up  

I t  is t h e  C e n t e r ' s  recommendation t h a t  t h e  c lerk s t o p  

t a k i n g  handwr i t t en  n o t e s  on each case and i n s t e a d  f i l l  o u t  a 

s t a n d a r d  form f o r  each case and a t t a c h  it t o  t h e  case f i l e .  

The form would c o n t a i n  a complete  h i s t o r y  of t h e  case, be ing  

updated each t i m e  t h e r e  was any a c t i o n  on the  case. T h i s  would 

a l low easy  access t o  in fo rma t ion  on t h e  case wi thou t  s e a r c h i n g  

back through t h e  whole f i l e .  

form is p r i n t e d  on good q u a l i t y  paper  t o  e n s u r e  r e c o r d  

p r e s e r v a t i o n .  The case s h e e t  format  was e x p l a i n e d  and 

d i s c u s s e d  w i t h  c o u r t  clerks. They were i n  f a v o r  of changing 

c u r r e n t  p r a c t i c e s  t o  t h e  use  of t h e  case s h e e t .  

C: NCSC Report  on E f f e c t i v e  Forms Des ign . )  

Care should  be t aken  t h a t  t h e  

(See Appendix 

.. 

RECOMMENDATION 4 

A COMPARISON OF TRIBAL CODE, CONSTITUTION, COURT RULES AND 
COURT PRACTICES SHOULD BE MADE TO DETERMINE DIFFEWNCES AND 
CHANGES RECOMMENDED TO CREATE CONFORMITY. 

. .  
I t  came t o  t h e  a t t e n t i o n  of p r o j e c t  s t a f f  t h a t  t h e r e  were 

c e r t a i n  i n s t a n c e s  when p r a c t i c e s  d i d  n o t  conform t o  t h e  code,  

or d i d  conform t o  t h e  code,  b u t  t h e  p r a c t i c e  was unnecessary.  

For i n s t a n c e ,  t h e  Menominee I n t e r i m  Law and Order Code, Rules  

of C i v i l  Procedure 
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#22 and Tribal Code S 1-2-12(2) require written records of all 

proceedings; the proceedings of a l l  trials and continuances of 

trial to be transcribed verbatim by a court reporter or 

stenographer, Currently court clerks type what is needed and 

CETA clerks hired each summer work full time transcribing tapes. 

It is the Center's recommendation that the tapes of all 

proceedings not be transcribed. Rather, tapes should be 

certified by the recording clerk and filed. Only those 

proceedings for which a transcript is needed or required should 

be transcribed. Care should be taken that the transcript is 

certified by the clerk who did the recording. Discontinuing 

the practice of transcribing all tapes will save staff time . 
which could then be used for other purposes. Tapes need only 

be kept for the required record retention period and then could 

be erased and reused. In this instance, it is the Center's 

recommendation that the rules be changed to conform with the 

recommended practice. This change was discussed with the Chief 

Justice and court clerks who agreed with our recommendati0.n. 

An instance where practice did not conform to the code, but 

where we recommend a code change, is Civil Procedure Rule 23 

which requires tribal court judges to render written opinions 

in all trials without a jury. The Chief Justice informed 

project staff that tribal judges currently are n o t  writing 

opinions in every case. It is the Center's recommendation that 

they do not write opinions in every case; only those cases in 

which there are complex or controversial issues. The Rules of 

Civil Procedure should be amended to reflect this practice. 
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There may be other instances where court practice does not 

conform with the constitution,' code, The Center 
recommends that further analysis be done to identify those 

situations and recommendations be made concerning remedies. 

or rules, 

RECOMMENDATION 5 

THE COURT NEEDS A RECORD RETENTION SCHEDULE TO DETERMINE WHEN 
IT MAY PURGE RECORDS IN ORDER TO ELIMINATE RECORD STORAGE 
PROBLEMS. f 

The court currently is using no record retention schedule; 

nothing is being purged from court files, 

enough that as yet this has not created a records storage 

problem. 

problem in six months. 

uniform retention schedule since the clerks can deal with it 

before it becomes a problem, 

to facilitate proper record retention practices. 

D: NCSC Report on Record Retention and Disposition.) The 

Chief Justice expressed an interest in having a record 

retention schedule which conformed to state court practices. 

The court is new 

Clerks estimated that storage would begin to be a 

This is a good time to implement a 

Files can be stored in such a way 

(See Appendix 

It is the Center's recommendation that a record retention 

schedule be developed for the Menominee court, patterned after 

the Wisconsin state court record retention schedule. 

Wisconsin state schedule could be adapted to include any 
The 

additional records of Indian courts t 

tion any records requirements of the BIA. 

Wisconsin Record Retention Schedule.) 

retention schedule will identify those items that can be thrown 

and to take into considera- 

(See Appendix E: 

In addition, the 
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away on an on-going basis such as copies, cover letters or 

envelopes. 

RECOMMENDATION 6 

THE COURT SHOULD STOP USING BOUND DOCKET BOOKS AND USE THE 
PROPOSED CASE SHEET FOR CIVIL AND CRIMINAL CASES. 

The court is currently keeping bound docket books for all 

criminal cases. 

docket books. 

Presently no docket books are kept fo r  civil cases. 

staff expressed the belief that they were required by code to 

keep docket books. Code S 1-2-12(2) requires the court clerk 

"keep all records, files, dockets or other records required to 

be kept." 

Information is recorded from the file into the 

This is an unnecessary duplication of effort. 

Court 

There is no requirement that dockets be kept in 

books. 

It is the Center's recommendation that the Menominee court 

discontinue the maintenance of bound docket books 'and implement 

a -standard form case summary sheet. 

the case summary sheet would require less clerical time and 

would be much less expensive than buying the bound docket 

books. 

and be much less awkward for clerks to handle. 

summary sheet concept was explained and discussed with c o u r t  

Implementation and use of .. 

The case summary would also require less storage space 

The case 

personnel. 

The case summary sheet would be attached to the inside 

front of each file. Care should be taken that forms are 

printed on good quality paper to prevent destruction by age. 
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.. 

The form should be designed in consultation with clerical staff 

to ensure that the form contains all necessary information and 

that events are in the proper sequence.. 

contain space for post judgment activities as well. 

agreed upon format will assure acceptance and usage by all 

court personnel. 

to fill out the case summary sheet in the same way to ensure 

uniformity of records. 

criminal and probate cases. 

The form should 

A standard 

All staff including judges should be trained 

The same form should be used for civil, 

RECOMMENDATION 7 

THE COURT SHOULD DEVELOP AND IMPLEMENT A MANAGEMENT INFORMATION 
SYSTEM. 

The Menominee court is currently required by the BIA to 

collect certain data for monthly and annual reports. 

Collection of some of the data may be duplicative of what is 

already on computer forms and mailed by tribal police to 

Brigham City, Utah for BIA statistical use. 

the monthly and annual reports as currently reported provide 

The information on 

minimal management information. Project staff could not 

identify any management use for these reports by the BIA. 

Copies of annual and monthly reports were collected at the 

.Menominee court. The annual report contained: 

0 civil cases, broken down by type 
0 cases heard and pending before the Supreme Court 
0 

0 quarterly report containing: 
narrative report from probation officer 

number of criminal cases 
number of traffic and civil cases 
number of juvenile cases 

- - - 
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- amount of fines collected 

- amount of court costs collected 
grand.totals for each of above. 

- 

The 1982 monthly report contained: 

Q number of cases broken down by civil, criminal, 

0 

0 

juvenile 
narrative report on progress and objectives of the 
court 
offenses listed individually with fine and court cost. 

These reports should be designed to be a more valuable 

management tool. 

useful management information system and forms be developed. 

It is the Center's recommendation that a more 

The BIA should decide what information it needs to determine 

funding, staffing, facilities and equipment needs of the 

court. (See Charts 6, 7, 8, and 9 for recommended formats.) 

In addition the Menominee court is interested in purchasing 

IBM word processing equipment. (See Appendex F: Description 

Of IBM Word Processing Equipment.) 

with the IBM representative to develop report formats for case- 

lgad activity, financial information and any other management 

information the court or the BIA determine either useful or 

necessary. 

processor would eliminate the need to manually generate the 

reports described in Charts 6-9, and require no more clerical 

time than is currently utilized in doing the present reports. 

Collection of all of the data in the recommended formats would 

allow both the court and the BIA to more accurately evaluate 

and determine future court needs. 

be available to document and justify funding proposals for the 

Center staff could work 

Creating management information through the word 

Management information would 

Menominee court. 
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The Chief Justice a l so  i n d i c a t e d  t h a t  better management 

in fo rma t ion  would h e l p  j u s t i f y  t h e  c o u r t  budget  t o  t h e  t r i b a l  

c o u n c i l ,  

should  f u l f i l l  t h a t  need. 

case d i s p o s t i o n  w i l l  r e v e a l  t o  t h e  t r i be  b e n e f i t s  it r e c e i v e s  

from a d i s p o s i t i o n  of r e s t i t u t i o n  or work programs. 

b e n e f i t s  are n o t  reflected i n  s t a t i s t i c s  which merely r e v e a l  t h e  

amount of d o l l a r s  collected by t h e  c o u r t .  

Management informat ion ,  if c o l l e c t e d  as  proposed,  

For i n s t a n c e ,  complete  informat ion  On 

These 
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RECOMMENDATION 8 

AN APPROPRIATE SCHEDULE O F  COURT COSTS SHOULD BE DEVELOPED 

The  Menominee c o u r t  is a u t h o r i z e d  by t r i b a l  code [ R u l e s  of 

C i v i l  Procedure  5 2 4 ( c ) ]  t o  a s s e s s  c o s t s  of t h e  c a s e  a g a i n s t  

t h e  p a r t y  whom judgment i s  g iven .  The R u l e s  of Cr imina l  

Procedure  2 0 ( b )  a l s o  a l low c o s t s  t o  be a s s e s s e d  a g a i n s t  a 

de fendan t  found g u i l t y .  The Rules of C i v i l  Appeals ( R u l e  V I I )  

a l l ow c o s t s  a g a i n s t  t h e  l o s i n g  p a r t y .  C o s t s  a r e  no t  allowed i n  

c r i m i n a l  appea l s .  The c o u r t  does  c u r r e n t l y  a s s e s s  c o s t s  

a g a i n s t  p a r t i e s  b u t  does  n o t  have a uniform schedule  of c o s t s .  

P r o j e c t  s t a f f  were unable  t o  de te rmine  whether  c o s t s  a s s e s s e d  - 
a c c u r a t e l y  r e f l e c t  a c t u a l  c o u r t  expenses.  

I t  i s  t h e  C e n t e r ' s  recommendation t h a t  t h e  c o u r t  develop a 

uniform schedu le  of c o u r t  c o s t s .  An a c c e p t a b l e  method used by 

many s t a t e  c o u r t s  t o  a c c u r a t e l y  de te rmine  c o s t s  is  t o  d i v i d e  

t h e  number of c a s e s  i n t o  t o t a l  c o u r t  expend i tu re s .  The 

Menominee c o u r t  a t  p r e s e n t  could  no t  u t i l i z e  t h i s  system simce 

it has  no c e n t r a l  account ing  system t o  de te rmine  t o t a l  c o u r t  

e x p e n d i t u r e s .  The amount of B I A  c o n t r a c t  funds  and t h e  amount 

s p e n t  o u t  of t h e  t r i b a l  c o u r t  f u n d  should be added t o  equa l  t h e  

t o t a l  c o s t  of o p e r a t i n g  t h e  c o u r t .  T h e  Menominee c o u r t  should 

implement a c e n t r a l  account ing  system t o  de te rmine  t o t a l  c o u r t  
e x p e n d i t u r e s .  3 A  With  t h i s  in format ion  t h e  c o u r t  could  c r e a t e  

3A The T r i b a l  L e g i s l a t u r e  has  adopted CFR S e c t i o n  11.37 which 
. p r o v i d e s  i n  p a r t ,  I * .  . . a l l  money f i n e s  imposed s h a l l  be 

i n  t h e  n a t u r e  of an accessment f o r  t h e  payment of d e s i g -  
na ted  c o u r t  expenses  . . .I' T h i s  s e c t i o n  f u r t h e r  p rov ides ,  
t h a t  " t h e  d i s b u r s i n g  agen t  and t h e  c lerk s h a l l  keep an 
account ing  of a l l  s u c h  d e p o s i t s  and withdrawals  f o r  t h e  
i n s p e c t i o n  of pe r sons  i n t e r e s t e d . "  These r e c o r d s  were no t  
a v a i l a b l e  t o  p r o j e c t  s t a f f .  
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a j u s t i f i a b l e  s c h e d u l e  of c o u r t  c o s t s  based on ac tua l  expenses.  

I n  a d d i t i o n ,  t h i s  budget i n fo rma t ion  would be u s e f u l  f o r  

de t e rmin ing  f u t u r e  needs of t h e  c o u r t .  

RECOMMENDATION 9 

THE SUPREME COURT PROCEDURAL RULES NEED FURTHER ANALYSIS. 

_. 

The  Supreme Cour t  Chief  Just ice  indicated t h a t - h e  thought  

there  were some problems w i t h  p r o c e d u r a l  rules  of  t h e  a p p e l l a t e  

c o u r t .  

b e f o r e  an appea l  cou ld  be heard.  A brief  rev iew of t h e  

a p p e l l a t e  c o u r t  ru l e s  of  p rocedure  r e v e a l e d  t h a t  f o r  a c r i m i n a l  

a p p e a l  it cou ld  take 8 4  days  from t h e  date  of  s e n t e n c i n g  b e f o r e  

t h e  a p p e a l  i s  heard by t h e  Supreme Court .  A c i v i l  a p p e a l  cou ld  

take a s  long a s  1 0 4  days  from f i n a l  judgment .  

I n  p a r t i c u l a r ,  h e  mentioned t h e  ' l eng th  of t i m e  i t  took 

I t  i s  t h e  C e n t e r ' s  recommendation t h a t  t h e  a p p e l l a t e  rules 

b e  reviewed t o  i d e n t i f y  t h o s e  r u l e s  which c rea te  d e l a y  or o t h e r  

problems f o r  t h e  c o u r t  and recommenda.ti0n.s be made concern ing  

them. 

RECOMMENDATION 1 0  

THE MENOMINEE COURT NEEDS A PERSONNEL RECORDS SYSTEM DEVELOPED 
AND IMPLEMENTED 

Reques ts  f o r  j o b  d e s c r i p t i o n s  a t  t h e  Menominee c o u r t  

r evea led  t h a t  f e w  pe r sonne l  r e c o r d s  a r e  k e p t  a t  the c o u r t .  

Cour t  pe r sonne l  are t r i b a l  employees and comple te  pe r sonne l  
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f i l e s  are kept  a t  t r i b a l  government o f f i c e s .  The Chief Jus t ice  

of t h e  Supreme Court  c u r r e n t l y  has  pr imary r e s p o n s i b i l i t y  over 

c o u r t  o p e r a t i o n  and s t a f f .  The maintenance of c o u r t  pe r sonne l  

f i l e s  is c r u c i a l  t o  a c o u r t  pe r sonne l  system. 

The t r i b a l  c o n s t i t u t i o n  Art ic le  XV, S 1 requires a l l  employ- 

ment and promotions of t r i b a l  employees be based on merit  and 

f i t n e s s  a s  demonstrated by examinat ions o r  o t h e r  ev idence  

r e l e v a n t  t o  show competence f o r  t h e  p a r t i c u l a r  employment. 

