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RECOMMENDATIONS SUMMARY

1.12 CASEFLOW MANAGEMENT

1.121

1.122

1.123

1.124

ESTABLISH A SEPARATE ARRAIGNMENT COURT STAFFED
EITHER BY (A) EACH OF THE FOUR MUNICIPAL JUDGES
SERVING IN ROTATION; OR (B) A FULL TIME MAGISTRATE
ON AN EXPERIMENTAL BASIS. (p. 9)

THE COURT SHOULD HEAR SET CASES IN TWO CONCURRENT
SESSIONS FROM 9:00 A.M. TO NOON AND FROM 2:00 P.M.
TO 5:00 P.M. DAILY. (p. 9)

ALL SET CASES SHOULD BE ASSIGNED EQUALLY AND AT
RANDOM AMONG ALL JUDGES OF THE COURT, RATHER THAN BY
DIVISION. (p. 10)

THE COURT SHOULD CONDUCT A COST BENEFIT ANALYSIS OF
ANY AND ALL CASEFLOW MANAGEMENT CHANGES ADOPTED.
(pp. 10-11)

1.22 MANAGEMENT INFORMATION

1.221

1.222

1.223

1.224

CONDUCT A COMPLETE INVENTORY OF THE COURT'S CURRENT
DOCKET TO REMOVE INACTIVE CASES AND TO DETERMINE
ACTUAL NUMBER OF PENDING CASES. (p. 15)

UNIFORM DEFINITIONS SHOULD BE ESTABLISHED FOR
FILINGS, DISPOSITIONS AND PENDING CASES. (p. 1l5)

THE COURT SHOULD ESTABLISH A CASE MANAGEMENT
INFORMATION SYSTEM IN WHICH ALL ESSENTIAL DATA ARE
COLLECTED ON A SINGLE RECORD FOR EVERY CASE. (p. 15)

DATA COLLECTED FOR ARRAIGNED CASES SHOULD INCLUDE:
DEFENDANT NAME:; NUMBER AND TYPES OF CHARGES;
COMPLAINT TYPE; COMPLAINING AGENCY; CASE NUMBER;
DATE OF OFFENSE; DATE OF FIRST SCHEDULED APPEARANCE;
BOND DATA; AND DISPOSITION DATA. FOR ALL SET CASES,
ADDITIONAL DATA TO BE COLLECTED SHOULD INCLUDE: NEXT
ACTION DATE; CONTINUANCES; JUDGE ASSIGNED;
DISPOSITION TYPE BY CHARGE; AND SENTENCE.

(pp. 15-17)
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1.225 MANAGEMENT REPORTS GENERATED BY THE SYSTEM SHOULD

INCLUDE: FILINGS, DISPOSITIONS, PENDING, CASE AGING,
BACKLOG ANALYSIS, MEDIAN DISPOSITION AGE, NO FUTURE
ACTION DATE SET, DISPOSITION BY EVENT, SPEEDY TRIAL
CASE EXCEPTION REPORT, AND CONTINUANCES. REPORTS
SHOULD BE PREPARED BY JUDGE AND FOR THE COURT AS A
WHOLE, AND SHOULD INCLUDE COMPARATIVE STATISTICS TO
PREVIOUS MONTH AND TO SAME MONTH PREVIOUS YEAR.

(pp. 17-18)

1.32 JUDICIAL RESOURCES

1.321

1.322

1.323

1.324

BUDGET FOR AND MONITOR AD HOC JUDGE EXPENDITURES;

REQUIRE CITY ATTORNEY TO SCREEN ALL SET CASES
IMMEDIATELY FOLLOWING ARRAIGNMENT;

SET ALL CASES FOR A DATE CERTAIN., USING AN OVERSET
RATE OF 3:1; AND

MONITOR ALL CONTINUANCES GRANTED IN ANY MATTER AND
THE REASONS THEREFOR. (p. 24)

JURISDICTIONAL ISSUES

REQUIRE THAT ALL OFFICE CASES BE INITIALLY SCREENED
BY THE CITY ATTORNEY BEFORE AN AFFIDAVIT IS PERMITED
TO BE FILED. (p. 26)

ELIMINATE THE COURT'S CONCURRENT JURISDICTION WITH
THE DISTRICT COURT OVER STATE MISDEMEANORS (IN THE
ALTERNATIVE, REQUIRE THAT THE DISTRICT ATTORNEY
PROVIDE ADEQUATE PERSONNEL TO PROSECUTE ANY AND ALL
STATE CASES FILED IN THE MUNICIPAL COURT.)

(pp. 27-28)

PRESIDING JUDGE RULE

3.12

THE COURT SHOULD ESTABLISH A PRESIDING JUDGE RULE
VESTING AUTHORITY IN THE PRESIDING JUDGE FOR OVERALL
MANAGEMENT, ADMINISTRATION AND SUPERVISION OF THE
RESOURCES AND PROCESSES OF THE MUNICIPAL COURT.

(pp. 30-31)

THE COURT SHOULD ESTABLISH THE POSITION OF COURT
ADMINISTRATOR TO ASSIST THE PRESIDING JUDGE IN
MANAGING THE ADMINISTRATIVE AFFAIRS OF THE COURT.
(p. 31)
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4,12 RECORDS MANAGEMENT

4.121

4.122

4.123

4.124

4.125

4.126

4.127

4.128

4.129

STANDARD FORMS DESIGN TECHNIQUES SHOULD BE ADOPTED
FOR ALL FORMS USED WITHIN THE COURT. MANY FORMS
CURRENTLY USED IN THE COURT, WHILE CONTAINING THE
NECESSARY INFORMATION, ARE DIFFICULT TO COMPLETE.
ALL FORMS PRESENTLY BEING USED SHOULD BE REVIEWED AS
PART OF A COMPREHENSIVE PAPERFLOW ANALYSIS. (p. 34)

ALL COURT CASE FILE RECORDS SHOULD BE PREPARED ON
LETTER SIZE (8 1/2 x 11) PAPER, OR OTHER STANDARD
SIZED SMALLER THAN LETTER SIZE (SUCH AS 8 1/2 x 5
1/2 OR 8 1/2 x 7). (p. 35)

2 FORMS MANAGEMENT SYSTEM SHOULD BE DEVELOPED FOR

THE PROPER MANAGEMENT OF FORMS INVENTORY, ORDERING
AND PRINTING. (p. 35)

THE USE OF BOUND AND POST-BOUND BOOKS FOR COURT
RECORDKEEPING SHOULD BE ELIMINATED. (p. 35)

MULTI-PART CASE ACTION SUMMARY FORMS SHOULD BE
DEVELOPED AND IMPLEMENTED FOR RECORDING AND
MAINTAINING CASE RELATED INFORMATION FOR CONTESTED
CASES. AT THE TIME THE CASE ACTION SUMMARY IS
PREPARED, ATTACHED INDEX AND CALENDAR CARDS CAN BE
CREATED SIMULTANEOUSLY. (p. 386)

A DEFENDANT INDEX CARD SHOULD BE CREATED AS A PART
OF THE CASE ACTION SUMMARY FORM (SEE EXHIBIT 3).

THE INDEX CARD WHICH IS CREATED SIMULTANEOUSLY WITH
THE CASE ACTION SUMMARY FORMS SHOULD BE A STANDARD
SIZE, 3™ x S" or 4" x 6". THE INDEX CARDS SHOULD BE
FILED IN TRUE ALPHABETICAL ORDER BY THE DEFENDANT'S
SURNAME. IN THE FUTURE, THE INDEX INFORMATION COULD
BE KEYED INTO A COMPUTER FOR THE PRODUCTION OF A
CONSOLIDATED INDEX TO BE PRINTED ON PAPER VIA
COMPUTER OUTPUT MICROFICHE (COM). EXHIBIT 4
EXPLAINS COM (SEE ALSO RECOMMENDATION 8). (p. 37)

A CASE NUMBERING SYSTEM SHOULD BE DEVISED WHICH IS
EASY TO USE AND ALSO PROVIDES RELEVANT CASE
INFORMATION TO THE COURT. (p. 37)

A CUMULATIVE INDEX OF ALL CASES SHOULD BE DEVELOPED
TO MEET THE COURT'S LONG TERM INFORMATION STORAGE
AND RETRIEVAL REQUIREMENTS. THIS CUMULATIVE INDEX
SHOULD BE IN TRUE ALPHABETICAL ORDER AND COULD BE
PREPARED THROUGH THE COMPUTER AND PRODUCED ON
COMPUTER OUTPUT MICROFILM (COM) BY A SERVICE
BUREAU. (p. 39)

A PROCEDURES MANUAL SHOULD BE CREATED TO DOCUMENT
THE CASE PROCESSING SYSTEM. (p. 40)
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4.130

4.131

4,132

4.133

4.134

4.135

4.136

LABOR AND TIME CURRENTLY SPENT IN REPETITIVE
PROCESSING PROCEDURES SHOULD BE ELIMINATED.
EFFICIENT RECORDKEEPING PROCEDURES SHOULD BE
ESTABLISHED WHICH ENSURE PRESERVATION OF VALUABLE
INFORMATION WITHOUT DUPLICATION. (p. 41)

THE CURRENT FILING SYSTEM SHOULD BE REVIEWED
CAREFULLY TO IDENTIFY MORE EFFICIENT AND COST
EFFECTIVE ALTERNATIVES. (p. 42)

THE USE OF OUT-CARDS OR OUT-FOLDERS SHOULD BE
ENFORCED TO MAINTAIN CONTROL AND SECURITY OVER COURT

CASE FILES. (p. 43)

RECORDS RETENTION AND DISPOSITION SCHEDULES
AUTHORIZED BY STATUTE SHOULD BE ADHERED TO BY THE
NEW ORLEANS MUNICIPAL COURT. (p. 43)

CAREFULLY CONSIDER THE COST OF POTENTIAL BENEFITS OF
THE PROPOSED MICROFILM PROGRAM. (p. 44)

CONTINUE DISPOSITION OF OLD EVIDENCE AND EXHIBITS
WHICH HAVE ALREADY BEEN INVENTORIED AND CONTINUE TO
KEEP THE VAULT CONTAINING EVIDENCE FOR ACTIVE CASES
WELL ORGANIZED. (p. 44)

DEVELOP A "ONE-WRITE" OR PEGBOARD ACCOUNTING
SYSTEM. (p. 45)

JUDICIAL FUND

5.121

5.122

5.123

5.124

ESTABLISH SPECIFIC GUIDELINES FOR JUDICIAL FUND
EXPENDITURES.

PREPARE AN ANNUAL BUDGET FOR JUDICIAL FUND
EXPENDITURES AND MONITOR EXPENDITURES AGAINST SUCH
BUDGET TARGETS.