Termina t ions  of employment s h a l l  be made s o l e l y  on t h e  basis  of 

incompetence o r  any o t h e r  reason  which  r e su l t s  i n  f a i l u r e  t o  

perform employment d u t i e s  s a t i s f a c t o r i l y .  

t h e  Supreme Court  is i n  t h e  b e s t  p o s i t i o n  t o  e v a l u a t e  cour t  

pe r sonne l  and t h u s  should have ready a c c e s s  t o  c o u r t  pe r sonne l  

f i l e s ,  so t h a t  h e  c a n  e a s i l y  i n s e r t  ev idence  of merit, f i t n e s s  

o r  competence f o r  i n d i v i d u a l s .  

The  Chief Jus t ice  of 

I t  is t h e  C e n t e r ' s  recommendation t h a t  a system of pe r sonne l  

r e c o r d s  be implemented a t  t h e  c o u r t .  I f  t h e  t r i b a l  government 

p r e f e r s  keeping c e r t a i n  required pe r sonne l  r e c o r d s  a t  t r i b a l  

o f f i c e s ,  a d u p l i c a t e  se t  of these  r e c o r d s  could  be kept  by t h e  

c o u r t .  Any a d d i t i o n a l  records would be main ta ined  s a f e l y  i n  

t h e  c o u r t s  f i l e .  

RECOMMENDATION 11 

. T h e  Chief Just ice  and c o u r t  s t a f f  a t  t h e  Menominee c o u r t  

expressed  i n t e r e s t  i n  t h e  development and implementat ion of a 

complete  pe r sonne l  system inc lud ing  c l a s s i f i c a t i o n  and pay 
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schedules. 

contract monies with salaries set by the tribal council. 

Although the tribal consitution mandates use of the merit 

principle in hiring and promotions, no documented system exists 

fo r  meeting those requirements. 

revealed that they do not exist f o r  all positions. 

Court staff are tribal employees paid from B I A  

Requests f o r  job descriptions 

The project staff observed that the Chief Justice is 

currently performing many of the administrative duties which 

could be assumed by a court administrator, These duties or  

tasks could be delegated to an administrator. 

of court has already been assuming some of the duties of a 

court administrator. 

chief court clerk could assumes the expanded duties of a court 

administrator. 

have to be adjusted to reflect increased duties and 

responsibilities, 

The-chief clerk 

An analysis might reveal that the present 

New classification and salary schedules would 

It is the Center's recommendation that an appropriate 

personnel system be developed and implemented. 

tions with qualification requirements should be created f o r  all 

positions. 

(including frequencies) should be created to conform with tribal 

constitution requirements. This effort would require desk 

.audits to determine duties performed by all personnel, and. 

preparation of job descriptions and minimum qualifications for 

all positions. 

son to similar positions within tribal government, 

Job descrip- 

A salary schedule and uniform method of evalution 

Salary schedules should be developed in compari- 
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These recommendations should take place after all 

' operational changes have been implemented so that personnel 

descriptions accurately reflect current practices. 

RECOMMENDATION 12 

A PROCEDURAL MANUAL SHOULD BE CREATED FOR THE COURT, 

The Menominee court currently uses two clerk's offices; 

criminal matters are handled in one office and civil in the 

other. Procedure sometimes varies between the offices. For 

instance, records are filed differently for civil and criminal 

and clerks must ask each other for directions to find 

information in the other's office. 

It is the Center's recommendation that a uniform procedure 

manual be developed and implemented by the court. 

and procedures should be documented after all operational 

changes have been implemented, including operational flow 

charts, so that the procedural manual reflects current 

operations more accurately. 

assure uniformity in court operations. 

(or be able to identify) all procedures and operations, creating 

less dependence on any one staff person. Documenting procedures 

and practices insures smooth court operations through staff 

turnover. 

familiar with all phases of operations creates a more stable 

and reliable public image. 

A l l  forms 

A standard procedure manual will 
c 

All clerks will know 

Uniformity in court practices and clerks thoroughly 
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RECOMMENDATION 13 

A BENCHBOOK SHOULD BE DEVELOPED TO AID TRIBAL COURT JUDGES. 

The Menominee court judiciary expressed interest in the 

creation of a benchbook. 

checklist of elements of offenses, procedures, and practices. 

Possibly an already existing benchbook could be adapted to fit 

It would provide judges with a 

the needs of the Menominee court. 

In the Center's opinion a benchbook would be very helpful 

to the court especially in light of the tribal code provision 

which mandates judicial reappointment every four years for 

Supreme court justices and every two years for tribal court 

justices. This provision potentially allows relatively frequent 

judicial change. 

or inexperienced judges and would help keep the court operating 

smoothly during the training period for new judges. 

A benchbook would be extremely useful to new 

RECOMMENDATION 14 

THE COURT STAFF, TRIBAL COUNCIL MEMBERS, AND POLICE NEED 
TRAINING ON COURT ROLES AND RELATIONSHIPS WITH OTHER 

. ccmmmm TAL BODIES. 
The Chief Justice at the Menominee court indicated that he 

would like mote training for court staff. 

for court staff is one of the objectives listed in the court's 

January, 1982 monthly report. 

Continuing education 

The Menominee Tribal Council recently appointed two new 

tribal court judges, both of whom are  relatively inexperienced. 

Substantive and procedural training should be provided f o r  new 

judges, as well as training to update more experienced judges. 
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The National Indian Court Judges Association (NAICJA) provides 

excellent substantive and procedural training for Indian court 

judges as well as resource materials for Indian courts. 

The tribal Court prosecutor indicated that he felt the need 

for further training to increase his competence. The prosecutor 
was appointed in October of 1981. 

prosecutor he was a Menominee tribal policeman. 

Indian Lawyers Training Program (AILTP) provides excellent 

substantive training for tribal prosecutors and advocates. 

Court may want to consider providing more substantive and 

procedural training to enable him to function more confidently 

in his position. 

Prior to becoming court 

The American 

The 

The clerical staff all indicated that they had had some 

training, but would like more. 

keeping seems to be adequate. 

that training for clerks on-site in general administration, 

improvements in local operations, and revisions due to code or 

Their training in basic record- 

It is project staff's opinion 

sfatutory change should be presented. 

In addition, court staff generally need training regarding 

the role of a court and relationships with other governmental 

offices. Tribal personnel need training on issues regarding 

the appearance of justice (e.g.,) the various relationships, 

between police/prosecutor, police/court, tribal council/court). 

The importance of freedom from even the appearance of impro- 

priety needs to be explained and stressed. 

recommendation that all court staff, police, prosecutor and 

tribal leaders receive training regarding roles and relationships 

with the court. 

It is the Center's 

This training should be provided on site. 
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Selecting Audio Equipment 
Any recording system must provide an accurate record of the 
c o w  proceedings. Although there are many choices in 
equipment design and features. not ail audio systems arc 
acceptable. The variery of options may confuse the corn 
manager who is selecting audio equipment for c o m m  
use. Problems may arise because there are no precise national 
standards for audio fidelity recording for c o m m  
dialogue. Only a few audio recording systems have been 
developed primarily for c o u m m  recording, and several 
audio manufacavcn have provided inferior or inappropriate 
audio recording systems to the c o w  during the 1960s and 
early 197Os--unfomnately, a few vendors still ancmpt to 
sei1 such equipment to some courts. 

In the late 1960s. scverai state courts and research 
organizations began prescribing recording standards and 
equipment feaolns needed to ensure a high quality, accurate 
audio recording system. As a result, several companies have 
developed audio systems specifically incorporating fearurn 
and capabilities desired for recording judicial proceedings. 

Nationwide audio standards for c o r n  arc difficult to 
establish because c o w  differ in courtmom acoustics, type 
of proceedings, uses of equipment (recording. playback, 
transcription, or a combination of such tasks), portability 
requirements, and specialized c o w  pacdces. 

Nevenheless. many gencral features and capabilities 
discussed in this report should be mandatory to ensure a high 
quaiity audio recording in a c o m m .  and if necessary, to ' 

efficiently prep= a verbatim transcript. 
Any evaluation and selection process for audio recording 

systems should include a rigorous field test of the equipment 
in court. The coun should require that any audio recording 
synem be evaluated and operated continuousiy under acNaI 
court conditions for severai days or weeks. 

This chapter further elaborates on selected technical 
specifications and componenrs and the rationale for such 
choices. .4pprndix A contams a detailed listing of the 
recommended system components and configurations for 
utili2ing audio recording. 

mls because the 7-inch reels require smaller, less powerful 
motors and brakes within the tape recorder, allowing use of a 
l a s  expensive and morc ponabie machine. The 7-inch retk 
also require less time to locate a selected portion of the tapc, 
provide the necessary continuous recording capability (few 
court proceedings last longer than thnt hours without a 
recess). and provide a more universal size that can k 
operated on another mnufactum's machines. 

AUDIO TAPES 

R e e f s  
Although polyesrertapes are more expensive than acetate. 

they are recommended because of their _mater tensile 
strength and resistance to moisture'and brittleness. Acetate 
tapes should be avoided. 

continuous recording in the counroom. recording speed. and 
tape quality. The principal choices are 7-inch or IO-inch tape 

The tape site depends upon tne time required for 

Cassettes 

lengths and thicknesses. Mini-cassenes arc not 
recommended for retording court proceedings. Cassene 
tapes should have a femc oxide coating and a tensilized 
polyester backing for gcatcr men-gh. Chromium dioxide 
coating is not recommended for cassenes because chromium 
dioxide is highly abrasive and will rapidly deteriorate the 
recording heads. 

The major limitation of ca~settes is the limited amount of 
continuous recording time. Three actions can increase the 
recording time: teducing the tape speed, demasing the tape 
thickness, or installing a dual cassene recorder system. 

The established indusuy standard for cassette tape speed is 
1 7/8 ips. Established for music recording, this speed 
unnecessarily limits continuous recording time because it is 
unnecessary for voice recording in the coumoom. A 15/16 
ips speed provides excellent recording quality for CouRIoOm 

testimony and substantially inmases the recording time for 
each cassene. While C-60 casseacs (60 minutes of 
continuous one-way recording at 15/16 ips without operator 
intervention to change tapes) are an excellent standard. most 
coum which have used high quality C-90 casse~cs 
(composed of a smaller tape thickness than C-60 cassenes) 
have bem satisfied with both audio quality and cassene 
reliabiliry . Some manufacturers offer even longer recording 
time by Iowenng the tape speed below 15/16 ips. The COUN 
should assess the tape savm_gs possibiliy as long as 
acceptable audio fiaeiin can be maintained. 

MICROPHONES 
Some microphone features are mandatory (balanced, low 

impedance). Other feamres (such as dircctiviry of the 
microphone) will depend upon the type of COUR proceeding. 
the acoustics of the particular counmom, the location of the 
panicular microphone. and the number and localir). of 
panicipants. 

Standard tape cassenes arc available with varying tape 

Microphone T y p e  
The dynamic microphone is most suitable for recording 



"courtroom proceedings. The dynamic type is preferred over * 
the electret condensor because it requ'lm minimal 
maintenawe and offers sufficient fidelity for voice 
recording, simpliciry and sturdiness, and adaptability to 
public address systems. 

A lapel (lavalier) microphone can be anached to a 
participant. It is not recommended for most judicial 
proceedings because a lavalier microphone is more 
expensive, is less reliable, and records extraneous 
noises-such as movements by the participant. In addition, it 
is often impropcriy anached to the panicipant, and causes 
inconvenience and delays when participants need to change 
lavaliers. 

Some manufactums offer a pause control (inhibitor) 
switch to be used by the judge or clerk to stop the recording 
during bench conferences and the like. Such an inhibitor 
switch is not recommended. Instead, a particular microphone 
should be temporarily disengaged to permit parties to have 
private conversations. A spring-loaded push-button switch 
allows a panicipant to momentarily disengage a microphone 
when the button is depressed. This push-button control 
ensures continuous recording without accidental stoppage, 
but allows participants to hold off-the-record conversations. 
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Figure 5.1.. Spring-loaded microphone. 

Output Impedance 

ohms) to help reduce or eliminate exuaneous noise. 
The microphone should have a low impedance (150-600 

Balanced Microphones 
Balanced microphones contain three wires (two signal 

wires apd a shield) connecting the microphone to the 
recorder. In many courts, microphones will require lengthy 
extension cords (20-75 feet) to be connected to the recorder. 
The microphone may pick up elecmcal interference from 
radio, television, or citizens band which must be screened 
out. If unbalanced microphones (containing only two signal 
wires) are installed, such signals will be recorded on the tape 
and may interfere with clarity of the courtroom testimony. 
Use of balanced microphone wires and connectors will 
reduce, and possibly eliminate, these extraneous signals and 
sounds. The recording device must also be equipped with 
balanced to ground input connectors. This type of connector 

removes the extraneous noise from the audio track before it 
can be recorded on the tape. 

Microphone Frequency Range 

range of sound., For ordinary coumOOm conversation the 
frequency response of the microphones should be 100 to 
10,OOO hertz (Hz). 

The microphone must be capable of picking up a sufficient 

Microphone Connections 
Microphones must be attached to the recorder. Toensure a 

permanent connection, professional quality three-prong 
locking connectors such as Cannon or Switchcraft ( X U )  
should be instailed. This type of connector will prevent 
accidental ~ ~ S C O M ~ C ~ ~ O X U  of microphones from the recorder. 

DireCtiVlty 
A microphone is designed to record sound from specific 

dmctions in relation to its placement. The recording pattern 
of microphones can be classified @to two 
categories-unidirectional (cardioid) microphones and 
omnidirectional microphones. The uni-directional 
microphone is more practical when speakers remain 
stationary or in close proximity to the mimphone, when 
extraneous sounds from outside or inside the c o m m  need 
to be reduced, and when participants are soft-spoken. 

The omni-dmctional microphone may provide geatcr 
latirude in recording sound when a participant. such as a 
lawyer, does not remain stationary. However. this type of 
microphone will pick up more exuaneous courtroom sounds. 

There is no definitive standard concerning the directivity 
of microphones used at a panicular location in the ceumoom. 
The type of proceedings and general courtroom acoustics arc 
important to determine whether a particular microphone 
should be uni- or omni-directional. The microphone 
standards listed in Appendix A suggest the type of d d v i t y  
for a particular microphone location. 

While the audio recording system must allow participants 
some flexibility in movement. some participants, 
paxticularly lawyers, might have to change walking panrms 
in order to ensure that the microphone picks up appropriate 
speech. Any speaker should face in the general direction of a 
microphone. 

Microphone Stands 
Whenever possible, microphones should be imerted into 

sound-isolated (acoustically isolated) stands or holden to 
reduce extraneous noise or vibration. Sound-isolated stands 
an very impomnt for microphones placed on tables or 
desks-such as counsel tables and at the judge's b e n c h 0  
reduce noises such as writing. hitting, or shuffling papers. 
Microphones should be placed on floor stands which should 
contain sound-isolated holders. The use of poxtable 
microphone stands is suggested to allow some flexibility in 
positioning the microphones for d-ifferent types of cdurt 
proceedings. 

AudiolVideo Recording 



Microphone Mlxer . 

microphones in the coumOOm than can be attached to the 
recorder. While a microphone mixer can be installed, it is not 
suggested because it requires a machine operator to monitor 
and to frequently change microphone signal levels. 

Three alternatives to a separate microphone mixa arc 
possible. In some COUN, an additional microphone may be 
necessary for a shon time such as during the voir dire 
examination. One of the regular microphones coukd be 
tmporarily moved; a microphone normally located at the 
wimess stand or counsel table could be moved dose to the 
jury box. In other cows an additional microphone may be 
pamanmtiy needed. 

Additional microphone inputs could be installed by using a 
Y-connecmr to COMCC! two microphones into one recording 
Pack. In this way, eight microphones can be cascaded into a 
four-track recorder. While feasible, these Y-connector~ 
weaken me signal mcngth and may affect sound fidelity. 