ESTABLISH SPECIFIC RECORDKEEPING REQUIREMENTS FOR

ALL PERSONS AUTHORIZED TO REQUEST APPROPRIATIONS

FROM THE FUND AND REQUIRE MAINTENANCE OF SUCH
RECORDS TO ENSURE FUND INTEGRITY.

INITIATE, COOPERATE IN, AND DISSEMINATE PUBLICLY THE
RESULTS OF PERIODIC AND/OR ANNUAL AUDITS OF SUCH’
FUND. .

(pp. 47-48)
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NEW ORLEANS MUNICIPAL COURT

MANAGEMENT AUDIT

FINAL REPORT

Introduction/Methodology

At the request of the New Orleans Municipal Court,:staff of
the National Center for State Courts conducted an on-site
management audit of court operations in November, 1980. The
primary purposes of the study were to review overall caseflow
management practices; to identify potential management
problems; and to recommend solutions to the court to assist it
in improving its overall management system.

Center staff interviewed the four judges, clerk's staff,
city attorney, probate and supreme court staff; documented
operating procedures; reviewed existing system documentation,
including the &ovember 1979 report of the Mayor's Council on

Criminal Justice, Analysis of the Structure and Operation of

the New Orleans Municipal Court; collected all rules, statutes

and ordinances relating to the operation of the court; and
assembled copies of all caseload and financial statistical
reports and audits, as well as internal administrative manuals,
organization charts and forms.

Following this on-site review, Center staff collected daily
judicial workload data for the months of December, 1980 and
February, 1981 for two of the four judges. During the first
half of 1981, however, data analysis was deferred pending

approval of the study contract.



In June, 1981, following approval of the contract, analysis
of judge reported data and data collected on site was
undertaken. It became immediately apparent that additional on-
site analysis would be required to accurately assess
operational reéuirements, particularly in the clerk's office.
Thus, project staff conducted a second on-site visit in
September, 1981, to review clerical operations and records
management requirements. The results of this second on-site
visit were documented in a preliminary records management
report submitted to the Clerk of the court in November, 1981,
.and appearing herein as Section 4.0, below.

In November, 1981, Center staff were asked by the court to
re-analyze the original data within the context of the court's
interest in exploring the possibility of creating a new
division and/or seeking authorization for the establishment of
an additional judgeship. Staff returned to the data originally
collected to determine whether or not such assessment could be
made based on such data. It was determined that any assessment
of the need for additional judicial manpower based on data in
hand would be highly speculative; however, an attempt was made
to evaluate this proposition within the limitations of existing
data, and a series of workload-related recommendations was
'subsequently developed (see below, p. 24).

In the interim, however, the court did request an
additional judgeship. In response to this request, an
independent analysis of court workload and operational

requirements was conducted by Lansing Mitchell, Deputy Judicial
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Administrator, in April, 1982, which review resulted in a
series of recommendations similar to those contained herein
regarding reorganization of existihg judicial manpower to
address the court's workload demands. 1In april, 1982, the
court announced a plan for implementation of Mr. Mitchell's
recommendations, effective June 1, 1982. |
Despite such intervening circumstances and the court's
prior implementation of many of the caseflow management-
oriented recommendations contained herein, the problem analysis
and solutions proposed by the National Center based on its two
prior site visits will hopefully sfill be of some validity,
both in support of reorganization efforts already undertaken by
the Court and as they may serve to augment such recommendations
in other management areas. While the primary focus of analysis
is on caseflow management (Section 1) including assignment,
management information, and judicial resources; the report
which follows also addresses related issues such as
jurisdiction (Section 2);:; overall management and organization
of the court (Section 3); records management (Section 4); and

management of the court's judicial fund (Section 5).



1.0 CASEFLOW MANAGEMENT

1.10

CASE SCHEDULING AND ASSIGNMENT. The court assigns

cases as

follows:

Cases are initially assigned to the section of court
which corresponds to a given police officer shift,
i.e., arrests made or citations issued between 6:00
a.m. and noon are assigned to Section A, which
convenes at 10:00 a.m.; arrests from noon to 6:00 p.m.
are assigned to Section B, which convenes at noon;
arrests made from 6:00 p.m. to midnight are assigned
to Section C, which convenes at 4:00 p.m.; and arrests
made from midnight to 6:00 a.m. are assigned to
Section D, which convenes at 10:00 p.m. (The system
remains unchanged, except that on June l,.l982,

Section D was permanently re-set from 10:00 p.m. to

6:00 p.m.)

Cases which are not disposed at first appearance
became "set" cases in the sense that they are then
assigned by the setting clerk to the calendar of
either Judge A, B or C , more or less in rotation, to
assure equal distribution. The principal exceptions
to this assignment procedure are that all housing, -
enviromental, Vieux Carre, and certain other
ordinances are assigned to Judge A for Wednesday
hearing only. 1In addition, "walk-in" cases are also

typically assigned to the docket of Court A. Public

-/ /e
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service, shoplifting and certain other more serious

matters are generally assigned to Judge B.

. No "set" cases are assigned to Section D, which
essentially serves as a night arraignment court,
although summary trials are expressly authorized, and
police frequently appear at Section D arraignments to
testify if necessary in such summary proceedings.
(Police do not typically appear at Section A, B, or C
arraignments.). ‘(On June l; 1982, this scheduling
practice was revised to include Section D as a court
appropriate for regular assignment and resolution of

"set" cases.)

1.1l Analysis. The principal issue raised by the court's

scheduling system was the uneven distribution of "set" case
workload in the face of an apparently increasing caseload,
which resulted from assignment of such cases to only three of
the four sitting judges. As indicated above, this problem has
been largely addressed by the court's assignment to Section D
of "set" cases, effective June 1, 1982.

There are, however, some further issues in the court's
scheduling/assignment system which need to be considered,
including: court hours; randomness of assignment; and
specialization by division.

1.111 Court Hours. The staggered hours of the court were

apparently decided upon when the court was
established, based presumably upon the city council's

perception that such staggered sessions offered a



necessary convenience both to the public and the
police. For the police, court times were set shortly
after police shifts ended, to facilitate police
officer appearance; however, as noted above, police
are rérely required to appear at arraignments other
than in Section D. The convenience to the public
rationale assumes that persons arrested at a

. particular time of day are more likely to be available
to appear in court at the same time on another day,

i corresponding to their non-working hours.l

It is

the prerogative of the court to schedule court hours
to accommodate the convenience of police officers and
citizens; however, it should be observed that
staggered court times require from 50-100% more staff
and facilities support than would concurrent court
sessions, since all such courts and clerk's offices
must be staffed from several hours prior to the

opening of court to several hours after the close of

the last session.

lThe public convenience rationale does, in fact, appear
to be of considerable vitality in the court. Staff were
advised that individuals arrested who so requested could have
their arraignment time changed to a more convenient court
session. In addition, Deputy Judicial Administrator Lansing
Mitchell, Jr., in announcing the rescheduling of Section D to
6:00 p.m. indicated that the plan was expected "to accommodate
citizens who get off work about 5.00 p.m. . . . and who won't
have to make a special trip back into town for the 10:00 p.m.
setting."” (See Appendix A).




1.112 Randomness of assignment. Although the clerk is

1.113

authorized to assign cases to the general docket "by
daily lot“z, it was observed during the on-site

visit as noted above that set cases are assigned to
the judges in rotation, rather than "by lot". "By
lot", when used within the context of case assignment
systems, generally refers to a process whereby cases
are assigned to judges or courts on a random basis.
While assignment by rotation (A, B, C, D) assures
relative equality in total workload, it eschews the
principle of randomness and potentially permits judge

shopping.3

Specialization. The court has informally developed a

system whereby certain types of serious criminal
matters are assigned to Section B, and certain types
of technical housing and other ordinance violations
are assigned to Judge A. Although presently contrary
to the court's own rules of allotment, designation of
assignment of certain matters to particular judges or

divisions is clearly within the province of any court

Sec.

2Municipal Court for the City of New Orleans, Parish of
New Orleans, State of Louisana, Rules of the Court, Rule VIII,

1, eff. December 31, 1976.

3Judge shopping was not observed to be a problem in our

review of the clerk's allotment process; however, the potential
for manipulation does exist.



which seeks to most effectively manage its own

docket. The obvious advantage to the court and the
public is that the individual judge or division
assigned to hear such matters can and does develop
partiéular expertise in the substantive and procedural
aspects of certain types of highly technical or
otherwise difficult matters. A specialized
assignment, on the other hand, further complicates the
equal distribution process as well as the potential
for randomness, and limits the coﬁrt's ability to
manage its overall caseload by restricting maximum

flexibility in the use of judicial resources.

In summary, the court is faced with an apparently
increasing caseload and backlog4; recognizes that
distribution of workload among the four judges is unequal; is
not assigning cases equally or by lot; and perceives the need

for increased judicial resources and/or specialization as the

solution to its increasing workload.

1.12 Recommendations: Case Scheduling and Assignment.

Although much better caseload data is needed to support the

approach proposed herein, it is recommended that the court
consider reorganization of its existing assignment and

calendaring system as follows:

4put see below, pp. 13-14.
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. Establish a single arraignment court which would sit
from 9:00 a.m. to such time as all prior day arrests
and other scheduled arraignments have been processed.
Two options should be considered for implementation of
this tecommendation: (A) arraignment court could be
staffed by one of the four judges (each of whom would
rotate through arraignment court periodically); or (B)
a full time magistrate would be assigned to hear
arraignments on a one-year experimental basis, during
which period all four judges would try set cases, and
a statistical assessment of bééklog reduction would be
undertaken. At the same time, such magistrate would
be called upon, as time permits, to serve in an ad hoc
judge capacity, particularly during afternoon
sessions. While option A could be conducted in
existing facilities, option B would require
establishment of a third courtroom facility.

° Under option A, one court would hear set cases from

9:00-noon5

, while another court held arraignments;
both courts would hear set cases from 2:00-5:00 p.m.
Under option B, two concurrent trial sessions would be

held from 9:00-noon and two sessions from 2:00-5:00

p.m.

Sarraignment court could run to 2:00 p.m., if necessary.
Five hours per day for arraignments is equal to the maximum
amount of time presently required for all four sections
combined.



Although it is an extremely "close call", we would not
recommend the establishment of a separate housing
court division at this time, despite the obvious merit
of developing technical expertise in a particular
judge/court, Instead, under either option A or B, we
would encourage the court to allocate all cases
equally and at random among all (three or four)
judges, as currently envisioned in the rule. Our
recommendation is based on the resource management
benefits which wduld result from this type of system:
the fact that housing ordinance exﬁertise ought not be
confined to only one of the four judges (particularly
under option A if rotation of all judges through
arraignment court is to be tried); the fact that the
current arrangement requires that such cases be set by
the judge as long as two-three months in advance
(although such time could, of course, be reduced by
increasing the number of court days for such cases,
which are currently heard in only one court one day
per week); and the fact that, with the addition of a
fourth trial calendar on June 1, 1982, the court now
has an opportunity to more effectively operate on a
collegial basis, sharing expertise on particularly.

technical problems on an on-going basis.

The court should document and evaluate the costs and
benefits of whichever option is adopted. With regard

to the recommended change in court hours, compare

-10-
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total cost to the city for staff support throughout
the court business day with current court staff and
facilities costs, as well as the degree of
inconvenience caused by such change to the public,
policé, judges, and court staff. For option B, assess
cost of facility and staff in terms of case processing
time reduction, satisfaction of system personnel and
public, as well as ad hoc Jjudge and support staff cost

savings.

1.20 MANAGEMENT INFORMATION. Some daily statistics are

maintained for each court6 (totals of arrests, set cases,
trials, terminations and continuances) and summary data7
(filings, terminations and pending) are compiled monthly for
each section and reported for the full court to the Supreme
Court, which reports such monthly summary data in its Annual
Report. The court does not routinely maintain data by case
type or by type of disposition nor by case processing time or

by interval time between events.8

6appendix B-1l.
Tappendix B-2.

8although the vast majority of cases are quickly
terminated, the court apparently does not maintain disposition
time on set cases, although one judge interviewed indicated
that trials are always set within 10 days following arraignment
for defendants who do not make bond and 30 days for defendants
released on bond.

~11-



1.21 Analysis

1.211 Summary Data. Daily activity data does not clearly

correspond to monthly activity reported. 1In addition, the
court's monthly activity reports do not balance from month to

month. For example, the monthly summary report for Section B

in January 1981 indicated the following:

Pending 8,848
Filed 3,908
Terminations 2,969

-

If transaction definitions were consistent, the number of cases
pending at the end of January 1981 for Section B should be
9,787; however, the number of cases reported pending on
February 1 was 9,670, a difference'of 117 cases. A comparison
of the same data from February to March likewise shows a
disparity of from 1,050 to 1,267 cases (depending upon how the
117 case differential is resolved). See below, Appendix B-3.
Unfortunately, this disparity cannot easily be resolved,
since the daily statistical reports track arrest and set cases
only, and do not clearly correlate to the court's monthly
statistics. For example, Judge B's daily statistical report

for January, 1981 (Appendix B-l), reports the following:

Arrests Disposed Continued
546 264 282
Set Cases Tried Continued
692 352 340

-12-
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These 546 arrest cases account for only 14% of the total
3908 case filings reported. Obviously, the 3362 other cases
equal the total number of non-arrest cases processed at
arraignment. What is not clear is how this total is
determined, i.é., how many of these cases were prior cases
continued (and therefore counted twice); or represented
multiple charges against individual defendants. (we were advised
that the 45,000 annual filings corresponded to 30,000
defendants, but found no statistics to support this
observation). Nor is it clear whether dispositions are counted
by case, defendant or charge, or if non-arrest terminations are
treated the same as arrest and/or trial terminations.9

Perhaps of most concern is the implications which such data
collection and reporting systems have for understanding the
court's pending caseload as reported. Over each of the past
five years, the number of cases reported as pending in the New
Orleans Municipal Court has continued to escalate.l0 At the
same time, daily activity reviews suggest that the court seems
to be terminating more arrest cases than are being filed (at

least as to the sample court and time periods reviewed; see

90ne clerk observed that, in at least one section,
multiple charges against the same defendant were counted as one

case for filing purposes, but as multiple cases for disposition
purposes.

10source: 1976-1980 Annual Reports, The Judicial Council
of the Supreme Court of Louisiana.

-13-



Appendix B-1l). The most reliable explanation for the pending
caseldad increase is the fact that inactive cases continue to
be carried as active, i.e, that affidavits filed on defendants
not yet served, combined with attachments issued on defendants
who skip, nevef go into an inactive status; furthermore,
because forfeitures are reported as dispositions, the court's
information system may report a second disposition of the same
case following arrest. Without additional data and further
analysis, it is not possible to accurately determine how many
active cases are actually pending or how many case dispositions
in fact occur. As a result, it is not possible to accurately
assess the current dimensions of the court's caseload, the
court's judicial workload or productivity, or any trend in
total numbers of filings, dispositions or pending cases
necessary to justify or negate requests for additional judicial

resources.

1.212 Case Management Data

While summary disposition data may be of value to the court
in determining its need for judicial resources, such data will
not provide the court with the information needed to more
effectively manage its docket. Case tracking data, including
time data between events, time standard monitoring, backlog
analysis, continuance data, and disposition data by case tyée
and disposition type are needed to enable the court to

effectively manage its overall caseload.

-14-
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1.22 Recommendations: Management Information System. The

court needs to conduct a complete inventory of its current
docket to remove inactive cases from its pending case count.
Agreed upon definitions for cases filed, disposed and pending
need to be estéblished. A case management information system
should be developed in which certain data are routinely
collected on a single record for every case, and in which more
extensive data are collected for set cases, out of which system
are generated management reports needed by the court, as well
as such statistical reports as are required by the Supreme
Court. The following sections contain descriptions both of the
data elements required to support this system as well as the

kinds of management reports which should be generated.

1.221 Data Elements

Most of the data elements listed below are currently being
collected; however, such data are to be found in a variety of
sources, including docket books, index books, court minutes,
etc. and are not easily assembled in one place for management
analysis purposes. (Indeed, such statistical reports as are
generated require redundant counting of multiple records for
compilation purposes.) Furthermore; more data than is needed
for record-keeping and management information purposes is.
routinely collected. A simplified manual or automated
docketing, indexing and calendar control system (as described
in further detail in Section 4, below, "Recérds Management")

would provide for the collection of all required data on a
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single document, which document would in turn generate all the
information needed for internal operational as well as caseflow
management purposes.

Only such data as is essential for operational and caseflow
management puréoses should be collected. The following is a

suggested list of data elementstl considered essential for

}

the court's operational and management purposes:

defendant name (as well as alias, date of birth, or

S

n

other identifier if required);

. number and types of charges (most serious listed
first, followed by others in descending order);

° complaint type (arrest, summons/citation, "walk-in");

° complaining agency (possibly including officer,

prosecution and defense counsel name, although
probably not required);

° case/docket/file number (one number/defendant);

° date of offense;

° ‘déte of first scheduled appearance (date of filing or
failure to appear);

° bond data (amount, return date; forfeiture date);

® disposition data (failure to appear/bench warrant

issued/bond forfeited; guilty, not guilty, nolled;
jail term/fine amount; suspended).

The data elements described above would be sufficient to

provide all management information and statistical report

llpata elements and suggested management reports adapted
from Misdemeanor Courts: Designs for Change, "Case Management
and Information System", American Judicature Society and
Institute for Court Management, National Institute of Justice,
Washington, D. C., July, 1981.

-16-
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requirements of the court and the Supreme Court for

approximately 80% of the cases prdcessed in the New Orleans

Municipal Court. For all other matters, in order to meet the

court's case management requirements and objectives, the

following additional data would need to be collected:

next action dates (arraignment continued; counsel
appointed; trial date set; trial date; pre-sentence
investigation report; sentence date; speedy trial
date/waived; other);

continuances (one, two, three, four, more than four);

judge (section) assigned (A, B, C, D);

disposition type by charge (without appearance;

arraignment; between arraignment and trial; guilty
plea at trial; trial held guilty; trial held not
guilty; trial held other; nolle/dismissed; bond
forfeiture/warrant issued):

sentence (jail/suspended; fine/suspended; jail and
fine; stay imposed; probation/completed; drug/social
service agency referral/completed; consecutive;
concurrent) .

1.222 Management Reports

Centralized and coordinated collection of such data on an

individual card or docket sheet per defendant would simplify

and facilitate preparation of the following management reports,

both by individual section/judge and by court:

number of filings per month by case type;
number of dispositions per month by case type:
number of pending cases by case type:;

age of pending cases by case type;

backlog analysis

lzTo
formula:

where Pendlng

determine current backlog, utilize the following

Backlog = Pending - (Disposition rate x time standard),

number of active set cases currently on the docket;

Disposition rate = 3,500 cases per year; and Time standard = 1/12

(30 days

speedy trial time standard.

= 1/12 of a year). Thus, if the full court currently has
500 active set cases pending, its Backlog would be 208 cases,
cases per judge which the court is unable to process within the

of judicial workload requirements.

- 17 -
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° median age of disposed cases;
° number of cases pending with no future action date set;

° number of dispositions without court appearance by.
case type;

) number of dispositions at arraignment and at various
dispositional points after arraignment, by case type;

[ number of pending cases which exceed court's speedy
trial standard (i.e., 10 days for jail cases, 30 days
for non-jail cases);

e = number of continuances per case by case type; and

° comparisons of monthly statistics to prior month and
to same month previous year.

1.30 JUDICIAL RESOURCES

As part of our overall management review, National Center
staff were asked to evaluate the court's judicial workload to
assist the court in determining whether or not additional
judicial resources might be required. The principal
justifications given for the need for such possible increase in
judicial resources were the steadily increasing number of
pending cases in the court's caseload and the increasing bench
time requirements of the judges. However, as indicated in

Section 1.2l above, the monthly inconsistencies in the court's

pending caseload statistics as well as the large number 6f
inactive cases carried over precluded the use of such summary
data as reliable indicators of workload trends. 1In addition,
while the timesheets completed for the judicial workload
analysis portion of the study were useful for computing average
bench and related judicial time for the two reporting judges, -

this data could not be utilized for productivity analysis
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purposes given the questionable validity of the other summary
case data.

What is known about the court's judicial workload, however,
lends considerable support to the proposition that additional
assistance in some form is likely justified. The four judges of
the New Orleans Municipal Court process some 48,000 casesl3
annually, of which it is estimated that some 35,000 are disposed
at arraignment by plea of guilty or failure to appear and bond

forfeiture.14

In Section D (at the time of the initial
on-site visit), summary trials could be conducted where a
defendant wished to plead not guilty and proceed immediately,
although typically such matters were allocated to the other

three sections. The total number of these summary dispositions

is unavailable, but it is presumed to be fairly small. (Again,

13source: 1980 Annual Report, the Judicial Council of
the Supreme Court of Louisiana.