Insttad. the recording unit should contain a microphone 
mixer witirin the mordtr.  This approach allows additional 
microphones to be connected directly to the recorder without 
loss of signal strength or fidciity. 

Some c o w  may prefer or need to install more 

11- - 
Figure 5.2. Microphone mixa. 

AUDIO RECORDERS 
Recorders arc the most critical and complex component in 

an audio recording system. Recorders must accurately record 
proceedings under varying conditions, diffmnt speakers, 
and diverse types of proceedings. There arc various recorder 
designs and features available. Some are necessary to ensure 
comprehensive and comprehendable recording; other 
feantres are optional. 

. 

Dimensions 

machines. With the development of integrated ekcrronic 
circuits, small recorders can now provide high quality audio 
fideliry with minimal audio distortion. excellent 
performance. higher reliability. and bettn portability. Both 
reel and cassertc recording systems are becoming both 
smaller and easier to operate. As a result. the weight of any 
audio recording system should never exceed 50 to 55 pounds. 
bur preferably would weigh 20 to 25 pounds.. Heavier 
recorder units may contain outdated electronic components 
or may not be designed specifically for mobility or courtroom 
appiicatjons. such as police recording systems modified for 
COURS. Some jurisdictions will prefer ponable. lightweight 
equipment for relocating systems among courtrooms or 

Courts tend to prefer smaller.' portable recording 

Sclcczin g A irdio Eqcr ipm ent 

localities. A cassa& recording system weighing undcr 
25 pounds is recommended for such uses. Any audio 
recorders selected should be small enough to be placed on a 
standard desk or cabinet already available in the coumoom. 
Recorders should not exceed 24 inches in any dimension or 
exceed four cubic feet in volume. 

Operating Conditions 
A recorder should be operable in any courtroom faciliry 

regardless of aanospheric conditions: air conditioning is not 
q u k d .  The machine should be able to operate under 
conditions ranging from 32 to 105 degrees Fahrenheit 
tanperam and 0 to 99 percent relative humidity, with a 
standard power supply (120 volts. 60 Hr), and withstarrd 
voltage variations ("brownouts") of up to 15 ~CIEIDL 

Multi-Track (Channels) 

channels along which audio signals coming from different 
microphones arc separately recorded on the tape and permit 
voices recorded from various microphones to be played back 
 parar rely or m any combination desired. Multi-trask 
recording CqUipXImt  allows a listener or transcribe: to more 
easily identify the speaker and dearly distinguish and isolate 
natunents ma& simultaneousf?. . The multi-nadt capabiliry 
also permits the corn to remove orreduce c m a h  deleterious 
or undesirable background noises by listening to jus the 
microphone nearest the individual and to modify the 
sound volume on a particular track to improve the muffled, 
whispered, or loud statement being made by a participant. 
These exrraneous c o m m  noises can be controlled both 
during the proceeding and also during piayback of the tape. 

The four-uack recordins system should be used for audio 
=ording and transcription of c o w  proceedings. Only under 
specialized cimmswccs should a six- or eight-track 
ncording machine be considered. Four-uatk recorders 
should conform to NAB reel standards or Phillips cassene 
standards for four-nack width and track spacing medium 
being used. This will permit compatibility of rccorda=s and 
transcriben among jurisdictions which may use different 
manufacturers or models of equipment. 

Motors 
The number and type of motors can substantially affect the 

overall reliability of me recorder and tape speed contrul. 
Cassette recorders require only one motor. The best and mos 
durable reel tape recorders utilize three separate motors: one 

Multi-uacb recorders provide separate and distina 

drives the capstan. a rotaring shaft which pulls the tape at a 
constant speed: another conmls and pow= the take-up reel: 
and a third controls the supply reel. The capstan should be 
conmiled by solenoid-operated switches and seivo-capstan 
drives are recommended. 

The three-motor reel recorder is preferred because it 
smbilites the tape speed better. reducing the wow (slow 
repeated fluctuations) and fluner (shon rapid fluctuations). 
and reduces audio distonions: it is also a sjmpier mechanical 
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device and more reliable than a single motor system. 

durable since it requires additional mechanical linkages, 
belts and pulleys to operate the capstan and reels. 

The single motor reel recorder system is less reliable and 
E 

Volume Control 

during a COUR proceeding, the recorder must allow the 
operator to control and adjust the volume input from the 
various microphones. The operator should be able to adjust 
the gain control separately for each microphone or channel 
connected to the audio system. Two types of automatic 
volume control devices arc available-gain control or audio 
l imites-to modify weak or loud signals to a volume level 
comprehensible by most listenm. The automatic gain 
control device automatically amplifies weak signals and 
reduces loud signals so that the audio volume is within 
prescribed limirs, regardless of the volume of the original 
sound. The audio limiter merely reduces loud signals to the 
prescribed volume range. Since sound levels are constantly 
changing in the c o m m  and coun personnel may not have 
time to make quick adjustments, automatic gain control or 
audio limiter control with a manual override is suggested. 

Because of the number and varied location of panicipants z 
1 
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I Control Switches 
The recorder control, each clearly identified in English, 

should be located on the front panel and should include six 
modes: forward, pause, fast-forward, fast-reverse, stop and 
record. Solenoid switches are preferable to manual switches. 
The manual switches arc cheaper but less reliable. The 
solenoid switch consisfs of a push-button relay coupled to a 
microswitch which activates an electromagnet. This 
switching mechanism is simpler to operate and provides E bener reliability. 

0"" An index Counter counter must . be . easily visible to the operator so 
.. that appropriate log notations may be made during the 

proceeding. Some jurisdictions may want to add to the 
recorder a display (such as a light emitting diode-LED) 
which permits any panicipan? in the CoUrVOom to see and 
record the precise index number. With an LED. panicipants 
are assured that the machine is operating. and counsel or 
court personnel can note for later reference. readback, or 
transcription the point on the tape that records a specific 

/li 

E statement- To reduce prolonged searching far a panicular tape 
segment, the index counter must be so reliable that the 
desired information can be located within a few seconds after 
the counter number is reached. In addition, the counter 
should have a button to reset the counter to zero. 

An automatic electronic search option, available from 
some manufacturers. permits the user to specify a counter 
number for which the recorder will automatically search. 
This mechanism permits very fast and accurate indexing, but 
will increase the cost for each machine. 

I 
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Monnoring Equipment 1 
Cow personnel should monitor the recorder during corn 

proceedings to ensure that a complete record is being made 
and to readjust the audio recording system when necessary. 
The operator must be able to accomplish the following: 
- quickly monitor each recording track by means of an 

- quickly adjust the volume. if necessary; - listen to the quality of the recorded signal on any track; - easily view indicators that show strength of audio signals 

- know when a serious malfunction has occurred. 
The recorder. therefore, must have the following features: - a separate W-meter or light indicator for each audio 

- volume @sin> controi for each track; - output signal connected by an earphone jack to a headsec - a tape monitoring output from a playback head located 
after the record head; - a signal-sensing circuit to automatically xnse that a 
previously recorded audio signal is on the tape; and - an audible signal to not@ the operator and the 
paxticipants that the recorder or the tape (end of tape or 
broken tape) has malfunctioned. 

earphone jack; 

being recorded on the tape; and 

track; 

Recording Quality . 

High quality audio recording of judicial proceedings is 
difficult to quantify precisely. Basically. audio fidelity is the 
degree to which original sound is faithfully and accurately 
reproduced. For judicial purposes. adequate audio quality is 
necessary to clearly record coun proceedings with negligible 
distomon, whether caused by the machine or by extraneous 
noise. The audio quality necessary for recording verbatim 
statements in COW does not require the same high fidelity as 
recording music for home entertainment or hi-fi equipment. 

Improvements in one particular capability are sometimes 
achieved at the expense of another. for example, increasing 
the frequency range may cause a deterioration in the 
signal-to-noise (S/N) ratio. 

Unfortunately, manufacturers do not.measure or repon 
audio fidelity measurements such as frequency response 
range and signal-to-noise ratio in the same manner. Since 
manufacturers do not use comparable measurement 
techniques, a manufacturer's rating can be misleading or 
meaningless when compared to another manufacturer's. 
Courts should not use these mcasmments or ratings as the 
sole selection criteria. Judicial user experiences, vendor 
reputation. and, most critically. actual counmom testing 
should be critical determinants. 

Audio distortion. Distonion is the presence of extraneous 
sounds or hamonies which are not pan of the original sound 
or statement. Technically. distonion is the difference in the 
sound wave form between the original signal wave form and 
the reproduced audio signal. Distonions are more critical 
with musical recording than counrwm (voice) recording. 

Many audio components affect audio quality. 

Audio /Video Recording 



The best recording equipment will always produce some 
distonion due to electronic or mechanical limitations in any 
audio recording system. Acceptable courqoom recorders 
will control and limit these distortions. Maximum distonion 
should be no more than 3 percent. 

Frequency response range. Frequency response range of 
a recorder represents the range from the lowest (bass voice) to 
the highest (treble tones) pitched sound that can be recorded. 
The frequency response range is expressed in cycles per 
second (Ht). C o m m  recording equipment need only 
accurately record sound in the human voice range ( 100-6,oOO 
Hzjminimum acceptable range is 200 to 4OOO Hz-and not 
of the musical fidelity range (50-20,OOO Hz). Vendors should 
met! the specified frequency response range for both record 
and playback mods  at the normal operating tape speed. The 
'frequency &ge reported should be calibrated at 13.0 
decibel (db) variarion. To ensure that voice levels will k 
properiy recorded, a court houid test any propased audio 
recording system with individual voices from the cnrirc 
range. 

Signal to noise ratio. By limiting the fnquency response 
range, the manufacturer can provide improvements in the 
signal-to-noise ratio. This is a measure of the d o  of the 
desired audio signal compared to the extraneous noises 
caused by the recorder or its auxiliary components. If this 
ratio is too low, background noises due to hum (low 
frequency noises) or hiss (high frequency noises) can 
interfere with audibiiity of the voices being recorded. An 
acccpptable rating is a minimum of 35 db, but a higharating is 
desirable. Since manufacturers do not always calibrate or use 
the same staadard for determining a si@-to-noise rating, 
courts must carefully compare vendor measurements and 
claims. 
Crass bk Multi-mck recorders can cnatc undesirable 

cross-talk. Cross-talk occurs when there is sound leakape 
between two channels, that is, when a statement recorded on 
one channel can be heard during playback on another 
channel. Cross-talk calibration must be above 32 db. 

. 

monitoring for each track or any combination of recording 
tE3CkS. 

recorders arc utilized daily and when transcript preparation is 
primarily done by COUR personnel during nonnal c o w  work 
hours. An advantage of having a recording machine as a 
transcriber is that it can replace a malfunctioning recording 
machine. The best saatcgy depends upon the funds available 
for equipment expenditures. the personnel assigned to 
transcribe the tape, the location of transcription pcnonnel in 
relation to the recording system, the transcript vokume, and 
the availability of the recording machines for uansniption. 

If a recording machine is used to transcribe tapes, the 
machine must conrain an indicator switch or mechanism to 
prevent accidental erasure or rrcording over while 
transcribing. If a transcriber machine is used, it should not 
contain a record or erase head. 

Transcriber machines are useful when c o m m  

ACCESSORY EQUIPMENT 

Bulk Easen 
Erase heads should be excluded or m o v e d  from all  court 

recorders and transcribers. A bulk eraser, a special 
elecaomagne:~~ device generating a smng magnetic 'feld, 
can be purchased inexpensively (approximately S25 to 550) 
that can quickly exase any recorded tape within 5 to 15 
seconds. The bulk eraser provides a rziiabk method of 
compietcly erasing a recorded tape and preventing actidcatal 
erasure on a recorder or transcriber machine. 

Pupllcators 
In some jurisdiaions, lawyen or other govemrnent 

agencies may request a copy of h e  audio recording of the 
cow p e t d i n g .  Tnere arc two alternatives: (a) If the 
request is made before the c o w  proceeding begins. another 
recording device can be auached to the main recorder for 
simultaneous recording. The requesting parry could be 
permitted, upon proper notification of tie court, to attach his ' 

Transcribers 
A transcribins macnine must be compatible with the 

recording machine so that the recorded tape can k played 
back property anduanscribed efficiently. Any machine used 
as a uanscriber must have a foot control with forward, 
reveke, and stop modes and variable speed conmi. Controls 
which arc optional include automatic back-up and speech 
compression. 

The transcriber machine can either be the recording 
machine containing a few transcriber components or a 
aanscriber containing features compatible with the recording 
machine, including the same tape medium. the same track 
specifications (equivalent rack width and track spacing). the 
same tape speed, the same type of index counter and 
calibration. appropriate listening devices (both an internal 
loud speaker and an ourput signal conneaed to a headset). 
tone and volume control. speed control and separate audio Figure 5.3 Duplicator. 
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own recording device and provide his own tapes to obtain. 

requests are received after the testimony has been recorded. a 
duplicator machine can be used.' 

A duplicator is a high-speed audio reproduction system 

c I duplicate recorded copies of the proceeding: and (b) if 

'Another alternative. although cumbersotne and time-consuming. is to 
connect two standard recniders together 10 lrpmduce a second tape. I f  
requests for duplicate ups are infrequent (a  feu- times a year) this 
alternative is feasible. 
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which permits the original tape recording to be duplicated 
onto one or several tapes in minutes. Duplicators an 
available to copy one tape recording onto another tape such as 
cassette to another cassette. or from a reel to a cassette. 

There is little need for duplicators in most jurisdictions: 
however. some jurisdictions ma! proyide audio duplicating 
service instead of a typed manuscript to requesting parties or 
to appellate courts. Other COUN may contract with an 
independent transcription senice to produce additional 
copies. 

Audio /Video Recording 



_. 

I 
I 
8 
II 
I 

APPENDIX B 

"ONE WRITE" PEGBOARD ACCOUNTING SYSTEM 
FOR SMALL COURTS 



Pccounting poses 
problems for courts 
AU COW handle money for OM purpose 

r another. As such, hey arc rrqurred to 

receipt and disbursement of funds for a 
ariety of different accounts. All courts 

ive payment for filing fces. court costs, 
d fines, and some may rtceive child sup 

port and instahcnt pdgmcnt payments. 
filing f a  will generally amstitUte om 

p sum per case, although maay statcs 
require separate payment for individual 

traasactions relating to a case. In tams of 
burxment, the courts may expend money 

oprrating expenses, juror and w i m s ~  
s, child support, and, perhaps, payroll. 

In each case the COUR is responsible for 

L lain afcounting systems to manage the 

k 
E 
E 
F-g The integrity of the accotmting d 

accounting rccards that can k 

in many courts depends primarily on the 
of lraditional bound record books and 

n procedures that require accounting data r be posted in multiple locations. Most 
courts typically maintain the following types 
f records: receipt book or multipart receipt 
orms, casb book or joumal. account books 
ir ledger cards, deposit rsords, check- 
books. cash disbursement book or journal, 

yroll, corn budget, and nporrs. 
With the increase in court workloads and 

he demand for additional information and 
services by the public, courts arr: hard 

to maintain their CURUlt accounting 
ystcms accutately and uptodate without 

tive accounting systems arc therefore needed 
enable courts u) continue operating effec- 

vely. Thne altcraative systrms are dis- 

systems (for small corns), intelligent or 
logrammabie cash rrgistcIs (for small to 
d u m  courts), and computers (for medium 

viewed by an independtnt auditor. 