14Although it was not possible to accurately compare the
municipal court's caseload to caseloads of other courts (no
other metropolitan courts surveyed have both part-time judges
and jurisdiction limited to non-traffic ordinances and
misdemeanors), National Center staff did conduct a limited
analysis of comparble courts to attempt to develop some
comparative data (See Appendix C). The municipal court's
caseload of 12,000 cases per part-time judge per year, while
falling squarely within the 10-20,000 case range for limited
jurisdiction criminal court judges, could well be considered to
be relatively more substantial than the caseload of limited
jurisdiction criminal court judges in other metropolitan areas,
not only because that 10-20,000 caselocad range is for full-time
judges, but particularly because traffic matters in other
limited jurisdiction courts account for 88% of their total
criminal caseload, and because a substantial percentage of that
traffic caseload is presumed to be ameanable to disposition
without the need for judicial appearance. See, 1978 Annual
Report, National Court Statistics Project, National Center for
State Courts, Table 16, Pages 60-61.
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the Section D summary trial issue was rendered moot by the
court's recent establishment of Section D as a court assigned
to hear set cases.)

In any event, three judges (prior to June, 1982) were
collectively required to hear approximately 13,000 set cases
per year, or an average of some three to five set cases per
judge per court day (out of an average daily setting of some 30
to 50 set cases per section).

The limited data available from the judges' timesheets
provides further data on the demands of their workload. As
indicated in Appendix D, the judges reported that they were in
court an average of 3.3 hours per day while the amount of time
devoted to work in chambers, library or other judicial
functions ranged from an average of 2.3 hours per day to about
4 hours per day. Thus, the amount of time devoted to judicial
business during the test period for each of two part-time
judges reporting averaged between 5.6 and 7.25 hours per day.
Perhaps the only conclusion that can be drawn from this data is
that these "part-time" judges spend very nearly the equivalent
of a full time day on the job. At the same time, municipal
court judges are compensated at approximately 85% of the salary
of full time district court judges, so that an average judicial
work day of 7+ hours (or 87.5% of an eight hour day) would seem
to be roughly in accord with the judicial workload demands of
the respective courts (assuming an eight hour day for district

court judges).

-20-
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1.31 Analysis

In summary, judicial workload demands could not be assessed
with any degree of reliability, since the actual number of
cases filed, disposed and terminated and the median age of
cases pending Qas not really known. Unquestionably, the judges
interviewed work extremely hard to process the cases on their
daily dockets and clearly perceive that they are falling
behind. (Regardless of how cases are counted, the total number
of cases processed has tripled over the past 18 years.)

Until a better statistical picture of the court's workload -
can be developed, however, a variety of measures can be
considered to facilitate the processing of the court;s current
caseload. The use'of a magistrate for arraignments has already
been mentioned (above, p. 9), and the court's establishment of
Section D as a section for trial settings is clearly aﬁ
important first step in more equitably distributing the court's
workload. However, analysis of the use of ad hoc judges, and

of case screening practices may offer some further solutions.

1.311 Ad Hoc Judges

To assist the judges in performing their judicial duties
during periods of vacation, illness, absence for education
seminars and other authorized leave time, the judges are
authorized by law and court rule to appoint ad hoc judges,'
acting en banc, although'as a practical matter appointments are
made at the request of individual judges. An analysis of ad
hoc judge usage was conducted by Center staff for the limited

purpose of providing the court with management information on
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the utilization of such ad hoc judge resources (see below,
Appendix E). The results, however, have some further
implications for evaluating the guestion of judicial workload.
Essentially, this study indicated that of the total amount
of ad hoc judge resources utilized during 1980, approximately
38%, 29%, 8%, and 25% were utilized in Sections A, B, C, and D,
respectively. Other than indicating that Judge A's utilization
was higher than the average and that Judge C's utilization was
lower, the data also suggest that the judges may be taking less
gls

leave than planne , presumably because of their commitment

to the business of the court, implying thereby a strain on
judicial resources. Assuming, for example, that ad hoc judge
day usage for judge A reflects the maximum amount of leave
available, the data suggest that the bench as a whole is
working more days than required by the system as reflected in
its leave policy and that, if Section A's utilization is not
exceptional, additional resources would likely be required,
either in the form of increased status from part-time to full
time; additional para-judicial support (such as magistrates

and/or referees); or additional judicial positions.

1571ndeed, total expenditures for ad hoc judicial
resources during 1980 accounted for only 4.7% of the court's
total judicial fund expenditures, or about one-half of the
total amount which should be budgeted to accommodate 30
vacation days of leave per judge [four judges x 300 work days
per year = 1,200 days ; (four judges x 30 vacation days = 120
vacation days) = 10%].

-22-
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1.312 Case Screening

A key factor in any assessment of judicial workload is the
extent to which judicial resources are effectively utilized.
Indications of effectiveness in the use of judge time were seen
in the long waiting periods for defendants who wished to plead
guilty at arraignment as well as in the high number of cases
which "fell out™ on the day set for trial.

Although statistics on fall-out were not readily available,
it was generally the perception of the judges and city
attorneys interviewed that an average of 30 to 50 case settings
per day was not uncommon (see above, p. 20), and that a judge
was realistically able to try some three to five cases per
day. Occasionally, however, a court's entire set docket would
fall out on a given day. Cases typically fall out because of
plea bargaining on the day of trial or becausé cases are not
reached and therefore continued. When continuances are freely
given, fall out can become the norm, and the judge may find he

has no cases to try16

; thereby diluting the effectiveness of
the utilization of the court's judicial resources.
Because considerable judicial time can be wasted at

arraignments for defendants who wish to plead guilty as well as

on days when entire trial dockets fall out, two types of

l6after the first continuance in a set case, the case is
always set for a date certain. However, this practice simply
allows more time for plea negotiation, and most continued cases
ultimately plead out.
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solutions suggest themselves.

use of a para-judicial officer, such as a magistrate, to

conduct all arraignments (see above, p. 9). In addition, it is

believed that adoption by the city attorney of a careful set

case screening program combined with a no continuance, date

certain trial setting policy by the judges will result in more

realistic trial setting rate,l7 based on an improved process

for generating and therefore predicting guilty pleas.

1.32 Recommendations: Judicial Resources

It is therefore recommended that the following actions be

undertaken by the

court:

° maintain accurate records of vacation, illness,
judicial assignment and related judicial absences in
order to budget for ad hoc judge resources;

° appoint all ad hoc judge resources en banc;

° require city attorney to screen all set cases

immediately following arraignment;

® set all cases for a date certain, using an
experimental over-setting rate of approximately three
to one (i.e., 10 cases per court session);

. keep track of all continuances granted in any matter
and the reasons therefor.

17Rrather than a 10 or 15 to 1 ratio for trials set to
trials heard, the National Center's Pre-Trial Delay research
has concluded that a ratio of 2-3 to 1 is both desirable and

achievable.
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2.0 LEGAL/JURISDICTIONAL ISSUES

Two other issues which were addressed during the course of
the Center's review were the court's processing of "office
cases" or "walk-ins"; and the court's concurrent jurisdiction
with the district court. While neither is strictly an internal
management issue, both situations impact on the court's control

of its own caseload.

2.10 OFFICE CASES

By law, the court is authorized to process citizen
complaint cases "initiated by affidavit." This process
typically does not involve a police officer and occurs when a
private citizen files a complaint with the court on an approved
form. Such complaints are filed with the clerk of court, who
subsequently arranges with the city attorney and/or the police
for proper service, arrest and/or summons. Approximately 300
such walk-ins are filed in the New Orleans Municipal Court each
month.

while the provision of a mechanism for processing citizen
criminal complaints is desirable, there is some question.as to
whether or not an official other than the city or state's
lawful representative should be permitted to accept and process
such criminal actions. The clerk's office is well equipped to
provide this service, and we saw no indication that the process
had been abused in any way. (Indeed, in the event any question
about the appropriateness of a complaint or authority to issue

arises, the clerk can and does consult with the city attorney.)
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Despite the obvious need for a prosecutorial review of all
such complaints, inadequate resources of the city attorney's
office available to the court do not permit the city attorney to
dedicate a full time attorney to this function. Nonetheless, it
is suggested that the determination of the authority of the city
or state to file a criminal complaint is peculiarly within the
province of the city, parish, or state official elected or
appointed to conduct such function, and that, in our view, all
walk-in cases should be initially screened by the city attorney

before an affidavit is permitted to be filed.

2.2 CONCURRENT JURISDICTION

The jurisdiction of the New Orleans Municipal Court is
limited to violations of ordinances of the City of New Orleans,
excluding traffic matters. 1In addition, the municipal court has
concurrent jurisdiction with the New Orleans Parish criminal
district court for violations of state statutes not triable by a
jury. At one time, this concurrent jurisdiction facilitated
temporary assignment of municipal judges to district court to
hear misdemeanors. With the addition of five magistrates to the
district court bench in recent years, however, the need for
municipal judge assistance has declined, and the only effect of
such concurrent jurisdiction is to permit forum shopping between
the two courts by prosecutor and police. As a result, the
seriousness of the offenses referred to municipal court has
allegedly increased since some more serious criminal offenses

are being referred to the municipal court on a lessor charge. A
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variety of theories are advanced for this phenomenon, including
the belief by the police that justice in the municipal court is
swifter and tougher; ér that this referral process for
troublesome cases enables the district attorney to maintain a
high conviction rate in the district court. No evidence to
support either of these theories was found. Whether or not the
court's perception mirrors reality, the overlap in jurisdiction
does create an anomalous situation in which gross misdemeanors
(up to $100 fine) which could be filed and easily processed in
the municipal court are not being filed there, while rape
charges can and are being referred to the court on a lessor
included (non-jury triable) offense basis. Processing of such
cases in the municipal court is further complicated by the fact
that only state's attorneys may prosecute state cases and the
district attorney lacks the resources to permanently assign
staff to the municipal court's four sections. (The city
attorney has offered to be authorized to try such matters, but
present law apparently precludes such delegation of

authority.) The lack of available state's attorneys
complicates scheduling and further limits the municipal court's
control over its docket.

There seems to be little justification for the concurrent
jurisdiction provision, given the currently adequate resources
of the district court. If the statistical analysis recommended
earlier is undertaken, and if referrals of potentially serious

charges turn out to represent a significant portion of the
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municipal court caseload, the court might wish to consider
proposing that its jurisdiction over state misdemeanor cases be
eliminated. 1In the alternative, the court should call upon the

district attorney to provide adequate personnel to prosecute

any and all state cases filed in the municipal courtla,

including designation of the city attorney as acting district

attorney (may require statutory change).

3.0 ORGANIZATION, MANAGEMENT AND CONTROL

3.10 PRESIDING JUDGE RULE

Responsibility for management and administration of the New
Orleans Municipal Court is individually vested in each of the
four judges, who are responsible for control of cases and
personnel assigned to their respective sections. Overall
coordination of the court's management is the responsibility of
the presiding judge, who is so designated by virtue of
seniority and service. The presiding judge is responsible for
the guiding of all administrative matters; matters of policy

requiring court rule changes require a majority vote of the

judges.

18adoption by the court of recommendations in Section
1.12, changing the hours of court to correspond to the district
attorney's business day, could go a long way toward overcoming
the prosecutor's resistance to permanently assigning staff to
the court.
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3.11 Analysis

In a recent study of the management requirements of
misdemeanor courts conducted by the American Judicature Society
and the Institute for Court Management, the authors offered
their observations on the management perspective which they

found to be common to a number of urban misdemeanor courts:

"These courts, for the most part, do not operate
under a comprehensive management plan. Although
urban courts tend to be better managed than their
rural counterparts, a reactive mode of operation is
prevalent in both types of locales. Operational
practices designed to remedy an immediate problem
evolve into standard operating procedures. The
efforts of court personnel are apt to be
uncoordinated, and sometimes duplicative.

This lack of coordination persists because
misdemeanor court judges, like their general
jurisdiction counterparts, are reluctant to assume
case progress management responsibility. This
judicial disinterest in management generally
inhibits court administrative personnel from
initiating more effective operating procedures.

Even though administrative personnel may see the
need for adopting more efficient practices, they
generally are unwilling to do so in the absence of
specific directives from the judge. These
directives are seldom forthcoming because the nature
of the judge's work causes him to focus on the
individual case rather than the aggregate caseload.
The judge often does not realize the condition of
the court's caseload as a whole since he does not
have timely and useful management information at his
disposal.”

The lack of an overall management perspective of the
court's operation due to unreliable or unavailable management
information and an organizational structure which vests
management control in individual judges rather than in a

central administrative judge with overall management authority

combine to limit the court's potential to develop, implement
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and monitor an overall management plan. It is incumbent upon a
court committed to attaining a goal of improved judicial
administration to adopt a presiding judge rule which can
facilitate the implementation of the court's objectives while

19

respecting the individual judges independence and

integrity.

3.12 Recommendations: Organization and Management

It is therefore recommended that the New Orleans Municipal
Court prepare a rule vesting authority in the presiding judge
for overall management, administration and supervision of the
resources and processes of the municipal court. Provisions of

such a rule should include:

° the presiding judge should be elected by all the
judges of the court for a fixed term (for example, two .
years), and should be selected principally because of
his or her interest in and commitment to judicial
administration;

° The presiding judge should represent the court in all
matters of judicial and executive branch liaison and
in such ceremonial and public relations matters and
functions as may be appropriate, except that any other
judge of the court may be delegated to represent the
presiding judge in such functions;

° The presiding judge shall call and preside over
periodic (weekly, bi-weekly) meetings of all the
judges to discuss matters of administrative policy;

19vgudicial independence" as used herein refers to the
court's insulation from control or interference by an executive
or legislative branch agency; within the context of judicial
administration, judicial independence does not and should not
be suggested to mean a rationale for operating one's court in a
manner inconsistent with overall court system policies.
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] The presiding judge shall be responsible for the
development, promulgation and enforcement of all
administrative policy matters relating to the court,
including matters of personnel, financial, facilities,
caseflow and records management.

Attached as Appendix F are copies of several presiding/
chief judge standards and rules adopted in other jurisdictions,
both by general and limited jurisdiction courts. These rules
should be referred to in the court's development of its own

rule.

3.13 Recommendation: Court Administrative Position

It is also recommended that the New Orleans Municipal Court
create the position of court administrator to assist the court.
in implementing the recommendations contained in this report
and to facilitate modern and professional practices of court
management within the court. Working under direct supervision
of the presiding judge, the administrator would be responsible
for personnel, fiscal. caseflow and calendar. information and
data processing, and space and equipment management. The
administrator would also assist in maintaining liaison with the
judicial. executive and legislative branches of state and local
government. keeping the court informed as to changes in
policies emanating from such areas and could serve the court in
matters relating to public relations. The court administrator
should be appointed by the presiding judge, with approval of
the other judges. and should serve at the pleasure of the

presiding judge.

31



NEW ORLEANS MUNICIPAL COURT

4.0 RECORDS MANAGEMENT REVIEW AND RECOMMENDATIONS

Mmoo

Background:

The New Orleans Municipal Court currently lacks a comprehensive

4

records management program. Similiar to other courts all across

the country, the New Orleans Municipal Court has been locked into
an archaic, inefficient and expensive (both in terms of materiall

and labor) record-keeping system since the inception of the

court. The system does and has worked to achieve the goals of

court record-keeping, but only through the sheer force of hard E

work by the staff. Due to the apparently increasing caseload and

press of day-to-day business in the New Orleans Municipal Court,
there has never been an opportunity to plan or design a modern F
record-keeping system.

Recent Improvements: During the past few months, a few critical

problems were identified and dealt with which have improved the

overall atmosphere and operation of the clerk's office.

A. Inactive Records: A dozen or so file cabinets were moved

from the clerk's office to the basement storage area. This has
freed up some space in the clerk's office and allowed

installation of a public service counter. {
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B. Installation of counter in the clerk's office: The clerk's

staff may now deal with the public across a counter. This has
improved the traffic pattern within the office and record

security, since the public no longer has to deal with the staff

directly at their desks.

C. Evidence Inventory and Disposition: Evidence for closed

cases has been inventoried and disposition plans are now underway
(some exhibits had been stored for over 10 years). Under current

statutes, they only needed to be kept for six (6) months.

These actions have addressed some serious problems and have‘given
some relief to office congestion and to the crowded and
disorganized exhibits room. It is important that the momentum
for improvement be capitalized upon and continued while
additional problem areas are addressed. This report is not
intended to provide a comprehensive record system design, but
rather will suggest short term improvements and suggest a long
range planning process that should ultimately lead to effective

use of modern technology in the record-keeping of the New Orleans

Municipal Court.

An improved manual system is urgently needed at the present time

with a view toward possible future automation and a greater
degree of inter-agency cooperation among the courts, police

department, city attorney, probation department, public defender

and sheriff. The overall direction for the New Orleans Municipal
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Court should be to move towards the use of an on-line computer
system. As an intermediate step, redundant record-keeping
practices, poorly designed forms, book indexes, and four
autonomous court operations are problem areas which should be
addressed. The report which follows provides recommended

approaches to the solution of these problems.

RECCMMENDATIONS

4.121 FORMS REVIEW AND RE-DESIGN
STANDARD FORMS DESIGN TECHNIQUES SHOULD BE ADOPTED FOR ALL
FORMS USED WITHIN THE COURT. MANY FORMS CURRENTLY USED IN
THE COURT, WHILE CONTAINING THE NECESSARY INFORMATION, ARE
DIFFICULT TO COMPLETE. ALL FORMS PRESENTLY BEING USED

SHOULD BE REVIEWED AS PART OF A COMPREHENSIVE PAPERFLOW
ANALYSIS. : l
Discussion
An analysis of the information flow should result in the I

-consolidation and elimination of some existing forms. Exhibit ll

contains a checklist of technigues which are recommended in order
to ensure economical and effective court form design, including '
placement of case numbers, form numbers, titles, etc. Exhibit 2
is a sample of a proposed design for a notice form to illustrate'

some of the techniques outlined in Exhibit 1. This form,

entitled "Order to Appear in Court" illustrates consolidation of

the Subpoena, Notice of Trial and Notice of Arraignment forms %é
which are currently used by the court. Simplified forms design m=
techniques should make this form simpler to £ill out and usable -
in a window envelope. The proposed notice form includes the ;
Return of Service Form on the front in a simplified format. ;
Other opportunities for forms design improvement include the =
affidavit which is filled out by walk-in complainants and the -
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various bond forms which are used for peace bond, surety bond, and cash

bond. The bond should be reviewed for consolidation and simplified

wording.

[

4,122 LETTER SIZE FORMS
ALL COURT CASE FILE RECORDS SHOULD BE PREPARED ON LETTER
SIZE (8 1/2 x 1ll) PAPER, OR OTHER STANDARD SIZES SMALLER
THAN LETTER SIZE, (such as 8 1/2 x5 1/2 or 8 1/2 x 7).

Discussion

Various form sizes were observed in the New Orleans Municipal
Court, particularly several legal size (8 1/2 x 14) documents.
Letter size documents are easier to handle, more economical to
procure, and photocopy costs are also reduced. (See Exhibit 1)

4,123 FORMS MANAGEMENT SYSTEM

A FORMS MANAGEMENT SYSTEM SHOULD BE DEVELOPED FOR THE
PROPER MANAGEMENT OF FORMS INVENTORY, ORDERING AND
PRINTING.

Discussion

Every form used by the court should be assigned a control
number. This number can be constructed as a code to indicate
consecutively assigned numbers and the date the form was last
revised (i.e., Form Number NMC 8, 12/8l). Specific court
personnel should be assigned responsibility for mainfaining a
sufficient stock of all forms, coordinating revision efforts when
necessary, and placing printing orders to replenish stock. Prior
to ordering new forms, the forms supervisor should review the
form to see if any revisions or corrections are needed. Since
the New Orleans Municipal Court uses a large number of forms,
appropriate attention to improved forms management will be time

well spent.

4.124 THE USE OF BOUND AND POST-BOUND BOOKS FOR COURT
RECORD-KEEPING SHOULD BE ELIMINATED.
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Discussion

Books have traditionally been used to preserve the integrity
of court records. Information is either handwritten directly

into the book or typed on a page to be inserted into a post

binder. Book indexes are maintained in a semi-alphabetical ordex:l

rather than true alphabetical order and require some degree of

random scanning to find particular case entries. It is common to

find case-related information separated into a variety of
books--docket, index, judgment, minute, fee, etc. Books are
expensive, cumbersome, difficult to handle, difficult to complet
and occupy a great amount of space. Manual record-keeping
systems now exist which are far more cost effective and
efficient. See, below, Recommendations 5 and 6.

- 4,125 MULTI-PART FORMS

MULTI-PART CASE ACTION SUMMARY FORMS SHOULD BE DEVELOPED
AND IMPLEMENTED FOR RECORDING AND MAINTAINING CASE RELATED
INFORMATION FOR CONTESTED CASES. AT THE TIME THE CASE

ACTION SUMMARY IS PREPARED, ATTACHED INDEX AND CALENDAR
CARDS CAN BE CREATED SIMULTANEOUSLY.

Discussion

A sample of the Minnesota case control records is attached to
demonstrate this concept (see Exhibit 3). This case.action
summary is letter size (8 1/2 x 1l1l) and pre-formated with the
initial steps involved in each case and common case activities,
so that when a check mark is entered it can be ascertained that
actions occured in the particular case. Subsequent to
disposition, the case action summary can either be stored
separately from the case files in numerical order or within the
related case file. It is estimated that elimination of the

docket book, index book, and allotment book could potentially
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save 47% of forms procurement cost. Currently, the docket index
and allotment books are purchased together for a total cost of
approximately $1350. One set of books will record information on
12,000 cases. It is estimated that the multi-part form referred

to in this recommendation should cost approximately 6-7¢ each or
about $720. The real savings, however, will be in improved
efficiency in preparing case documentation and subsequent
retrieval of that information. These intangible costs are
difficult to measure until the system is actually tested, but the

overall impact of a modern record-keeping system as opposed to a

book system can be substantial.