If 
P 
r creasing personnel nquirrwnrs. Altnna- 

T wised in this scp0I-c pegboard accounfing 

laxge courts). 
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Pegboard accounting systems 
offer solutions for small courts 

Most small coum throughout the country 
continue to ust mditional accounting books 
and proctdur# since many believe that these 
approaches arc the only economical way for 
them to maintain acnrrate zlcamingrrcwds. 
This belief, however, is often incorrect sincc 
modem manual accounting systcms can 
offer substautial improvemenrs and solutions 
at a minimal cost. Ihe pegboard accounting 
system, in particular, responds to the nceds 
of small courts through a forms system that 
g a d l y  costs less than CuneM accoynting 
books. d u c e s  pemnnel time required for 
acmunhg functions. and provides even 
greatcr accuracy than traditional accounting 
methods. 

a board with pegs along the left side as the 
sole piece of equipment. Forms such as 
g a d  ledger sheets (such as receipt or dis- 
bursement journals). individual account 
ledger cards (for CaEeS or iadividual atxmlrs), 
receipts, checks, deposit slips, and others arc 

Tht pegboard accounting system utilirts 

, . .  .. , 

specially designed as pan of the system to 
meet the needs of the court. The unique pan 

multiple fonns relating to tbe same transactio a 
(such as receipts, dcposit slips, and tty cash 
receipts journal) are designed so that co~rcs- 
pnding columns of information am securcly 
aligned by the pegs when thtse m r d s  arc 
placed on the pegboard. For example, in a 
cash receipt system, when the appropriate 
information is written on the receip, the 
impression is simuitaneausiy Rcordcd on the 
deposit slip and the cash receipt journal 
through the use of carbon backing (on the top 
of the receipt) and carbon paper @etwccn the 

iy, in a child support system, information is 
also transcribed on the individual account 
records while producing a receipt to k given 
to the individual, an may for tbe daily deposit 
slip, and a chrunologid may in the cash 
receipt journal. 

tomized to meet the individual needs of 
cows. For example, if the court is required 
to divide filing fees among the court fund. 
sheriffs fund, and library fund, appropriate 
columns could be pmvidcd on the cash pur- 
nal sheet for that purpose; after the receipt 
is pqared, these additional columns are 
completed indicaring portions of the filing fee 
to be allocated to each account. Each column 
can then be tallied at the boaom to dercrmine 
the total amounts to k transferred to each of 
these different accounrs. 

The court c d d  also design a c o m b i i  
cash receipt and dsbmmmt accounting 
system €or child support (or installment pay- 
mens for judgments). The child suppon sys- 
tem consists of specially designed cash E- 
ceipt and disbursement journal sheets. indi- 
vidual account cards. and a rseiptlchack 
form that runs the entire width of the cash 
receipt and journal sheet. Similarly, many 
other systems could be designed that would 
enable the COW to ~ n j  information on 
S C ~  diff~m Rcords with one impression. 

of the pegboard "counting systcm is that 

deposit slip and cash K!ceiptJournal). s i -  

Pegboard accounling systems can k cus- 



Automation streamlines accounting in large courts 
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Pegboard system pluses given .- 

will be acbiicved bough a subnantial reciuc- 
tion (up to 7%) in clericai time required to 
mainQin accounIing rtEords. 
0 Reduces training ninc. The pegbard 
accounting system is easy to learn andopcr- 
ate. No extensive hkkceping upcriaa 
is octdtd by individuais who record most 
idolmation in me system. (one poson, 
however. should be urpericnctd in the poli- 
cia govuniIlp thc corn accounting sysrnn 
and the methods for managing various 
accountr.) 
17 Prohccrr upto-dne records. With m- 
dit iod acaiunting sysiems.' the receipts 
may not bc posred to rile individual acfouIlLs 
or catfipumal until k i n  the day or we. 
Wi a pegboard aqounhg synem, ail 
r c c o r d s a R u p d a r c d ~  . y,andthdr - SIaDS can k acMatcly de-. 
0 R&ces audidng time. Sincc the pcg- 
kwd accounting systcm d i e s  the Q)UR 

to transcribe information to multiple rccocds 
with OM irnurcssion. an auditor necd not 
trace each location w b m  infomuon was 

was accumc. As a nsult. most auditors wi l l  

system. 

pdnrrikd to inuar: that the nanscripdon 

endorse rhe USC of the pegbard a#.aunMg 

. .  
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Old docket books 

JVlultipart forms 
Couns in Colorado and Alabama and a 

few other states have developed alterna- 
ive manual systems for smaller courts to 
eplace the hard bound books. commonly 
alled a Docket or Register of .4ctions, for 

listing case-reiated actions. These courts 
ow use a multipart form system similar p. the one shown below. The system 

consists of a Register of Actions sheet and 
wo or more index cards forming the 
ultipart form. When the basic case Ir: formation such as case number, style, 

and attorney names are typed on the top 
f the form, the index cards are also 
roduced at the same time through the 

use of carbon interleafs or carbonless 
aper. The Register of Actions sheet can 
en be maintained in a tub file or loose 

Continued on next page 

a 

E 

Effective forms design programs 
save courts time and monev 

Courts have experienced substantial 
savings in both personnel time and money 
through an effective forms design pro- 
gram. The State of Alabama, for exam- 
ple, reduced form costs for courts 
statewide from 53 million to S800.000 
annually through the development of a 
comprehensive statewide forms design 
program. Courts elsewhere could experi- 
ence comparable savings resulting from 
the consolidation and elimination of 
forms (designing one form to replace 
several others), improved forms design, 
and bulk purchasing. 

The following techniques are recom- 
mended in order to ensure an economical 
and effective court forms design program: 
0 Case number should appear in one 

unique location (generally upper 
corner) on all forms. 

replace docket 

Alabama civil case action 
summary multipart form 

J 

0 Form numbers, date of issue, and 
issuing agency should appear on all 
forms in the same location. 

0 Form titles should appear on top of all 
forms and uniquely define the form's 
purpose. 

0 Forms should be written in plain 
English; Latin, foreign terms, and 
legal terminology should not be used. 

0 Forms should be printed on letter-size 
paper: legal-size paper should not be 
used. 

0 Information on the forms should flow 
in a logical sequence. 

D Forms should be simple to under- 
stand: if necessary, instructions re- 
garding how to fill out the form should 
be printed on the back of the form. 

0 Space should be provided to insert 
variable (fill-in) information using the 
box design; space allocated should 
conform to the amount of information 
required to be inserted. 

0 Titles describing the variable (fill-in) 
information should be printed in small 
letters in the upper left-hand comer of 
each box. 

CI Variable (fill-in) information should 
generally be aligned to the left-hand 
margin to facilitate typing; other vari- 
able (fill-in) information should be 
located at a few predetermined (3 or 
4) tab stops: small vertical bars should 
be printed along the top of the form to 
indicate the location of tab stops. 

0 Line spacing on the form should be 
designed to correspond to typewriter 
spacing. 

0 Distribution information for multipart 
forms should be printed clearly on 
each part of the form. 

0 Forms should be consolidated 
whenever possible. 



Letter size paper becoming legal norm 
Traditionally, court case file records 

have been prepared on legal size paper. 
Advocates of legal size paper daim that 
the extra paper length enables form in- 
formation to fit on one side of a page and 
shortens the total number of pages of 
briefs and other long documents. 

In contrast to the courts, the rest of the 
business community generally uses letter 
sire paper (8W x 117 for most communi- 
cations. Letter size paper has become a 
standard for business and the general 
community (except for the federal gov- 
ernment) because it is sufficiently large to 
meet user needs. It is also relatively 
inexpensive compared with other paper 
sizes because the paper industry can cut 
this size inexpensively due to the huge 
demand. 

Besides the COUN, the federal gov- 
ernment has been the only significant 
group that has not adopted letter size 
paper as the standard. Since the 1920's. 
the federal government has wed 8" x 
10%" for government work. In December 
1978, aftcr much heated debate and re- 
search, the federai government finally 
decided to confom to the industxy letter 
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size standard effective January 1, 1980. 
The switch to the letter size, according to 
some experts, will save the federal gov- 
ernment between 910 million and S15 
million a year in paper costs alone. 

Should the COUN also conform to the 
letter size paper standard? The facts are 
compelling. First, legal size paper, filing 
equipment, and supplies cost 20% to 30% 
more than letter size. Second, legal size 
filing equipment occupies 30% more floor 
space than comparable letter size equip- 
ment. This is panicuiarly relevant for 
couru with limited filing and storage 
space. Often subsrantid space is wasted 
in alegal size filing system because 50% to 
70% of the documents &d arc actually 
kner size; yet, legal size dling quipment 
and supplies must still be provided. 
Third, most forms, orders, and letters can 
be conveniently prepared on letter sizc 
paper, provided proper forms design 
techniques are incorporated. (See Forms 
Design Checkfist.) 

As a result of the compelling cost and 
space benefits provided by letter sizc 
paper, some statcs have now mandated 
that all COUR case file records be on letter 
sire paper. The following states have 
already adopted the l t t t e~  size paper 
standard: Alaska, California, Connec- 
ticut, Kentucky, Massachusetts, New 
Jersey, Oregon, and Washington. (See 
California Rule 201. "Form of Papers 
Resented for Filing" below.) Several 
other states and individual courts have 
either adopted the letter sire paper stan- 
dard informally or are considering adopt- 
ing the letter size standard. The transition 
to letter sizc paper normally is ac- 
complished over several years to enable 

courts and attorneys to exhaust their 
supply of legal size paper and forms, and 
to enable the courts to acquire the appm 
priate equipment and suppiies to 
efficiently handle letter size paper. 

Some courts wishing to conveR to 
lener sire paper have experienced resis- 
tance fmm groups cliiging to traditional 
attitudes: "Letter size paper is just not 
Iegal!" Like any new system, the letter 
size paper standard must be sold to users 
by showing the substantial benefits of the 
new approach. 

California Court Rule Ml@) 
Rule 201(b) of the California Rules of 

Court is excerpted below as a good 
example of a cow rule controlling the 
form of documents presented for filing. 
Ruic ale) S i  of paper, paghtbn , *. u1 
papers shall be typewritten or printed, or 
prepared by a photocopying process or other 
dupticaiion process that wiU produce clear and 
permanent copies equally legible to printing, in 
type not smailer than pica size. on opaque, 
unglazed white paper of standard qualiiy oot 
lessthan13pouodweight.B-H"rll'in~. . . 
Only one side of the paper sball be used. and 
the lines of each page shaU be one and one-half 
spaced or double spaced and numbered con- 
secudveiy: pmvided. however, descriptions of 
real pmpefil may be tingle spaced and printed 

ings may be single spaced and have unnum- 
b e d  ha if they comply geneally wirh tbe 
space requirements of subdivision (c). Paper 
shall be numbered consecuriveiy at the bot- 
tom. All paga shall consist entirely of original 
pages without riders. and shal l  be finnly bound 
mgether atthe top. Exhibits may be fastened to 
pages of the specified size and. when prepared 
by a machine copying procas, shall be equal to 
typewrimn material in legibility and perma- 
nence of image. (AS amended effecfive 
J a n w  1.1976. . . ) 

foms of Corporate sumty bonds a d  Udenak- 

MULTIPART FORMS 
Conrinrtcd from previous page 
leaf to facilitate easy access while the 
w e  is open. The index cards are main- 
tained in m e  alphabetical order in card 
filing equipment or as input to a computer 
data en- system. 

The multipart Register of Action form 
was developed in response to severe 
problems caused by mainraining records 
in bound books. Bound boob were onct 
appropriate to ensure record integrity 
when w e  volumes were low. Docket 
books arc now extremely expensive 
(costing up to 5600 per book) and must be 
stored on expensive roller shelving (cost- 
ing S800 to fl.200). Books an extremely 
heavy and difficult to handle and all too 
oftcn live up to the name "hernia books" 
given to them by the CITAT Project staff .  
The books arc difficult to microfilm, 

requiring the binding to be cut and a 
special planetary camera to accommo- 
date the oversized pages (often as large as 
1 8  x 227. 

The Regisrer of Action9 sheet is much 
easier than books for the staff to handle 
and use. This sheet can also be rapidly 
microfilmed. In addition, substantial staff 
time is saved by simultaneously produc- 
ing the index cards when the Register of 
Actions heading is typed, without aadi- 
tional staff effort. Courts using this 
system have been very pleased with the 
results. 

Cl"ne Colorado rnultipan Register of 
Action system is described in the Na- 
tional Center pubiication Manual Case 
Processing: A Modei System. E007. 
f3.25.) 



I 

I 
I 

I 
1 APPENDIX D 

NATIONAL CENTER FOR STATE COURTS 
REPORT ON RECORD RETENTION AND DISPOSITION 

I 



1 present problems 
for courts 

Courts throughout the country are ex- 
periencing difficulty with the manage- 
ment and maintenance of inactive rec- 
ords. Coun space is expensive and often 
lirnited-especially easily accessible 
office space. With the increases in new 
cases and documents, retrieval time in- 
creases, and misfiling becomes more fre- 
quent. In order to free court space and 
alleviate filing congestion, closed or inac- 
tive case files should be removed from the 
main filing area and filed separately. Most 
courts, however, do not have adequate 
storage space or expertise in long-term 
records maintenance. As a result, many 
valuable court-records may be damaged 
or destroyed through improper storage. 
Courts records storage areas often 

have the following characteristics: 
-Records are stored without any sys- 

tematic control as to storage location or 
record content. 

-Records are often maintained in a 
disorderly manner, with records lying 
loose on the floor or spilling off shelves. 

-Records are stored under water pipes 
or in basements subject to flooding. 

-Rats and other pests are often found in 
the records area. 

-Unauthorized persons are given access 
to the records room, and valuable 
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records are sometimes damaged or 
stolen. I -Records are deteriorating because of 
the passage of time, improper usage, or 
climate. 

If these problems describe your inactive I records storage, the development of a .. 

records reteGion or efficient inactive 
records storage program is needed im- 
mediately. 1 

National Center for State Courts 

Court Improvement Through 
Applied Technology (CITAT) 
INACTIVE RECORDS: RETENTION AND DISPOSITION August 1979 

Retention and disposition schedule 
aids effective records management 

Unlike wine and cheese, court records 
do not improve with age. A comprehen- 
sive records-retention and -disposition 
schedule facilitates the preservation of 
valuable records and the destruction of 
valueless records. 

The development of an effective reten- 
tion and disposition schedule begins with 
a complete list of all record types cur- 
rently being maintained by the court. The 
le@, administrative, fiscal, or historical 
value of each record must then be deter- 
mined. A retention period is then as- 
signed, according to this value. This 
generally reflects the period during which 
the record may be required for a court 
proceeding or to verify an individual 
right. During the retention period, the 
record must be retained in some form 
(either on paper or microfilm), either in 
the court facilities or in some remote 
location. 

At the conclusion of the retention 
period, the records should be destroyed 
or eliminated from the jurisdiction of the 
court according to the predetermined 
schedule. It is vital that destruction be not 
only allowed, but required if the 
records-management program is to be 
successful. The major reasons for de- 
veloping a strong rerention and destruc- 
tion schedule are cost, space, and time 
savings, and these savings can only be 
realized if valueicss records are regularly 
purged. 

It is recommended that the records- 
retention and -destruction schedule be 
implemented and enforced through the 
use of court rule. It is important that court 
rule rather than statutes be developed, for 
statutes are far more difficult and time 
consuming to enact and revise. The Su- 
preme Court, by exercising its statewide 
authority in this area. will be able to 
develop the records-management pro- 
gram faster and more uniformiy, while 

Warehouse open steel shelving 
and record center boxes 

still allowing for future changes if neces- 
sary. 

Once a records-re.tention and 
-disposition schedule has been atab- 
lished. inactive records can be effectively 
managed. Generally, records will be 
handled in one of the following three 
ways: 

(1) Destroy Valueless Records: Destruc- 
tion of records is the recommended way 
to eliminate records whose retention has 
expired. The cost is minimal, and the 
benefit in space savings and improved 
operation could be substantial. Some 
records may even be sold for recycling 
with the revenue used to help finance the 
records-management program. 

(2) Store Inactive Records in Low-Cost 
Storage Facility: Records that are no 
longer needed for daily court operation 
but cannot be destroyed may be relegated 
to a remote, less accessible. low-cost 
records storage area. 

(3) Destroy inactive Records After 
Microfilming: Inactive records should be 
microfilmed only if the retention period is 
more than 10 years and if the paper 
records will be destroyed after the 
microfilm has been verified. 



Guidelines given for inactive records I storage 
Warehouse Open Steei Shelving 
0 Height: Warehouse steel shelving 
should extend as high as the facilities 
permit or to a maximum height of 12 to 14 
boxes. A clearance of 18 to 24 inches from 
the ceiling is generally required for light- 
ing fixtures and water sprinklers. 
0 Width: Shelving units should be as 
wide as possible, because wider shelves 
provide the best cost-to-filing inches ratio 
and require fewer units to fill a given size 
records room. Generally a 42- to &inch 
shelf is recommended. Sufficient space 
(two to thne inches per shelf) should be 
provided to insert and remove storage 
box-. 
0 Depth: Warehouse shelving should be 
suf6ciently deep to accommodate two 
boxes back-to-back on the shelf. Most 
storage boxes wiil be adequately s u p  
ported two deep by a 30-inch shelf. 
0 Number of Shelves: Two storage 
boxa  may be stacked on top of each 
other on each shelf, generally requiring a 
%inch separation between individual 
shelves. Boxes may also be placed OII 
individual shelves ( I  1 inches apart) with- 
out stacking to facilitate retrieval: this 
approach, however, is more costly in 
terms of equipment, since more shelves 
are required. 
0 Side and End Panels: No side or end 
panels should be used with warehouse 

steel shelving. 
0 Support Design: "?"'-shaped upright 
suppons are prefemd.. since one suppon 
can be used to connect two units of 
shelving. These suppons are recom- 
mended when the shelving unit will re- 
main stationary. If the units will be 
moved, "L"-shaped supports that attach 
to all four corners of the shelving will be 
required. 
0 Assembly: Units should be acquired 
that require minimal assembly but pro- 
vide the requisite strength and support., 
0 Aisles: Warehouse shelving requim 
only a 30.inch aisle between the units. 
Shelving rows should not extend more 
than 30 feet without an access aisle to 
facilitase movement within the files. 
0 Accessories: A mobile steel ladder will 
facilitate access to the higher levels of the 
filing tier, and movable carts arc recom- 
mended to aid in the Pansfer and remevai 
of the storage boxa. 

Storage Boxes 
0 Size: A standard-size storage box 
measures 15" x 12" x Io". These boxes 
an designed to hold legal-size folders in 
one direction and letter-size folders in the 
other. 
0 Marerial: Boxes should be made b m  
heavy-duty corrugated cardboard. 
0 Strengfh: The double wail 175# 

Proper storage protects records 
from damage by fire and water 

When adequate space is available 
within or near the COUR, the COUR- 
operated records center will generally 
prove to be the least expensive and most 
*convenient means to store inactive court 
records. Au records will remain under 
court control and can easiiy and inexpen- 
siveiy be retrieved. 

Protection from f i e  is a primary con- 
cern when storing paper documents. 
Tats have shown that records packed 
tightly in corrugated cardboard storage 
boxa will not bum easily. A water 
sprinkler system should be installed 
equipped with sprinkler heads that will 
discharge independently to extinguish a 
localized tire without discharging the 
whole sprinkler system. A smoke detcc- 
tor should be installed in conjunction with 
the water sprinkler to give early warning 
of fire to enable the staff to extinguish the 
flames with fire extinguishers; the smoke 
detectors can be hooked directly to the 
fire depanment or to an aiarm in the 
clerk's office. Fires can therefore be 
extinguished e d y ,  before the heat dis- 
charges the water sprinkler and possibly 
damages the records. Fire extinguishen 

should be readily available and all staff 
trained in their use. A Halon gas system, 
which will automatically extinguish fires 
with minimal damage to the records, 
should also be considered by COUN. Of 
course. the besr way to combat firs is to 
prevent them. Smoking prohibitions 
should be enforced in the records ana 
and in the surrounding areas. 

Court records couid also be damaged 
from water pipes or flooding. The storage 
facilities should never be located in a 
room that has water pipes overhead. In 
addition, the lowest shelf on the fling unit 
should be ekvatcd at least four incha to 
allow for potential flooding. 

Inactive records an best maintained at 
a temperature below 70'' F and a low 
humidity (50-60 percent). Records should 
not be stored near a heat source, such as a 
furnace or hot-air vent. 

Inactive records rooms should have 
lighting, preferably fluorescent, located 
over aisles. This is especially imponant 
for inactive records. since high f h g  
equipment is used. which might obstruct 
the light. 

strength is preferred, although a single ~ 

wall ZOO# strength is acceptable. 
0 Opening: Topopening storage boxes 
provide dense record storage at the low- 
est cost. When boxes are stacked on top 
of each other, it will be necessary to 
remove the top box in order to gain access 
to the lower one. Since these boxes will 
weigh 30 to 50 pounds when full. moving 
them can be difficult. 
Front-opening storage boxes are de- 
signed to store side-tab file folders. E v a  
when boxes are stacked on top of each 
other, records can st i l l  be accessed with- 
out the need to remove or relocate any 
box. Front-opening storage boxes, how- 
ever, cost five to ten times more - the 
equivalent standard topopening storage 
box and provide less protection for the 
records. 
0 Acid Content: For long-term records 
storage (100 ycars or more) acid-he 
boxa  arc recommended. 
0 Hand hold: Hand holds should be 
provided on KWO sides of the box. The 
cut-outs for the hand holds should swing 
down to enclose and protect the records 
when not in use. 
0 Assembly: Boxa should be easy to 
assemble, with instructions clearly 
marked on the box. 

Construction: No staples should k 
used on the boxes as they may injure 
users and mst with time. Scams should be 
glued with non-water-soluble due. 
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APPENDIX E 

WISCONSIN RECORDS RETENTION SCHEDULE 



WISCONSIN STATE COURTS RECORDS RETENTION S’CHEDULE 

AND DISPOSITION PROCEDURES 

SCOPE : 

T h e  following con ta ins  information concerning t h e  

p r e s e r v a t i o n ,  r e t e n t i o n  and d e s t r u c t i o n  of papers ,  books 

and records  f i l e d  w i t h  t h e  c l e r k  of t h e  c i r c u i t  c o u r t  and 

t h e  r e g i s t e r  i n  probate .  

STATUTORY REQUIREMENTS : 

C l e r k  of C i r c u i t  Court 

T h e  c l e r k  of t h e  c i r cu i t  c o u r t  s h a l l  f i l e  and keep a l l  

papers  proper ly  deposi ted w i t h  him or  h e r  i n  every a c t i o n  

or proceeding u n l e s s  requi red  t o  t r ansmi t  s u c h  papers  and 

keep o ther  c o u r t  papers ,  books, and records as s p e c i f i e d  

i n  s e c t i o n  59.39. 

R e g i s t e r s  i n  Probate  

T h e  r e g i s t e r  i n  probate  s h a l l  f i l e  and keep a l l  papers  

proper ly  deposi ted w i t h  h im or h e r  u n l e s s  requi red  t o  

t ransmi t  s u c h  papers.  [S 851.72(1) I .  

D E S I G N A T I O N  OF CASE PAPERS THAT DO NOT HAVE LONG TERM 

RETENTION VALUE: 

Ce r t a in  case  papers  have value only a s  long  a s  t h e  case  

i s  a c t i v e .  They do n o t  have l o n g  term r e t e n t i o n  value.  

T h e s e  papers  i n c l u d e :  

1. Correspondence n o t  pe r t a in ing  t o  t h e  substance 
of t h e  ca se  e.g. t r a n s m i t t a l  l e t t e r s ,  l e t t e r s  
dea l ing  w i t h  s c h e d u l i n g  and a f f i d a v i t s  of 
mailing. 



2. Receipts. 

3 .  B r i e f s ,  memorandum of law, memorandum of b r i e f s .  

4 .  Copies of documents f o r  which  t h e  c o u r t  i s  not 
t h e  primary o f f i c e  of record,  e.g. p o l i c e  
r e p o r t s ,  probat ion r epor t s .  

5. Duplicate  copies  of proceedings.  

r 

6. Copies of documents a t tached  t o  an a f f i d a v i t  of 
se rv ice .  

7. Judge ' s  bench notes.  

8. 

9. I n t e r r o g a t o r i e s .  

Typed or hand wr i t t en  no te s  of cour t  personnel.  

T h e s e  papers  a r e  d a t e  stamped upon r e c e i p t  and may also 

be stamped "Received" i f  t h e  clerk or r e g i s t e r  w i s h e s  t o  

do so. A t  c a s e  d i s p o s i t i o n ,  these papers  a r e  discarded 

from t h e  f i l e  fo lde r .  

AUTHORITY TO DESTROY COURT RECORDS: 

Count ies  with less than 5 0 0 , 0 0 0  persons: 

Records of any c o u r t  of record i n  coun t i e s  of l e s s  than 

- 5 0 0 , 0 0 0  which have been photographed or microphotographed 

under s e c t i o n  59.715(20) o r  deemed obso le t e  and u s e l e s s  

and ordered destroyed by t h e  judge of t h e  c o u r t  may be 

destroyed i f  t i t l e  is not accepted by tne h i s t o r i c a l  

s o c i e t y  w i t h i n  60 days a f t e r  a wr i t t en  0 f f e r . i ~  made 

u n d e r  s e c t i o n s  59.716, 5 9 . 7 1 7 ,  59.716. I t  should be 

noted, however, t h a t  t h e  S t a t e  H i s t o r i c a l  Society waives 

t h e  r i g h t  t o  n o t i f i c a t i o n  f o r  t h e  following record 

numbers  as set f o r t h  on pages 7-13 below: 4, 7 ,  8 ,  9 ,  

16, 18-21, 23, 25, 27, and 28. No p r i o r  n o t i f i c a t i o n  or' 

1 
I 
1 

I 
I 

L 

I 

I 

I 
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I 
i n t e n t  t o  d e s t r o y  t h e s e  r e c o r d s  is r e q u i r e d  t o  be s e n t  t o  

t h e  S t a t e  H i s t o r i c a l  Soc ie ty .  

C o u n t i e s  with 500,000 or more popu la t ion :  

Coun t i e s  with a popu la t ion  of 500,000 o r  more may p rov ide  

by o rd inance  f o r  t h e  d e s t r u c t i o n  of o b s o l e t e  p u b l i c  

r e c o r d s  wi thout  regard  t o  sect ions 59.715 t o  59.717 

p rov ided  t h a t  t h e  pe r iod  of  t i m e  any p u b l i c  record  i s  

kept b e f o r e  d e s t r u c t i o n  f u l f i l l s  t h e  specific t i m e  

p e r i o d s  expressed with s e c t i o n  59.715. [S 19.21(6)  ] 

I 
1 
I 

METHODS O F  RECORDS DESTRUCTION: 

1 
I 
I 
1 
I 
.- 

When r e c o r d s  are approved f o r  d e s t r u c t i o n ,  t h e  c lerk of 

c o u r t  o r  t h e  r e g i s t e r  i n  p r o b a t e  should d e s t r o y  t h e  

r e c o r d s  promptly and e f f e c t i v e l y .  

such d e s t r u c t i o n  s h a l l  be t o  reduce t h e  r eco rds  t o  an 

T h e  primary purpose of 

i l l e g i b l e  cond i t ion .  Burning, pu lp ing ,  shredding or 

us ing  f o r  land  f i l l  are t h e  most e f f e c t i v e  methods f o r  

accomplishing t h a t  purpose.  

Pu r suan t  t o  a p p r o p r i a t e  a u t h o r i z a t i o n  from t h e  Court  

Records Management Committee, a c o u r t  may d e s t r o y  r e c o r d s  

by r e s e l l i n g  them f o r  r e c y c l i n g  purposes ,  under t h e  

fo l lowing  c o n d i t i o n s :  

1. , The prompt d e s t r u c t i o n  of t h e  record  s h a l l . b e .  
e n s u r e d  and r e s p o n s i b i l i t y  f o r  such d e s t r u c t i o n  
s h a l l  con t inue  t o  be t h a t  of t h e  agency u n t i l  
e f f e c t u a t e d .  

2.  Records s h a l l  no t  be kept  i n  unat tended or  
unpro tec ted  s t o r a g e  awa i t ing  t h e i r  d e s t r u c t i o n .  

3 .  The person o r  e n t i t y  t o  whom t h e  r e c o r d s  are 
s o l d  p rov ides  evidence of t h e  d e s t r u c t i o n  of 
such r eco rds  i n  t h e  form of a d e s t r u c t i o n  
cer t i f icate .  

- 3 -  



A cer t i f icate  of d e s t r u c t i o n  should be prepared  

i n d i c a t i n g  t h e  r eco rds  des t royed .  

C o n f i d e n t i a l  r eco rds  should be des t royed  only  by c o u r t  

personnel .  

COURT RECORDS MANAGEMENT COMMITTEE: 

A s t a t e  c o u r t  r eco rds  management committee w i l l  ove r see  

records management i s s u e s  and m a k e  recommendations as  t o  

when c e r t a i n  types of c o u r t  r eco rds  should be d e c l a r e d  

o b s o l e t e  and u s e l e s s ,  The committee w i l l  m e e t  a t  l e a s t  

annua l ly  and c o n s i s t  o f :  

2 

2 

1 

1 

1 

a. 2 

Judges  des igna ted  by t h e  Chief Judges Conference; 

C l e r k s  of Court  des igna ted  by t h e  C l e r k s  of 
Court  Assoc ia t ion ;  

Represen ta t ive  designed by t h e  S t a t e  Court  
Admin i s t r a to r ;  

Represen ta t ive  of t h e  S t a t e  H i s t o r i c a l  S o c i e t y ;  

Represen ta t ive  of t h e  J u d i c i a l  Conference,  
J u v e n i l e  Sec t ion :  

Represen ta t ives  of t h e  R e g i s t e r s  i n  P r o b a t e s  
Assoc ia t ion .  

T h e  s p e c i f i c  d u t i e s  of t h e  committee s h a l l  be to :  

1. 

2 .  

3 .  

4.  

5 .  

Recommend t o  t h e  Supreme Court  when c o u r t  
r e c o r d s  should be deemed o b s o l e t e  and useless 
under  t h e  p r o v i s i o n s  of s e c t i o n  59.715 ( 2 0 )  (c )  . 
Recommend any s t a t u t o r y  o r  r u l e  changes r e l a t e d  
t o  r e c o r d s  management, r e t e n t i o n  and d e s t r u c t i o n .  

E s t a b l i s h  s t a n d a r d s ,  p rocedures  and techniques  
for e f f e c t i v e  management of r eco rds ,  

Designate  pape r s  t h a t  do not  have long term 
r e t e n t i o n  va lue  f o r  each case type. 

Develop s t anda rds  t o  ensure  t h e  proper  and 
e f f i c i e n t  u t i l i z a t i o n  of microf i lming  s e r v i c e s .  I 

- 4 -  
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I 
I 
,I 
li 
I 
I 
I 
I 
I 
8 
1 
1. 
1 
I 
I 
1 
I 
I 
I 

.. 