4.126 INDEX CARDS
A DEFENDANT INDEX CARD SHOULD BE CREATED AS A PART OF THE
CASE ACTION SUMMARY FORM (SEE EXHIBIT 3). THE INDEX CARD
WHICH IS CREATED SIMULTANEOUSLY WITH THE CASE ACTION
SUMMARY FORM SHOULD BE A STANDARD SIZE, 3" x 5" or 4" x
6". THE INDEX CARDS SHOULD BE FILED IN TRUE ALPHABETICAL
ORDER BY THE DEFENDANT'S SURNAME. IN THE FUTURE, THE INDEX
INFORMATION COULD BE KEYED INTO A COMPUTER FOR THE
PRODUCTION OF A CONSOLIDATED INDEX TO BE PRINTED ON PAPER
VIA COMPUTER OUTPUT MICROFICHE (COM). EXHIBIT 4 EXPLAINS
COM (SEE ALSO RECOMMENDATION 8, BELOW).

Discussion

The present book indexes are in only semi-alphabetical order
requiring searching within the letter category when a name is to
be located. The first step is to locate the propér index book;
to do that the researcher must know the time period in which the
defendant appeared in court, which information may or may not be

available, but always requires an additional search.

4.127 CASE NUMBERING SYSTEM

A CASE NUMBERING SYSTEM SHOULD BE DEVISED WHICH IS EASY TO
USE AND ALSO PROVIDES RELEVANT CASE INFORMATION TO THE
COURT.




Discussion

The case number should include: the year; type of case; and -
consecutive number. For example, a recommended case number may
read 80PR123. The elements in this number show the case was

filed in 1980, and was the 123rd prostitution case to be filed inj

il

the designated year. By using the numeric-alphabetic-numeric
format for designing the case number, no hyphens or spaces are -
required when writing the case number. In the New Orleans

Municipal Court, this concept could be tailored to meet the

Court's other management needs. For example, the following

designations could be used for the originating agency or type of [

offense:

Agency Offense
PD - Police Department BT - Battery B
.80 - Sheriff DR -~ Drunk and Disorderly .
VC - Vieux Carre Commission PR - Prostitution -
HO - Housing Department OC - Open Containe

- etc. - etc. ' [~

The secret to an effective case numbering system is to make it

"relevant and meaningful, but not overly complicated.

This format for case numbering can also be used to provide some

statistical information for the courts, particularly if the court
wishes to analyze caseload by casetype such as by battery, theft,
drunkenness, prostitution, etc. The present case numbering ~
system which currently runs into the hundred of thousands, not -
only fails to provide any relevant management information, but is

prone to errors in transposition of numbers. The cases which

L



come before the court and which are terminated at the initial
appearance do not receive case numbers and are not indexed, but
rather they are filed by the citation number and reference to
them merely appears on the daily sheet received from the police
department. While this simplifies recordkeeping for the clerk,
it precludes the possibility of accessing the conviction record
on a particular defendant and makes it difficult to monitor
increases in caseload volume. The present practice of filing
these one appearance cases by citation number should be reviewed
and a system developed to improve accessibility of the
information without having to rely on the "hit or miss" method

now used. We are not recommending that a case number necessarily

needs to be assigned to every matter appearing before the court,
since this could complicate the allotment system which evenly
assigns cases with more than one appearance among the judges.
However, a simple index card with the defendant's name and
citation number could be integrated into the suggested index card
system. On the other hand, a new set of records would not be
worth-while if information in the "citation only" files is

accessed very infrequently.

4.128 CUMULATIVE INDEX
A CUMULATIVE INDEX OF ALL CASES SHOULD BE DEVELOPED TO MEET
THE COURT'S LONG TERM INFORMATION STORAGE AND RETRIEVAL
REQUIREMENTS. THIS CUMULATIVE INDEX SHOULD BE IN TRUE
ALPHABETICAL ORDER AND COULD BE PREPARED THROUGH THE
COMPUTER AND PRODUCED ON COMPUTER OUTPUT MICROFILM (COM) BY
A SERVICE BUREAU.

Discussion

Once the data entry is complete, the computer program would

sort and merge the index entries into true alphabetical order,
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forming a cumulative index according to the criteria determined
by the court. This information could then be formated for the
eventual production of microfiche through COM. No intermediate
paper print-out is required. Tbis entire process can be
completed by a service bureau if the required equipment is not L
readily available to the court. Once the index entries have beeny
keyed and sorted, one 4" x 6" microfiche card at 48x reduction -
could contain over 10,000 names and cost less than $5.00 to

produce. Copies can be obtained for less than $1.00 (see exhibit

4 for brief explanation of the operation of computer output

1
-

simultaneously with the case action summary could be computerize%}

microfiche system). The index could then be read on a microfich

reader costing about $250. The index cards which are produced

on an annual basis. Once data entry is verified, the index can

be produced in two or more copies and the cards can be -

destroyed. B

4.129 PROCEDURES MANUAL —

A PROCEDURES MANUAL SHOULD BE CREATED TO DOCUMENT THE CASE |
PROCESSING SYSTEM. -

Discussion : E
The New Orleans Municipal Court has five independent operating

divisions, the four branches of court and the central clerk's [

office. These branches all interact with each other and with

-

outside agencies. Very little is documented on the procedures
used in the complex business of the court, and it was observed
that each branch of court has distinct and unique methods of

operation. As new systems and procedures are developed, they -

should be documented and detailed in the recommended procedures
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manual. The procedures manual should include step by step
instructions on case processing, samples of forms, and uses of
related information. These manuals can be used to speed up the

learning process of new staff and answer questions for existing

staff. Portions of the manual could be completed as new
procedures are implemented or updated. Pages could be recompiled
as necessary at the end of the development process providing a
comprehensive description of the Court's activities. Word
processing equipment is particularly useful in developing
procedures manuals. In conjunction with development of
procedures manuals, the court should conduct ongoing training and
orientation programs to keep staff abreast of changes in |
procedures and provide an opportunity for staff input to further

the system. Exhibit 5 is a table of contents from one procedures

manual to illustrate the types of topics covered.

4.130 REDUNDANT OPERATIONS
LABOR AND TIME CURRENTLY SPENT IN REPETITIVE PROCESSING
PROCEDURES SHOULD BE ELIMINATED. EFFICIENT RECORD-KEEPING
PROCEDURES SHOULD BE ESTABLISHED WHICH ENSURE PRESERVATION
OF VALUABLE INFORMATION WITHOUT DUPLICATION.

Discussion

The in-court docketing procedure and subsequent documentation
in the general docket of the clerk's office are duplicative
procedures. The implementation of a case action summary form
which simultaneously produces index and calendar cards (see,
abové, Recommendations 5-6) should enable the Court to reduce
redundancy. The case action summary follows the case and all
annotations on that case are recorded thereon. One comprehensive

record could be maintained for each case. The calendar cards for
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scheduling cases with subsequent appearances can be managed from day to_
day much easier than case files or lists. When the calendar is
prepared, it can be prepared from the calendar cards. A sample
calendar card is included in Exhibit 3.

4,131 ACTIVE FILING SYSTEM

THE CURRENT FILING SYSTEM SHOULD BE REVIEWED CAREFULLY TO
IDENTIFY MORE EFFICIENT AND COST EFFECTIVE ALTERNATIVES.

Discussion

The current filing system is designed to accommodate the basicl
law enforcement citation. The case file envelope requires that [
all documents, besides the citation, be folded for insertion and
that the entire contents of the file be extracted for subsequent [

—

review. The documents are then unfolded for review and re-folded
and re-inserted in the envelope for filing. Two alternatives to [
this method should be considered and further evaluated: 1) As

illustrated in Exhibit 6, a letter size side-tab color-coded file
folder could be used for all cases which receive a court case %
number. The use of this type of file prevents the need for -
folding documents, and the color-coding allows for easy filing -
énd retrieval without the problem of mis-filing. 2).Some courts
with a citation type filing system use a clear plastic sleeve so
that no information needs to be written on the outside of the

file jacket. This way, the citation with the case number stampedy
on it becomes the top document in each case file, and the

defendant's name and case number can be easily read through the

clear plastic polyethylene envelope. (See Exhibit 7)
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Both of these alternatives offer potential savings of efficiency

and economy over standard window envelopes, which also need to be

written upon by the clerk's staff.

4,132 FILE SECURITY

THE USE OF OUT-CARDS OR OUT-FOLDERS SHOULD BE ENFORCED TO
MAINTAIN CONTROL AND SECURITY OVER COURT CASE FILES.

Discussion

Presently, out-cards are available to insert where case files
have been removed. The system works well when it is enforced;
however, enforcement is inconsistent. One alternative to the
out-card is an out-folder,ywhich can be put in the place of the
case file with the name of the person checking out the file and
the case number written on a card in a special pocket in the
out-folder. When documents arrive in the clerk's office to be
filed‘in a case that is checked out, they can be placed in the
out-folder and filed in the case file when it is returned to the
file. Temporary filing of documents is a considerable problem

for court staff currently. A sample of an out-folder is included

‘as Exhibit 8. This type of folder may be color-coded for

specific borrowers such as judges or clerks, or the time period
during which the folder was removed (i.e., the color can change
each week of the month). While the file size used in the New
Orleans Municipal Court is not a standard size, this out-folder
concept could be modified to accommodate the citation size filing
system. (Modification of the file size to a letter size side-tab
folder would eliminate the need for such modification.)

4,133 RECORDS RETENTION AND DISPOSITION SCHEDULES AUTHORIZED BY

STATUTE SHOULD BE ADHERED TO BY THE NEW ORLEANS MUNICIPAL
COURT.
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Discussion

The clerk's office is aware of which records are not permanent
and are eligible for destruction. However, no ongoing program of
destruction currently exists. A program for elimination of the
accumulation of old records should move forward as soon as
possible, along with the continued movement of inactive records
out of the office to the basement storage area. The basement
storage room should be arranged so that records can be located
more easily. The use of warehouse-type shelving in one cubic
foot storage boxes could maximize the use of the space available
in the basement. Additional information on inactive record

storage is attached as Exhibit 9.

4.134 MICROFILM

CAREFULLY CONSIDER THE COST OF POTENTIAL BENEFITS OF THE
PROPOSED MICROFILM PROGRAM.