COURT RECORDS LIASON OFFICER: 

Each c o u r t  should  d e s i g n a t e  a c o u r t  r e c o r d s  l i a s o n  

o f f i c e r  t o  implement t h e  s tandards,  p rocedures  and 

t e c h n i q u e s ' o f  t h e  cour t  r e c o r d s  management program, The 

c o u r t  records l i a s o n  o f f i c e r  should c o o p e r a t e  w i t h  and 

assist t h e  c o u r t s  r e c o r d s  management committee i n  t h e  

performance of i t s  d u t i e s .  

FORMS : 

S e v e r a l  forms are available t o  assist t h e  cour t s  i n  

c a r r y i n g  o u t  t h e i r  records r e t e n t i o n  and d i s p o s i t i o n  

r e s p o n s i b i l i t i e s ,  (See Appendix) Cour t s  should u s e  

forms s u b s t a n t i a l l y  i n  t h e  same format  a s  t h e s e  forms, 

1. 

2. 

3 .  

4,  

5 .  

6. 

7 .  

8 .  

9. 

S t i p u l a t i o n  and orde r  f o r  r e t u r n / d e s t r u c t i o n  of 
e x h i b i t s  and/or unopened d i s p o s i t i o n s  

S t i p u l a t i o n  and o rde r  r e l e a s i n g  e x h i b i t s  

Order f o r  d e s t r u c t i o n  of e x h i b i t s  

Order and n o t i c e  t o  Wisconsin S t a t e  Histor ical  
S o c i e t y  

Order fo r  t r a n s f e r  of r eco rds  t o  t h e  H i s t o r i c a l  
S o c i e t y  

Order f o r  d e s t r u c t i o n  ( a f t e r  microf i lming)  

Order f o r  d e s t r u c t i o n  ( o b s o l e t e  and  useless)  
, * .  

Order t o  t r a n s f e r  r eco rds  t o  r e p o s i t o r y  
( U n i v e r s i t y  of Wisconsin) 

Rece ip t  of r eco rds .  

- 5 -  



-CORDS RETENTION SCHEDULE: 

The  fol lowing records r e t e n t i o n  s c h e d u l e  o u t l i n e s  f o r  

each clerk of c o u r t  and register i n  probate  t h e  required 

r e t e n t i o n  pe r iods  f o r  each record series. 

s t a t u t e s  require t h e  permanent r e t e n t i o n  of almost a l l  

C u r r e n t  

c o u r t  r eco rds  either i n  hard copy or microfilm form 

un les s  a judge deems t h e  record 

[ s  59 .715(20 )  (c) 1 T h e  schedule  recommends when each 

record series should be deemed o b s o l e t e  and useless. 

recommended t i m e  pe r iods  are based on an a n a l y s i s  'of t h e  

u s e f u l  legal l i f e  of t h e  record. 

t h e  record may extend beyond its l e g a l  l i f e .  

resources permit ,  t h e  S t a t e  H i s t o r i c a l  Socie.ty w i l l  

s e l e c t i v e l y  r e t a i n  records of permanent research  value. 

It will not  be poss ib l e  f o r  t h e  S t a t e  H i s t o r i c a l  Soc ie ty  

t o  r e t a i n  all records of p o t e n t i a l  research  value,  

p a r t i c u l a r l y  where t h e  records have not  been l o c a l l y  

m i c  r of i lmed . 

"obsole te  and useless". 

The  

The research value of a 

As i ts  
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WISCONSIN CIRCUIT COURT RECORDS RETENTION SCHEDULE 

Type of Record 

1. CASE FILES ,I When Deemed Obsole te  & Useless* 

1.1 C i v i l  

a. Dismissed c a s e s  ( inc lud -  1 0  y e a r s  a f te r  f i n a l  o rde r  
i ng  s t i p u l a t i o n s )  excluding t i m e  on appea l  

o r  1 0  y e a r s  a f t e r  case 
becomes dormant1 

b. Cases n o t  d i sposed  
by d i s m i s s a l  

20 y e a r s  af ter  f i n a l  order  
excluding t i m e  on appeal or 
1 0  y e a r s  a f t e r  case becomes 
dormant2 

* The paper copy of a l l  c o u r t  r eco rds  may be des t royed  a f t e r  t e n  
y e a r s  if microfi lmed.  [ S  59.715(20)]  8 

Various  states allow f o r  d e s t r u c t i o n  of dismissed c i v i l  ' 

cases i n  even less than  1 0  years .  See C a l i f o r n i a  Gov't .  
Code S 69503,1(c) f o r  d e s t r u c t i o n  a f t e r  seven ( 7 )  yea r s .  

8 
2 

.. 

Cour t s  wishing t o  main ta in  some record  of t h e  c a s e  beyond 
i t s  l e g a l  l i f e  may elect  t o  r e t a i n  t h e  judgment and o r d e r  
record  series. 
Idaho. R u l e  79 (d )  of t h e  Rules and C i v i l  Procedure  a l l o w  
f o r  t h e  " d e s t r u c t i o n  of a l l  p l ead ings ,  motions,  a f f i d a v i t s ,  
o r d e r s ,  e x h i b i t s  and documents of every n a t u r e ,  k i n d  and 
d e s c r i p t i o n  pursuant  t o  o rde r  of t h e  c o u r t "  one year  from 
expi ' ra t ion  of t h e  time f o r  appea l  provided' t h e  f i n a l  o r d e r ,  
judgment or  decree i s  preserved  i n d e f i n i t e l y .  T h e  20-year 
pe r iod  f u l f i l l s  t h e  requirements  of a b s t r a c t o r s  t o  i n c l u d e  
i n  a b s t r a c t s  judgments and s t a t e  t a x  war ran t s  docketed f o r  
more than  1 0  years .  (Abs t r ac t ing  S tandards  Approved by t h e  
Real  P rope r ty ,  Probate  and T r u s t  S e c t i o n  A b s t r a c t  S t anda rds  
Committee of t h e  S t a t e  Bar Assoc ia t ion ,  August 1 9 ,  1975.) 
S e c t i o n  893.40 s ta tes  "An a c t i o n  upon a judgment o r  d e c r e e  
of a c o u r t  of record  of any s t a t e  o r  of t h e  U n i t e d  S ta tes  
s h a l l  be commended wi th in  20 years a f t e r  t h e  judgment or 
d e c r e e  is entered o r  be barred. 

T h i s  approach p a r a l l e l s  t h e  approach i n  

- 7 -  



Type of Record 

1.2 Smal l  Claims' 

a. If  s e r v i c e  is n o t  
ob t a i n  ed 

b. Cases not  disposed by 
dismissal  

1.3 Family, p a t e r n i t y ,  c i v i l  
commitment, adoption 
probate  and guardianship 

a. Dismissed c a s e s  

b. Cases not  disposed 
by dismissal 

1.4 Felonies  

a. Dismissed cases  

b. Cases not  disposed by 
d i smis sa l  

1; 5 Misdemeanors 
c 

When Deemed Obsolete 
& Useless  

60 days a f te r  f i l i n g  
of complaint3 

20  yea r s  a f te r  f i n a l  order  
excluding time on appeal or  
1 0  years a f t e r  c a s e  becomes 
dormant 

1 0  years a f t e r  f i n a l  order  
excluding time on appeal or 
10  y e a r s  a f t e r  c a s e  becomes 
dormant 

75 years a f t e r  f i n a l  'order 

I 
1 
1 
I 
I 
I 

L s - 
I 

* 
1 0  yea r s  a f t e r  f i n a l  order  
o r  a f t e r  ca se  becomes dormant ~ 

~ - 
75 yea r s  a f t e r  f i n a l  o r d e r .  

I 

- - 1 0  years  a f t e r  f i n a l  order  L 

excluding time on appeal or  & 

1 0  years a f t e r  c a s e  becomes E 

dormant4 . -  
- 
- 
m - 3 A c o u r t  having s u b j e c t  mat te r  j u r i s d i c t i o n  may render a 

served upon t h e  person pursuant t o  801.11  o r  i f  s e r v i c e  is 
' dispensed w i t h  u n d e r  801.06(§ 8 0 1 . 0 4 ) .  Therefore ,  w i t h a u t  

judgment a g a i n s t  a p a r t y  personnal ly  o n l y  i f  a summons is - 

s e r v i c e  t h e  c o u r t  has no j u r i s d i c t i o n  and t h e r e  is  no ac t ion .  

T h i s  t i m e  per iod p a r a l l e l s  t h e  r e t e n t i o n  per iods  adopted by 

- - 
- - 
L 

s e v e r a l  s t a t e s  (Arizona: C a l i f o r n i a  although C a l i f o r n i a  Rule of 
Court  5 5  r equ i r e s  t h a t  m i n u t e s ,  t h e  r e g i s t e r  of a c t i o n  [ cour t  
. record] ,  and t h e  o r i g i n a l  r e p o r t e r ' s  t r a n s c r i p t  i n  c a s e s  where 
judgmen t  i s  affirmed be  r e t a ined ;  N e w  Mexico; Minnesota w b i c h  

r 

r e q u i r e s  f i v e  year r e t e n t i o n  a f t e r  l a s t  a c t i v i t y ) .  - 

- 8 -  
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2. 

3 .  

4. 

5 .  

6. 

7. 

8 .  

9. 

Type of Record 

1.6 C r i m i n a l  t r a f f i c ,  non-criminal 
t r a f f i c ,  n o n - t r a f f i c  ord inance  
v i o l a t i o n s ,  c o n s e r v a t i o n  
v i o l a t i o n s ,  county ord inance  
v i o l a t i o n s  o t h e r  t han  t r a f f i c  

COURT RECORD/DOCKET 

INDEXES 

JUDGMENT AND LIEN DOCKET 

C i v i l ,  Family, S t a t e  t a x  warrants, 
t r a n s c r i p t ,  f o r e i g n  judgments, l i e n s ,  
hosp i t a l  l i e n s ,  condominium l i e n s  

JUDGMENT AND ORDER BOOK 

INFORMATION/INDICTMENT BOOK 

CLAIMS FOR LIENS 

HOSPITAL LIENS 

WARRANTS 

Del inquent  income t a x ,  unemployment 
compensation, and o t h e r s  

When Deemed Obsole te  
h Useless 

1 0  y e a r s  a f t e r  f i n a l  o r d e r  
exc luding  t i m e  on  appea l  o r  
1 0  y e a r s  a f t e r  case becomes 
dormant5 

Same as c a s e  f i l e  

Same as case f i l e  

1 0  y e a r s  a f t e r  docket  
e n t r y 6  - 

1 0  y e a r s  a f t e r  l a s t  e n t r y  

10  y e a r s  a f t e r  l a s t  e n t r y  

1 0  y e a r s  a f t e r  f i l i n g  

1 0  y e a r s  a f t e r  f i l i n g  

1 0  y e a r s  a f t e r  docket  en t ry7  

5 The 1 0  year  minimum r e t e n t i o n  pe r iod  f o r  t r a f f i c  r e c o r d s  as 
required by s e c t i o n  59.715(20) exceeds t h e  r e t e n t i o n  
requi rements  of a lmost  every  s t a t e  r e sea rched ,  e.g.. Minnesota 
( 3  y e a r s ) ,  Washington ( 7  y e a r s ) .  

No l i e n s  under Chapter 779 have any l e g a l  e f f e c t  a f t e r  two 

t e n  y e a r s  r ecogn izes  t h a t  if an a c t i o n  is commenced it may t a k e  
s e v e r a l  y e a r s  fo r  r e s o l u t i o n .  Judgments when docketed a r e  
l i e n s  a g a i n s t  rea l  e s t a t e  f o r  t e n  yea r s .  [S 806.15(1)] 

Tax warrants and unemployment compensation warrants, when 
p r o p e r l y  docketed,  have t h e  same l e g a l  e f f e c t  a s  a f i n a l  
judgment c r e a t i n g  a p e r f e c t e d  l i e n  upon t h e  p e r s o n ' s  r i g h t ,  
t i t l e  and i n t e r e s t  i n  a l l  of t h e  r e a l  and p e r s o n a l  p r o p e r t y  of 
t h e  taxpayer  a g a i n s t  whom it  is  i ssued  i n  t h e  county where t h e  
warrant is docketed. [ S S  7 1 . 1 3 ( 3 )  ( b ) ,  108.22(2)] 

. . y e a r s  u n l e s s  an a c t i o n  is commenced. Our  recommendation f o r  

7 
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Type of Record 

1 0 .  MINUTE RECORDS 

a. Bound books 

b. M i n u t e s  no t  i n  bound books 

11. EXHIBSTS 

a. C i v i l  

b. Smal l  C l a i m s  

c. Family, P a t e r n i t y ,  
P roba te ,  Adoption 

d. F e l o n i e s  

(1) when defendant  n o t  
i n c a r c e r a t e d  

- 

When Deemed Obsolete 
& Use les s  

1 0  y e a r s  a f t e r  l a s t  e n t r y  

Same as case f i l e  

1 0  y e a r s  u n l e s s  t h e  p a r t i e s  
s t i p u l a t e  t o  t he i r  r e t u r n  or  
d e s t r u c t i o n  p r i o r  t o  t h e  
complet ion of 10 y e a r s a t 9  

1 0  y e a r s  u n l e s s  t h e  p a r t i e s  
s t i p u l a t e  t o  t h e i r  r e t u r n  or 
d e s t r u c t i o n  p r i o r  t o  t h e  
complet ion of 10 yea r s9  

1 0  y e a r s  u n l e s s  t h e  pa r t i e s  
s t i p u l a t e  t o  t h e i r  r e t u r n  or  
d e s t r u c t i o n  p r i o r  t o  t h e  
complet ion of 10 years9  

1 0  y e a r s  u n l e s s  t h e  par t ies  
s t i p u l a t e  t o  t h e i r  r e t u r n  or 
d e s t r u c t i o n  p r i o r  t o  t h e  . 
complet ion of 10 years9  

c 

8 Hawaii a l lows  f o r  t h e  d e s t r u c t i o n  of e x h i b i t s  one year  a f t e r  
t h e ' c l o s i n g  order  o r  e x p i r a t i o n  of t h e  appeal  per iod  i f  t h e  
party f a i l s  t o  r e t r i e v e  t h e  e x h i b i t  a f t e r  not ice .  Hawaii 
Revised S t a t u t e s  606-4.  C a l i f o r n i a  r e q u i r e s  e x h i b i t s  t o  be 
main ta ined  f o r  t h r e e  y e a r s  and t h e n  a n o t i c e  of d e s t r u c t i o n  
g iven  o r  f o r  f i v e  y e a r s  without  n o t i c e  of d e s t r u c t i o n .  
C a l i f o r n i a  Gov' t .  Code 5 1952.3. 

P a r t i e s  should be requested t o  s t i p u l a t e  t o  t h e  r e t u r n  of 
. e x h i b i t s  a f t e r  e x p i r a t i o n  of appea l  time whenever p o s s i b l e ,  
(See Form No, GF -102, i n  t h e  Forms Manual, and Sec t ion  11.3,  
Genera l  Standards.)  
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Type of Record When Deemed Obsolete 
& Useless  

( 2 )  when defendant is 75 y e a r s  a f t e r  f i n a l  o rder ,  - 
i nca rce ra t ed  u n l e s s  de fendan t ' s  p r i s o n  term expi res .  I f  p r i son  

term exp i re s ,  s tandard i n  
11.d. (1) appl ies10  

s t i p u l a t e  t o  t h e i r  r e t u r n  or 
d e s t r u c t i o n  p r i o r  t o  t h e  
completion of 10 years11  

s t i p u l a t e  t o  t h e i r  r e t u r n  or 
d e s t r u c t i o n  p r i o r  t o  t h e  
completign of 1 0  year& 

11.5 Misdemeanors 1 0  y e a r s  un le s s  t h e  p a r t i e s  

11.6 Criminal  t r a f f i c ,  non-criminal 1 0  y e a r s  un le s s  t h e  p a r t i e s  
t r a f f i c ,  n o n - t r a f f i c  ordinance 
v i o l a t i o n s ,  county ordinance 
v i o l a t i o n s  o ther  than t r a f f i c  

12. WILLS DEPOSITED FOR SAFEKEEPING 75 y e a r s  a f t e r  f i l i n g  

I 1 3 .  INDEX OF WILLS 75 y e a r s  a f t e r  w i l l  f i l e d  

1 4 .  WILL BOOK 

15. GUARDIANSHIP RECORD BOOK 

75 yea r s  from l a s t  en t ry  

Same a s  case  f i l e  

! 16.  CERTIFICATES OF' CONVICTION Same a s  c a s e  f i l e  u n l e s s  c e r t i f i c a t e  of convic t ion  
f i l e d  pursuant  t o  S 971.09' .  
and no complaint is f i l e d  
by t h e  d i s t r i c t  a t t o r n e y  
i n  which case  d i s c a r d  

I upon r e c e i p t  
.. 

8 

8 
10 Firearms and ammunition used a s  e x h i b i t s  i n  c r imina l  

proceedings should be ordered t r a n s f e r r e d  t o  t h e  Wisconsin 
S t a t e  C r i m e  Laboratory f o r  d i s p o s i t i o n  a s  soon a f t e r  t r i a l  as 
p o s s i b l e ,  pursuant  t o  s e c t i o n  968.20. 
d i s t r i c t  a torneys  should be requested t o  e s t a b l i s h  a p o l i c y  
for t h e  r e t u r n  and/or d e s t r u c t i o n  of a l l  e x h i b i t s  of a 
dangerous na tu re  a s  soon a f t e r  t r i a l  a s  poss ib l e .  

p a r t i e s  should be requested t o  s t i p u l a t e  t o  t h e  r e t u r n  of 
e x h i b i t s  a f t e r  exp i r a t ion  of appeal t i m e  whenever poss ib l e .  
(See Form N o .  GF 1 0 2 ,  i n  t h e  Forms Manual, and Sect ion  11.3,  
General  Standards.)  

Local j u d g e s  and 

11 

- 11 - 
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Type of Record When deemed O b s o l e t e  
& Useless 

17. FAMILY MAINTENANCE PAYMENT RECORD 

A r e c o r d  of a l l  payments and 
a r r ea r s  i n  payments ordered by 
t h e  c o u r t  i n  f a m i l y  ma in tenance  
[ S  767.291 

18. 

a, Closed Accounts  

b, Open Accounts  

ACCOUNTING RECORDS 

a, Minor s e t t l e m e n t  

Passbook cer t i f ica te  o r  other  
e v i d e n c e  of i n v e s t m e n t  of  monies  
awarded i n  a m i n o r ' s  claim 
[SS 807.10(3) , 880.04(2) (a )  J 

b, T r u s t  Account Records  

Records  of  monies  o r d e r e d  d e p o s i t e d  
w i t h  t h e  c o u r t  and h e l d  u n t i l  f u r t h e r  
order  of t h e  c o u r t .  

1 0  y e a r s  from date 
a c c o u n t  c l o s e d 1 2  

75 y e a r s  a f te r  d a t e  
a c c o u n t  opened 

L 

- 

4 y e a r s  from d a t e  
a c c o u n t  c l o s e d  

4 y e a r s  from da te  
a c c o u n t  c l o s e d  

12 R e c i p i e n t s  a re  e n t i t l e d  t o  m a i n t a i n  a c i v i l  a c t i o n  t o  c o l l e c t  
a r r e a r a g e s  i n  c o u r t  o r d e r e d  f a m i l y  ma in tenance  o b l i g a t i o n s ,  
i ndependen t  of t h e  o r i g i n a l  a c t i o n .  The  c i v i l  a c t i o n  m u s t  be 
f i l e d  w i t h i n  s i x  y e a r s  of t h e  d a t e  t h e  o b l i g a t i o n  t o  m a k e  such  
payments  t e r m i n a t e s  (e.g. ,  when t h e  c h i l d  reaches t h e  age of 
m a j o r i t y ,  i n  t h e  case o f  c h i l d  s u p p o r t ) ,  u n l e s s  t h e  s t a t e  i s  t h e  
r e c i p i e n t .  If t h e  s t a t e  is t h e  r e c i p i e n t ,  t h e  l i m i t a t i o n  on 
commencement of  an  a c t i o n  is 1 0  y e a r s .  [ S S  893.43, 893.501 
Closed a c c o u n t s  i n c l u d e  t h o s e  where  t h e  o b l i g a t i o n  t o  pay support 
h a s  terminated, a s  when t h e  c h i l d  f o r  whom s u p p o r t  i s  pa id  h a s  

h a s  n o t  t e r m i n a t e d  or  where it c a n n o t  be determined 
o b l i g a t i o n  h a s  terminated,  as i n  t h e  case of al imony a c c o u n t s .  

. reached m a j o r i t y .  Open a c c o u n t s  a r e  those where  this o b l i g a t i o n  
i f  t h e  

- 12 - 



Type of Record I .  
When Deemed Obsolete 

& Useless 

c. C e r t i f i c a t e s  

A book. called t h e  c e r t i f i c a t e  l ists  
which a r e  s t a t emen t s  au thor iz ing  
payment f o r  f e e s  and expenses of 
v i s i t i n g  judges,  witnesses ,  j u r o r s ,  
b a i l i f f s ,  i n t e r p r e t e r s ,  etc. 

4 y e a r s  

* [ S  5 9 . 3 9 5 ( 3 ) ]  

d. Ju ry  P a y r o l l  

L i s t  of j u r y  f e e s . p a i d  showing: name, 4 y e a r s  
check number, miles t r a v e l e d ,  days 
served,  payment per  day, mileage pa id ,  
t o t a l  pa id  each j u r o r  and c e r t i f i c a t i o n  
by t h e  clerk of c o u r t .  IS 255.241 

e. Receipt  Books 4 years13 

f . J o u r n a l s  4 yea r s  

g. Machine accounting 4 yea r s  

h. Bank t r a n s a c t i o n s  

(1) Deposit s l i p s  4 years  

( 2 )  Bank  s ta tements  4 yea r s  

19 . 
* (3)  Cancelled c h e c k s  

COURT REPORTERS ' NOTES 

Complete record i n  s tenographic  
c h a r a c t e r s  of a l l  testimony 
before  a judge or commissioner 
[ S  757.561 