Discussion

During our visit to the New Orleans Municipal Court, it was
indicated that a considerable amount of money is being allocated
for the purchase of microfilm equipment. Any records which are
not deemed to be permanent records should not be microfilmed,
since the most cost effective method of dealing with
non-permanent records is to destroy them when authorized by
statute. Since the New Orleans Municipal Court has adequate
space for storage of hard copy, microfilm may not be a
cost-effective alternative.

4.135 EVIDENCE; EXHIBITS
CONTINUE DISPOSITION OF OLD EVIDENCE AND EXHIBITS WHICH

HAVE ALREADY BEEN INVENTORIED AND CONTINUE TO KEEP THE
VAULT CONTAINING EVIDENCE FOR ACTIVE CASES WELL ORGANIZED.
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Discussion

The basement storage area contains many years' accumulation of
case exhibits. All of these items have been indexed and
inventoried. Arrangements were underway to transfer some of this
property to City Finance for further disposition and to destroy
other items of evidence. It was indicated that under current
statutes, evidence in municipal courts can be destroyed six

months after case disposition. -

4.136 MANUAL ACCOUNTING SYSTEM
DEVELOP A "ONE-WRITE" OR PEGBOARD ACCOUNTING SYSTEM.

Discussion

Exhibit 10 is a special report on pegboard accounting
systems. It is apparent from a brief review of the receipting
procedure and cash accounting system that improved efficiency,
security and cash control could readily be realized from adoption

of a one-write or pegboard accounting system.

Conclusion: Staff of the clerk's office are working extremely

hard to keep up with an increasing volume of cases. Adoption of

some improved record-keeping techniques could simplify their work
and save money. A modern streamlined manual recordkeeping system
could benefit the court by offering opportunities for improved
efficiency, and reduction in the cost of labor and supplies.

Once such a system is developed, the court could begin to move

toward the introduction of an on-line computer system.
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5.0 JUDICIAL FUND

In addition to . our review of the court's overall
organization, and of its caseflow and records management
practices and procedures, we also examined the court's most
highly publicized activity--expenditures from the judicial fund.

During the course of this review, significant media
attention was brought to bear on expenditures from the court's
judicial fund. Creation of the judicial fund was specially
authorized by an ordinance of the New Orleans City Council in
1974. Revenues to the fund consist entirely of bond
forfeitures. Expenditures from the fund are made for supplies,
materials and other expenses deemed necessary for judicial ‘
purposes.

Examples of judicial fund expenditures include ad hoc
‘judge‘expedses; automobile expenses; clerk's office supplies;
employee parking; courtroom and chambers furniture; telephone;
and summer intern compensation. Certain expenditures,
including professional association memberships and gifts, such
as flowers, have been expressly prohibited. Any Jjudge can
authorize a valid expenditure out of the fund up to $200;
expenditures over that amount theoretically require a majority
vote of the judges. Judicial fund expenditures during 1980

were $141,121.

5.11 Analysis. Because of the high visibility of the

judges as elected officials, and because of the potential for
criticism of such officials for potentially inappropriate

expenditures from a public fund, we believe it is in the
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court's best interest ﬁo articulate and enforce extremely
specific policy guidelines with regard to all expenditures from
the judicial fund; to support such quidelines with detailed
individual records distinguishing personal from business
expenditﬁres; to provide such records and documentation to the
city and the Supreme Court in the course of periodic audits;
and to make such audit information readily available to such

agencies as may have a lggitimate interest in reviewing such

records, including the media.

5.12 Recommendations: Judicial Fund. Recognizing the

court's public accountability for expenditure of judicial

funds, it is therefore recommended that the following be

undertaken:

. Develop specific, articulated guidelines for allowable
expenditures from the fund and promulgate such

guidelines;

° Prepare an annual budget for expenditures of judicial
budget funds, and monitor expenditures monthly against
such budget targets; separate line item accounts
should be maintained for each of the following items:

Personnel
Office Supplies
Consultants
Equipment
Contractual
-Books
-Repairs
-Telephone
-Automobiles
-Carpenter
-Parking

-Ad hoc¢ judges
6. Travel

N> W N
. . .

* o
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Require that all requests for judicial fund

expenditures be approved by the presiding judge;

Require all officials (judges, clerk) authorized to
request appropriations from the fund to maintain a

daily log of personal and business-related expenses
for telephone calls, automobile usage, etc., and .
specify that such persons reguest reimbursement for
the judieial business portion only of such

expenditures;
Establish a petty cash accountiné system to be
reviewed by the presiding judge and to be summarized

monﬁhly;

Initiate, cooperate in, and disseminate the results of

periodic and/or annual judicial fund audits.

-48-
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Time shift

planned for

“night courf

The 10 p.m. court session pru:ded
-over by Judge James Glancey will be
"inoved to 6 p.m. beginning June 1, to

%zase overcrowded trizl dockets’ in
Orleans Parish Municipal Court.’ ~+

The plan was announced Wedoesday
by Louisiana Supreme Court Dépity-
© Judicial Administrator Lansing-Mit-
- chell Jr., whose office coordinated™the
" plan Wlth the Municipal Conrtfadga

and the City Council.

Though grials have been -held by
Glancey, Mitchell paid, the so-called
night court traditionally has been nsed
for arraignment of persons charged

' with violations of either tity ordi-
' nancaormtemisdemeanon el

il o-rvv

+ After arraignment, Mxtchen;.wi,
tnals usually were held before ooe of
the other three Municipal Court judges.

But with the other judges of the
Municipal Court sometimes setting as
many as 70 trials on a given day, Mit-
chell said, it was thought that a fourth
trial docket would alleviate some’'of"

the worklcad. - —

The plan is expected to accommeo-
date citizens who get off work about &
p.m., Mitchell said, and who won’t have
to make & special trip back into_togm
for the 10 p.m. setting.

And the plan for a fourth trial docket
also renders moot an expeasive pro-
posal to create a fifth judgeship on the

. Municipal Court, Mitchell gzid. --7-

Finally, Mitchell said, the new plan

s expected to make it easier for mare
New Orleans police officers to come 4o
: court in connecuon th.h cases in which

: time to get back on the streets during
_ high-arrest hours of the night. >''=”
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APPENDIX B

DAILY STATISTICAL WORKSHEETS, JAN~FER 1981, COURT B
MONTHLY STATISTICAL REPORT FORM, JAN-MAR 1981

COMPARISON OF SECTION B DAILY AND MONTHLY STATISTICS,
JAN-MAR 1981
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Comparison of Section B Daily and
Monthly Statistics
(January - March 1981)

Appendix B-3

Section B

Should be Pending

Supreme Court Reports Jan - Mar 1981
Pending, Filed Terminations
1/81 8848 3508 2969
Lost Cases
117 2/81 9670 4947 3519
1150-1267 3/81 9948 5192 4123

9787

11,098 or 11,215

11,017-12,284
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35 LARGEST COUNTIES



r‘( r‘l { L [ -lf —é E el i } - S &4 [ i h T

vee‘se 995‘90L 8T
uL £€S’€6 vmmauamm 9 D133R1y, {(012’889°1)
¥y AD 809°9 L9E/SPHT A4 Tedrotruny 0861  vd ‘A3junop erydrapertud ‘e
(9v¥8'198°1)
¥4I ¥D AD L20°ST PST'1E9 v Tedioturyg 0861 vD ‘Ajuno) obaiq ues °g
AD SS9 65’9 1 s ,33ebo1ing
nr ¥o (umouyun) L A tweyg
AD 1691 £€86°1¢C €1 TT1A1D (GZe‘168°1)
(u1r) o qli1s’e qvv9‘ze €1 TRUTWTID 0861 AN ‘Ajuno) suaand -
(0Ls’1€6'1)
¥4I ¥D AD SLZ'VI B0OB‘ET9 1% Tediotumng 0861 ¥O ‘Ajuno) sbueip ‘9
AD LIV’L LIV‘L 1 s,93eboiing
ne i lo) (umouxun) 8 Artweg
AD ve8’e v10’'8Y LT 11410 (9t6’0€2'2)
(aL)¥o qv96°'c qeov’vy ST TeutwIID 0861 AN ‘Ajupnop sbutry -°g
ACBOCxC:v €T SEITd uouwo)
979’8 Lvyo‘aLe 43 30113151Q (ovz‘Lec’?)
nr AD 52S°'¢ £0Z'02 8 ?jeqoig 6L6T ] ‘Ajunopy sulem °yp
: v00‘%1 £TZ'218 8¢g
¥4 ¥ oeL’et 089 'VES v Tedroruny
¥l ¥D AD 9vE‘ LT €ES'LLZ 91 20eag auj (tbS‘60%°2)
Jo aotrasnp 0861 X1 ‘Kjuno) stiiey ¢
(0L ¥YL ¥90 AD LE6TT 6TL'V¥659 z0€ 3INDa1D) (0617€52“G)
(g3aN0D uotrjorpstanl pajrwil ou) 6L6T 11 ‘A3uno) Yood -7
¥4L ¥D AD 506°ST Lsr‘gee’e LYT Tedroruny 0861 (LS9’LLY ‘L)
) vD ‘A3juno) satebuy soq 1
uotjoipstanl abpnk FERRE] sabpnl 3IN0)H aeax (uotjerndod 0861)
31no) /sburita sases Jo § Jo # aje3g pue Ajuno)

S913UN0) 31SabieT Gf @Yy 10J S3JAN0D UOTADOIPSTINL Pajiwiqg ul sbullld



»dL ¥O AD

YL ¥O AD
AD
ud

AD

nr 4L ¥49 AD

AD
¥o
AD

(u1) wd

L ¥0 AD
L ¥O AD

3L 40 AD

UL ¥0 AD

L ¥o

YL ¥O AD

*dL ¥O

L ¥40 AD

£€0°91

668‘8

01z’e
0€6 €
99¢
0v6°T
AT >

£€8¢'S
9Tv ‘0T
€E0‘Y
EES‘TT
z1e‘or
698’8
20801

T9G’€1
voL’9

V68’ L1

9€1'’81

gTLese

(umouyun)
(umouun)
668°8

{(umouyun)
{umouun)

099’ce
zze'sov

8LT'EZT
098°L
TO0E‘E
129°vy
qS9€°L9
vS1'v9C
L6v‘z9
LS9°102
762'59¢
LTT'ZEL
695 ‘6ST1
8vs‘ZLS

Sev‘ozy
£Evv’08

766'6€E€

966’S¢S

Ld
Ld

- N i

N~

(2)
()

95

1 X4
(A4

o Wl
N w

€T

TL
81

Le
9z

1€
A

61

6C

Tediotuny

sbeyTIA
umoy,

s ,93ebo1ing
A11weg
301138514

23eqoad

10113151Q

s,93ebo1ing
Artweg
T1A1D
TRUTWTIIH

9jei13sibey
30113814a

Tedrotury
aoeag oY)
Jo ao13snp

Tedrotumy

aoeag ayj
jo aoI1jsnp
Tediotuny

Kquno)