7 years14 

75 y e a r s  f o r  fe lony  notes;  
1 0  y e a r s  f o r  a l l  o ther  
case  types 

~~~ 

1 3  Four-year per iod p a r a l l e l s  r e t e n t i o n  requirements f o r  Wisconsin 
S t a t e  Income Tax records.  

1 4  Seven-year per iod d i c t a t e d  by s e c t i o n  59.715(18) . 

- 13 - 



Type of Record 

20. JUROR QUESTIONNAIRE 

Form s e n t  t o  p r o s p e c t i v e  j u r o r s  
t o  de te rmine  e l i g i b i l i t y  f o r  j u r y  
services 

21. JURY LISTS 

L i s t s  of names of persons e l i g i b l e  
t o  s e r v e  a s  j u r o r s  

22. MINISTERS' CREDENTIALS 

C r e d e n t i a l s  of o r d i n a t i o n  r e q u i r e d  
t o  be f i l ed  w i t h  t h e  clerk of c o u r t  
[ S  245.171 

When Deemed Obsole te  
& Useless 

2 y e a r s  a f t e r  p a n e l  has 
completed s e r v i c e  

2 years a f t e r  p a n e l  has  
completed s erv i c e 

Permanent: t i t l e  t o  t h i s  
r e c o r d  may be t r a n s f e r r e d  
t o  t h e  H i s t o r i c a l  S o c i e t y  
pu r suan t  t o  s e c t i o n  
8 4 4 . 0 9  a f t e r  75 y e a r s  

23. NOTARY PUBLIC APPOINTMENTS. 

Recording of a n o t a r y ' s  commission 
[ S S  137.01(b) (b)  and 137.01(7) J 

4 years: except ion:  
a t t o r n e y  s ' c o m  i s s ion  s 
a r e  7 5  y e a r s  

24. NATURIUGIZATION FILES 

F i les  c o n t a i n i n g  documents r e l a t i n g  As per Immigration and 
.to n a t u r a l i z a t i o n  h e a r i n g s  N a t u r a l i z a t i o n  Serv ice15  

- -  
1 5  N a t u r a l i z a t i o n  r eco rds  c r e a t e d  p r i o r  t o  ;me 29, 1 9 0 6 ,  a r e  county 

r e c o r d s  and may be permanently t r a n s f e r r e d  t o  t h e  Wisconsin S t a t e  
H i s t o r i c a l  Soc ie ty .  
cons ide red  f e d e r a l  r eco rds  and may not  be des t royed ,  and t i t l e  t o  
t h e  r e c o r d s  may no t  be t r a n s f e r r e d  t o  any other  agency. However, 
t h e  N a t i o n a l  Archives  and Records S e r v i c e  and t h e  Immigration and 
N a t u r a l i z a t i o n  S e r v i c e  have i n d i c a t e d  t h a t  i t  would be  a p p r o p r i a t e  

. t o  t r a n s f e r  cus tody  t o  t h e  H i s t o r i c a l  Soc ie ty .  These  r e c o r d s  a r e  
v a l u a b l e  h i s t o r i c a l  documents and t h e  Archives  d i v i s i o n  of t h e  
H i s t o r i c a l  S o c i e t y  should be consu l t ed  p r i o r  t o  any a c t i o n  
r ega rd ing  t h e i r  d i s p o s i t i o n .  

N a t u r a l i z a t i o n  r e c o r d s  c r e a t e d  t h e r e a f t e r  a r e  

- 14 - 
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Type of Record When fleemed Obsolete 
L Useless 

25. OATHS OF OFFICE 
I 

The following oaths of office shall be 
filed with the clerk of circuit court. 

Deputy clerks of circuit court 
[ S  753.301 

7 years after expiration 
of term 

7 years after expiration 
of term 

a. 

b. 

C. 

d. 

e. 

f. 

g .  

h. 

Commissioner of Condemnation 
[ S  32.083 

Court Commissioners 
[ S  757.68(2)] 

7 years after expiration 
of term 

Deputy Sheriff 
[ S  59.219(5)] 

7 years after expiration 
of term - 

Deputy Sheriff (Special) 
[ S  59.21(5)1 

7 years after expiration 
of term 

7 years after expiration 
of term 

Family Court Commissioner 
(assistant) [ S  247.13 (1) (b) 1 

7 years after expiration 
of term 

Jury Commissioner 
[ S  756.03(1) I 

7 years after expiration 
of term 

25. OATHS OF OFFICE, continued 

i. 

1- 

k, 

. 1, 

m. 

n. 

Juvenile Court Commissioner 
[ S  48.0651 

7 years after expiration 
of term 

Register in Probate 
[ S  851.711 

7 years after expiration 
of term 

Probate Reg i str ar 
[ S .  865.0651 

7 years after expiration 
of term 

Special Prosecutor 
[ S  59.'44] 

7 years after .expiration 
of term 

Municipal Judge 
[ S  757.021 

7 years after expiration 
of term 

Deputy Coroner 
[ S  59.3651 

7 years after expiration 
of term 

- 15 - 



26. 

27. 

28. 

Type of Record 

REGISTER OF OFFICIALS 

When Deemed Obsole te  
h Useless 

A book and record  of t h e  names of 7 y e a r s  a f t e r  e x p i r a t i o n  
c o u r t  commissioners, deputy s h e r i f f s ,  of term 
notar ies ,  publ ic  and munic ipa l  judges.  
[ S  5 9 . 3 9 5  ( 2 )  1 

SEARCH WABNANT 

Return  of t h e  sea rch  warrant  
and t h e  a f f i d a v i t  o r  complaint  made 
i n  s u p p o r t  of t h e  warran t  a r e  f i l e d  
with t h e  clerk toge the r  with a 
w r i t t e n  inven to ry  of any p r o p e r t y  
taken  and t h e  t r a n s c r i p t  of any 
tes t imony t a k e n  [ §  968.17(1) ( 2 ) ]  

Expi ra t ion  of t h e  warrant  
plus 5 years16 

JUDGES ' COURT CALENDARS 

Cases reviewed or  upcoming 
dur inu  t h e  vear .  

3 months or less 

16 I f  t h e  sea rch  warrant  r e s u l t s  i n  t h e  a r r e s t  of a person because 
. an a l l e g e d  crime h a s  been committed, t h e  warrant  and suppor t ing  

documents may become a p a r t  of t h e  case file and s u b j e c t  t o  t h e  
r e t e n t i o n / d e s t r u c t i o n  schedule  t h a t  governs t h a t  f i l e .  

- 16 - 
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CIRCUIT COURT OF WISCONSIN 

1 

. .  

NOTICE TO WISCONSIN STAm HISTORICAL SOCIETY 

1. The following records a r e  deemed obsolete and useless pursuant 
to S e c t i o n  59.715(20) (c) . 

I n c l u s i v e  Microfilmed Date of 
Record Series Date Volume or not  Microf i h i n g  

. 2. Pursuant to W i s .  Stat'. 5 59 .716 ,  the  H i s t o r i c a l  Society is 
offered t h e  above records.  If t h e  o f f er  is not accepted, the 
records  will be destroyed 60  days from the date of this n o t i c e .  

8 
I -  

Date: 
a .  

Chief Judge of the District 

I RESPONSE OF THE HISTORICAL SOCIEm 
,. 

I 

[ 3 None of %he above records are accepted by the Historical 
Society. 

[ 3 .The following records are acceptee. Lrrangements  w i l l  
' ' be made for t h e i r  t r a n s f e r .  

. 0 .  

. .  

1: 
I 
I 

Signed 
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APPENDIX F 

THE IBM DISPLAYWRITER SYSTEM 

t 

8 
I 
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.fplay Module 
haracters clearly displayed on a 
-line screen, with minimal glare 

Uses contrast/brightness control to 
just to office lighting conditions 
Its and swivels for added comfort 

Understandable prompts and mes- 
es to help guide typists 

eyboard Module 
amiliar, typewriter-like keyboard 

ge, nonglare keys for produc- 

Easy-to-understand labels on keys 

storage capacities ranging from 
ut 284,000 to approximately .p. ,000,000 bytes of usable charac- 

0 
ters and controls 

lection of basic units fbr maxi- 
urn economy-others for 

increased storage; less diskette 
dling and higher productivity 
ational flexibility for convenience -@ Specifications: 

Dimcnsions: 10 in. (258mrn) wide, 15.7 in. 
8mm) Jeep, 11.5 in. (293mm) high 

lor: Par1 White 
Single (Mor) 30 Ibs. (13.6 kg.) 

Movable for maximum 

Your choice of 92 or 96 characters 

Supplies intelligence and power 
Easiiy upgradable to add memory 

convenience 

Electronics Module 

for increased functions 
Display Mcdule Specifications: 
Dimensions: 15 in. ( 3 8 h m )  wide, 13.7 

in. (348mm) deep, 11.5 in. (292mrn) 
high 

accent 
Color: Pearl White with Pebble Gray 

Weight: 15 Ibs. (6.8 kg.) 
G b l e  Lengrh: 7.9 in. (200mm) 
0-22' rilr 
0-Uo abiliry ro pivor either side of cenrer 

around rhe base 

A- 

'Selectric" Element Printer 
Up ro 15.5 characters per second 
(cps) rated burst speed in 12 pitch 
SUP~OKS a standalone work station 
Highquality printed impressions 
Wide choice of "Selecrric" typing 

Modestly priced 
Capable of trail printing, playing 
out one page ofa document while 
a typist is working on another 
Page 

elements 

Optional pinfeed platen 

Keyboard *Module Specifications: 
Dimensions: 21 in. (538rnm) wide, 8 in. 

(213mm) deep, 4 in. (10lmm) high 
Weighr: 15 Ibs. (6.8 kg.) 
Coior: Pearl White with Purl White 

Cable L n p r h  3.3 fr. (h) 
key burtons 

Electronics Module Specifications: 
Dimensions: 19 in. (490mm) wide, 14 in. 

(355mm) deep, 7 in. (179mm) high 
Color: Pearl m i r e  
Weight: 30 Ibs. (13.6 kg.) 
Power Cord Length: 9.8 k. (3m) 

Specificarions: 
Dimensions: Printer Case 26.75 in. 

t679.5rr.m) wde (from outside ofpla- 
rtn knobs). 1S.j in. (4Glmm) deep, 10 
in.  t257mrn) high. (Top of acousrical 
hood) 

Color: Par1  Whire 
Weighr: 55 lbs. (25 kg.) 
Paper W d t h  fapacicy: I5 in. ( 3 8 h m ) .  

wiring line 12.5 in. (317.5mm) 
Cabit Length: 13 ft. (6m) 
Pourr Cord Length:_6.8 fr. ( 2 . h )  

Dual (2-sior) 35 Ibs. (16 kg.) 
ble Length: 3.3 ft. (Im) 



. * ,  

. .  
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Can be attached IO 4 t h  l&q 

Can au romat i ca l lypcx i r i an~~  . ~ 

Prinnvheel Prinra 

uous paper durins printlrrp 
Speciticuiuns: . . .  

Dimensions: 20.7 in. (53mm1-&. 
wirh wire guide. 19.6 in. 1- 
dccp. withour paw SUA. 9.4 m 
(240rnrn) d q .  5.1 in. tlXmmrb+ 

Color: P a r i  W'hire 
Weight: 8.8 Ih. (4 kg.1 

IBM Printwheel Printers 
40 and 60 cps rated bursr speeds in 
10 pirch 
Capable of rrail printing, playing 
out one p g e  of documenr while a 
rypist is working on another page 
separate, convenienr, slipin car- 
mdges fbr case of insertion and 
removal of printwheels and 
ribbons 

yield of rhe IBM ribbon is approxi- 
mately 1,000,000 charanen 
Automatically positions each sheer 
at the fist typing line seiecred by 
the typist 

Less ribbon changing, b e  the 

Shegt-Feed Paper Handler 
Arrachable KO eitner IBM 
Prinrwheel Printer 
Two supply trays, each wirh a 
capacity of approximately 200 
sheets of 20-Ib. bond paper 

11.7 wide x 14.3" long aut* 
maritally 

been stacked vertically or 
horizontally 
Automatically positions each sheer 
ar the finr ryping line selected by 
the rypisc 
Srach paper in printed sequence 

Feeds cur-shm paper in sizes up to 

Inserrs lerter-size paper which has 

Capable of producing proponion- 
acely spaced type, as well as 10.12 
and 15 pit& 

work scations in a shared resource 
arrangemrnr, reducing c05f per 
work sration 
Highqualiry printed impressions 
Bidirectional printing 

k h s u p p o m  as many as rhee 

Speciticarions: 
Dimensions: Printer Case 26 in. 
(660rnm) wide. 23 in. (583mm) deep, 
7.8 in. (2OOmrn) high 

Color: Pearl White 
Weight: 64 lbs. (29 kg.) 
Paper Width Capacity: lS.4 in. (392mm), 

wriring line 13.2 in. (33Smm) 
Optional cable length: 9.8 ft. (3rn), 

19.6 fr. (6rn), 98.2 k. (3Om). 196.1 fc. 
(am). (Cabla musr k ordered.) 

Power Card: 9.8 fc. (3m) 

Specifications: 
Dimensions: Paper Handler 21.3 in. 
(540rnm) wide, 24 in. (610mrn) deep, 
11.2 in. (284rnm) high 

accent 
&lor: Pear1 White with Pebble Gny 

Weight: 25 lbs. (11.4 kg.) 
Paper Capcicy: Will shm-fecd any paper 
weights within the range of 16 to 24 Ibs. 
Two supply trays. each holding up ro 200 
sheers of 20-lb. bond paper F r  m y .  Our- 
pur tmy will hold up tu 400 shms. 



.. .... . 
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Displaywriter Mag Card Unit 
olds 50 magnetic cards 
rves as an added infbrmation 

resource by taking infbrmarion 
m magnetic cards and altering 
, storing it on Displaywriter 

pecificarions: 
irncnsions: I2 in. (305rnm) wide, 19 in. 
(483mrn) deep, 26.5 in. (676mm) 
high 

color: Pearl Whire Mag Card Unit with 
Raven Black faceplate 
eight: 57 Ibs. (26 kg.) k le h g r h :  13 fr. (4m) 

t 

b 
: r iskettes, or printing it 

Power Cord Length 9.8 fc. (3x11) 

Among the Displaywriter 
Licensed Program diskettes are: 
k t p a &  1-Text, Spelling 
( lboK)* 
ktpack 2-Texr, Spelling, 
Printer Sharing (192K)* 
k t p a c k  3-Advmced k t ,  
Spelling, Statistics (224K)* 
Tarpack 4 and Reponpack- 
Advanced T'ext, Spelling, 

Records Management (256K)* 

isplaywriter functions come to 
ou on programmed diskertes. 

e same Displaywriter diskettes 
that make many automated capa- 

SK, 
a 
F 

iiiries possible and eliminate 
any manual steps 
The capabilities on the diskettes 

clude: advanced text processing, 
romated records management, Statistics, Automated 

pelling verification aid and arith- 
'Rquiml memory installarion eric verification and statistical 

ping aids 

Note: 
Elecrrical Requirements: For vkry and 

proper system operation. each branch 
circuit must be grounded. Both a Dis- 
play Srarion and a princer can k 
plugged into rhe same oucfec. 

Power Requirements: Operates on 110 
voir, 60 hertz, grounded receptacle, 
15 amperes, single phase. 

Maximum BTU/How 2140.60r a single 
system. 

Envimnmmcal Limits: Tempmature 
50-9OoF, 10-32OC. relative humidity 
8-804 

The Licensed Programs below 
require a minimum of Txtpack 2 
(192K Memory) 
Ianguagepack 
Asynchronous communications 
Magnetic Card Conversion 

Binary synchronous communica- 
tions require 224K of memory. 

I 
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IBM Displaywriter System 

I 

The Displaywriter is a display-based, advanccd tact 

pnxessing system. It is designed to be cost efti- 
cimt h r  today's needs. And modular, ro grow as 
your needs grow. 

Select only the equipment you require 
The various units in the IBM Displaywriter Sys- 
tem have several common uaict. They can help 
people work prcduaively and comfbrcabiy. And 
Displaywriter equipment can k enhanced, with- 
out being rcpiaccd. 

The IBM Display Scarion consim of display, 
keyboard and elecuonia modules. 
B u  have a choice of bur diskette units to mecr 

a variety of needs. 
Therei also a choice of chnx impact printers 

with rated burst spctds of up to 60: 40. and 15.5" 
(IBM Seimric" Elemenr Princcr) characrcrs per 
second (cps). You can have oprional automaric 
sheer-fml or tmor-feed paper handlm rhar can 
be artached to either the 40 or 60 cps* Prinrwhetf 

Printers. k h  of the IBhf Prinmhrrl Printers can 
work with as m y  as t h n  work S t 3 t i O f l ~ .  

As an added information r ~ ~ u r c e .  there's M 

optional Dispiaywrira hlag G r d  Unit. 

Tune and effon-saving dkkerres 
Displaywrirer fincrions come to you on IBht 
Licmsed Program Diskerres. There's no need for 
YOU to do any programming. lnstmd of p'rform- 
ing many manual cask, cypisrs using the Display- 
writer simply inscrz a progmmcd diskette, 
p r h r m  a few simple steps and p n  access to 
many automated ryping, and information h;m- 
dling aids. 

Like the equipment, functions art ais0 
upgradable. 
The Displaywrirer r c p - ~  the quality of 

design, m a n k u r t  and m i c e  that people have 
come to CXPXK from IBM. 

'raced burn s p c d r  in IO pitch 
'raced burs s p d  in P picch 
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w/s1 ' w/s2 w/s 3 - MonchlyPrice Purchase Price 
Qisplay Scation 

fitional Memory 
w 
Diskene Unit 

gle Drive 1 

I Drive 1 

High-Densicy Single Drive 2D 

I p h - k i c y  Dual Drive 2D 
Printer 

Imric" Element 

cps Prinrwheel 

tiond Paper Handling 

Communications 

g1e EIA 

&?J EIA 

ag Card Unit 
w/s 1 w/s 2 w/s 3 

inter Sharing E 5 meter cable 

60 meter cable 

intwheel Printers 

3 meter cable 

6 meter cable 

30 meter cable 

60 meter cable 

ral Price-Equipment h tal Price- Functions 

~ -~ 

Monthly License Fee Purchase Price 

Incemntionnl Bwinsr Machins COrpcnUOn 
W i c e  Produrn Division 
For addiriod infbnwion, CO~M rht 
nearest IBM BNlch WICC. 
OPD Adv. Form NO. GS52-0303-2 
Printed in USA 680IS81 

Rekcncs in this publication to IBM &uas or 
scwics do noc imply that IBM intends m make 
than available outside the United Sarrs. 

mgineaing dsign modeis. Chvrga m y  be 
incorpraccd on pmductim mode&. Displays on 

Ib order supplies, cont~ yl IBM Mukering 
Reprsmntive or call IBM DIRECT. toll fm. 
800431-5582. In Near Jency,.dI 80&3524%0. 
In .4kh d Hawaii. caU 600-526-2484. 

. 
h g n p h c  show IBM Duplpywim S p r m  

OlBM Corp. 1980 . .  SCICCN were simulated. 
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The IBM Displaywriter System-a typing and text handling 
family of equipment and functions 

i 

... A modular, affordable system 
Display, keyboard and electronics 

Diskmeunit 
Choice of printers 

modules 

Designed for ease of learning, 
ease of use 

Familia& adjustable typewriter- 

Nonglare screen, contrast control 
Helpful prompts 

like keyboard 

Arithmetic capabilities, staristi- 
cal aids 

Add, subtract, multiply, divide 
Check accuncy of column or row 

Automatic column alignment 

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

tods  ............... ................ ................ ............... 

Spelling verification aid 
Electronic dictionary of about 

500 words unique to the law can 
50,000 words 

...... ........ ....... ....... ........ ........ ........ ........ ....... be added ....... ........ ........ ......... ....... 4 -  
........ ....... liiiili:fl .._.. _.. - Records processing/automauc 

merge 
Names, addresses, data, amounts, 
etc. from files can be merged with 
stored formats and text to create 
new documents 
Formacs can be designed to meet 
your needs 
Sequencing, qualifying and other 
capabilities allow timely creation 
of repom 
Production of reports, forms, and 
repetitive letters can be 
automated 

. Communications options 
Displaywriter can cornmunicatc 
over ordinary telephone lines 

with: suitably programmed com- 
puten, compatible IBM OS/6, 
6670,5520, and other office 
equipment 

Qualiry printers 
IBM Selecrric@ Element Printer 

IBM Printwheel Printer 

IBM Prinrwhed Printer 

(up to 15.5 cps*) 

(up to 40 c p ~ * * )  

(up to 60 q**) 

Sheer-feed paper handler for 
Printwheel Printers 

Feeds cut-sheet paper 
automatically 
Automatically positions each 
sheet at the first typing lines 
selected by the rypist 

Printer-sharing option 
One IBM Prinrwheel Printer can 
serve as many as t h m  Display- ’ 
writer work stations 

Trail printing 
The Displaywriter is capable of 
“trail” printing one page of a 
document while the rypisr works 
on the next page to be printed 

Emensive media storage 
Approximately 2,000,000 bytes of 
controls and usable characters can 
be stored on an optional dual 
diskette unit to help reduce media 
handling 

‘channm p” second. rated burst s p d  
**chanam per second. nced bunt s F d  

in 10 pitch 



R q o m  may be easily, automatidy produced by 
the Displaywriter 

Cuchimry . 
AU rnnsaCCions for a 
ase can be stored and 
used ro create a ase 
history. 

- .. . -. - 
1 .  
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Caseload report 

Reports may be automatically generated by using the son, 
sequence and merge capabilities of the Displaywriter- 

First setting lerter 
Variable informadon 

,. (case numbeq dcfcn- 
dam's name, address) 
may be merged auto- 
matidly into an 
established format 
with standard phrascs. , 

Printout an be on 
lctterhcads or p ~ e -  
printed forms, ready 
for signature. 

.- . 
!% tt 
J 

1 

c 



A judge's writren opinion a n  nnge from a few pangnphs ro 
hundrcds of pages. Using conventional rypcwrircn, revisions of 
first dnfts may q u i r e  much rcperidve p i n g  and redundant 
proofrtlding for pis13 errors. Using the Displaywriteq how- 
cveg only revisions need be ypcd for subsequent dnh. 

T'isa an work at rough-dnfr speed, coniidcnr dut the s+ng 
vcrifiadon aid 2nd correcting apabiliry will help them to make 
necessary corrccrions from the keyboard before r a t  is commimd 
to P'F 

Other o r i g i d  documents appropriate for Disphywrirer key- 
boarding indude correspondence, memonnda and adminisrnrive 
notices. 

Judge's opinion 



Designed to be highly reliable, easily maintained 
The Displaywriter incorporates proven, modem, and reliable 
electronic technology. A nationwide service network can keep 
your system performing at top capacity. 
Speaal Problem Determination Diskme helps diagnose opcra- 
tional problems quickly 
Toll-fm “hot line” telephone service offers assistance during nor- 
mal business hours 

Aurornated aids to productivity 
In addition to a spelling verification aid which can check spelling 
accuracy at a rare of about 1,OOO words per minute, the Display- 
writer offen many other automated features which help enhance 
typists productivity: 
Carrier return, indenting and ccnrering 
Error correcting backspace 
Global search/replace 
Pagination 
Alternating hadcn and footen 
Block delete, overstrike, move and copy 
Column layout 
D e a d  alignmenr 

IBM is rady to help you select the speafic cost-effective system 
you necd and to show you the details of its potential value to 
your COUK. We would like to help you develop an action plan to 
put this new producsive resource to work for you as soon as 
possible. 

9 





TO order nippiia, CMUCC an IBM w n -  
ing R c p r c ~ u r i v e  or dl IBM DIRECT, 
roll free, 800-631-5582. In New Jay; all 
800-352-4960. In h w u a n d  Hawaii, dl 
800.5262484. 

products or vrrrica do nor implv char IBM 
intends to make them available oumde the 
united sura. 

Phognpbs  show IBM Displayarrim 
Syscm engineering design model* Qvlga 
may bc incorponccd on produeion models. 
-lays on scram w m  simuktcd. The 
sample documen5 uc complcible to docu- 
meno whicfi c d d  be produced by che IBM 
“SJCmic” llemenr PrinccL 

Names of individuals, C O m p l k  and 
cqaninaons arc ficcitious or in the public 
domain. Any zimilvitia to a d  ~ m 6  or 
name nor in the public domain arc 
coinadend. 

Rdmncer in chis publication to IBM 

Inumational Business &china Corponrion 
O!?ice Producrs Division 
For additional infomution, conaa rhc 
mmt IBM Bnnch Office. 
OPD Adv. Form No. G552-0358 
Primed in USA 581 

6Cowghr lnremanonal Business 
Machina Corpondon, 1981 
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