0861

0861

6L61

0861

0861

086T

0861

0861

6L61

(TL0’s62°1)
v) ‘KAjuno) vieyr) ejues

(z85'12ZE’T)
AN ‘&3uno) nessepn

(veo’L9€’1)
W ‘Ajuno) xasaippmd

(ces’Lev’1)
AN ‘A3juno) 3 I10x MON

(sg0’0S¥v ‘1)
vd ‘Kjunop Auaybativ

(c6z'86% 1)
o *‘&junop eboyeldnp

(0€0’80S°T)
Z¥ ‘&junop edootiey

(6¥5°955'1)
XJ ‘Ajuno) seiired

(6L6°S29°1)
14 ‘Ajuno) apeq

*81

LY

“91

"SI

Bl

"t

A

11

01

*TAITMAN

N VTN I IY



(aL 1o
(nr i fe)

L ¥O

»dL ¥O

L ¥d

4L ¥O

4L 4O
4l ¥O

ac ud
¥l d¥O

»4L YO

ar ¥o

(u1) 1o

4L 9O

UL ¥O
4L ¥do

ar o
4L ¥0

*3Juod

AD
AD

AD

AD
AD
AD
AD
AD
AD

AD

AD

AD

AD

AD
AD
AD
AD

AD

€8T’S
9TL LY
8zs'1

LL9'091
600’21
8999¢

1¢
L
ve

110 *0SSy)
11N0110)

(eS3In02 uot3oTpstTanl pajTwiy ou)

—_— il O LU e L S W)

1861

(LL61 @ouls 31oday Tenuuy ue paonpoid jo0u SeY UTSUODSTM)

990’6
209’1

66T'TT
EEV’6

TLTT
SES‘ 01

€09°61

sve’s

806°2T
SET'Y
(4%

vov‘9
q9€8°2

1AAGNA

98¢’V

D XTANHd4VY

v6L'vvT

€19°’6

T181°SET

8EL‘0CZE

v89 ‘v

¥S0’'9T€

Sv8'vse

(umouun)
(umouuny)
" GpE’S
(umouyun)
(umouxun)

6v1‘00Y

SET'Y

(umouun v

810‘z€
qEE0*vE

LEL’ OOV

{umouun)
(umouun)
9g€E’Y

(umouun)
(umouyun)

MO e

Tedrotumy

aoeag a9yl
jo aoiasnp
Tediotury

23eqOoilg
30113814

Ajunon

abe1TIA
umMoy,
s,93eboxiang
ATtuey

£310

Tedotuny

s,23eboiang
Artweg
T¥ATD
Teuluwtap

Tedtotury
3otra3sia

abeTtIA
umoy,

s ,93eboxing
Artweg
301135140

0861

6L6T1

6L61

0861

0861

086T

0861

086T

. {(s18'vL6)
o ‘Ajuno) sino *3s

(886°vL6)
IM ‘Auno) saynemTIn

(008'886)
X1 *Ajuno) 1exag

(€6L°TT0'T)
I ‘Ajuno) puetyeo

(E¥0’PTO0‘T)
13 ‘Kjunon paemoag

(zLv'S10°1)
AN ‘&junop at1am

(6LE'SOT’T)
vD ‘Ajuno) epauely

(STT‘691°1)
AN ‘Ajunop xuoag

(6¥L'692'1)
M ‘Rjuno) buty

(1ez’vee’T)
AN ‘Kjuno) jy1033INS

‘8¢

“Le

‘9¢

°S¢T

B Z4

‘te

*ee

"1

"0¢

‘6T



*sased buiyied 9pnIOUl JOU Op SISED DIJJeA) 8S3YULy

artuaant = nr
oT133ea] = Ui
TePUTWIID = ¥
TIATID = AD
swry IIN3 = L4
awiy jred = 1d

(cLL'98L)
¥l ¥D AD 1A 2 RA PET’8LE A4 30113814 1861 a ‘A&31D LPaowrjred °G€
e s,93eboaing
x¥L 4O 809°¢C 906 ‘96T 09 Tediotury
L66 886°‘€C 17 *jeisy ‘wog
3 a1tuaanp (68c’sv8)
88Z°’S szL'1E 9 30113814 0861 CN *‘&3juno) usbiag °vg
(umouyun) e g,93eboirang
¥4l ¥D 868 ‘Y #G0°CVT 62 Tedrotury
Lyv’e €89'02 9  *aeyay -wog
3 ayrusang (1s%058)
£0€/CT gI8‘€EL 9 30113814 0861 N ‘Ajuno) x3ssy “gg
¥I ¥D AD (umouxun) I abeT1IA
dL ¥D AD (usouun) A umog,
AD rA LA z18‘€ 1 s,93eboxang
or ite} : (umouxun) S Attweg (665°998)
¥l ¥4D AD (umouun) 6 £310 0861 AN ‘Ajuno) 1931s8YydisaM *Zg
{(601°'698)
"L ¥4D AD G9G6°’1¢ 6v9’18¢ €T Tedrotumny 0861 HO ‘A3uno) utiyueix °Ig
(9€1’€L8)
"L ¥D AD 66622 165622 0T Tediotury 0861 HO ‘KA3uno) uojyTwey *Qf
81
AD 1 ®#3eqOoad (11v196)
¥L ¥O AD GGG ‘6€ Z10‘21L LT Tediotumg 0861 NAd ‘KA3uno) utdauuay °6

lll-l'i-lll"l‘llll

*3uod O XIANJddV¥



*3In00 8yl JO peor}IoM ani)

" ay3 1097391 AT93jeiInooe alow suorlrsodsi@ °3Inoo ay3 AQq pIaTpury usaq jou aARY SISED ISBYY JO jsOW Ing ‘uanlh
9Iam S393%01] JO Iaqunu STY3 sawll aary Arajewrxoiddy -3inod ayj Aq pasodsip sased jo Iaqunu ayj ST STYLp

‘uo13es0T 3In0d ietnorixed Aue utr Hurll1s sabpnl jo Iaqunu ayy K3108ds
03 91qissod jou ST 31 JIINS3I B SY +93BIS 2ITJU3 9Y) SSOIOE 83BJ0I S3]ISNYIESSEY UT SIIN0D 9yl ul sabpnry

*219y po3rodai ueyy 1aybiy 9103a1syy st 2anbty abpnl/sbutyty Tenioe oyl -Ajunod Aq IrqerreAER j0U DIIM SISED
2s9y3 103 eakp ‘3YI0X MON JO A3ID 9yl UT 3INO)H Teulwia) ayy utl sabpnl Xq paiesy sie sased dorjjeI] smsosyaﬁn

*sosayjusaied ul usaTh 1€ 3INOO PITITUN BY) WOIY
ejep ‘uostiedwod I0g -uo13oIpstan( palTwil JO SIINOD ou YITM swalsds 3IN0D Parjrun Saey S93RIS 953l

e Rifate} N VTAONTIAY



D-1:
D-2A:

D-2B:

APPENDIX D:

JUDICIAL WORKLOAD ANALYSIS

SAMPLE DAILY WORKLOAD TIMESHEET

WORKLOAD SUMMARY AND ANALYSIS: SEC. A

WORKLOAD SUMMARY AND ANALYSIS: SEC. B



Appendix D

Two the the court's four judges kept track of bench time,
chambers time and other judicial time for a one-month period (Jan
15-Feb 14, 19815. Time sheets were completed each day by the
participating judges (See example, Appendix D-1). A summary of
their times reported is attached herewith as Appendix D-2A (Judge
Sapir) and Appendix D-2B (Judge Bossetta). No attempt was made
to correlate numbers of dispositions to either bench time or
overall judicial time, or to compare disposition rates between
judges; however, this kind of analysis would be possible if the

court were to report total daily dispositions for all cases.
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NEW ORLEANS MUNICIPAL COURT STUDY
JUDGE DAILY TIME SHEET

NAME  Judge Eddie L. Sapir

DAY Thursday

APPENDIX D-1

DATE: 2/ 5§/ 81

116

: 45

200 a.m.

130

10:

00 a.m.
XXXXXXXXXX

- XXXXXXXXXX

XXXXXXXXXX

11:

00 a.m.
XXXXXXXXXX

XXXXXXXXXX

XXXXXXXXXX

12:

00 p.m. -
/11171171

200 p.m.

LI

:00 p.m.

:00 p.m.

Legend:

Bench time XXXXXXXXXX

Charmbers Time /[/////////

Other Judicial Business (luncheons, meetings

speaking engagements, etc.)




Other
Judge Sapir Judicial Chambers Bench Total
1/15 .25 2.75 4.0 7.0
1/16 2.0 2.0 4.0
1/17 (lock up) 2.0 ' (2.0)
1/18 (lock up) 2.0 (2.0)
1/19 Holiday (---)
1/20 1.0 A 3.0 4.0
1/21 2.0 3.75 5.75
1/22 2.0 _  2.75 4.75
1/23 : 1.75 2.75 4.5
1/26 o 2.0 3.75 5.75
1/27 3.5 2.75 6.25
1/28 2.0 1.5 2.75 6.25
1/29 ’ 9.0 2.75 2.0 13.25
1/30 1.5 2.5 4.0
2/2 2.0 (Jdgs) .25 3.5 5.75
2/3 2.75 2.75 5.5
2/4 2.0 2.0 4.0
2/5 1.0 .75 2.0 3.75
2/6 1.5 2.0 3.5
2/9 2.5 2.75 5.25
2/10  Vacation (Ad Hoc) (.5) (2.5) (3.0)
2/11 Vacation (Ad Hoc) (.5) (1.5) (2.0)
2/12 1.5 3.5 5.0
2/13 L1s 2.75 s
18.25 - 35.75 53.25/57.25 103.25/108.25

Analysis

1. Courtroom Utilization = Average 2.8 Hours/Day (Range: 2-4 Hours/Day)
2. Average Hours/Day = 5.43
3. Ratio Other/Chambers to Bench Time = 54.0/53.25 = 1:1

o

— P, i e, (=, Gy

—
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Judge Bosetta D-2B

Break Other Judicial Chambers Bench Total

.25 Th 1/15 1.75 1.75 4.0 7.25
F 1/16 .75 (Libr.) 1.0 2.75 4.50
s 1/17 ———
S 1/18 ———
M 1/19 (Holiday) 2.25 (cv. srv hrng.) 1.0 (Mtg) (3.25)
T 1/20 1.75 3.5 5.25

.25 W 1/21 .50 (Libr.) .75 4.75 6.25

1.0 (.5 Libr) 1.50

Th 1/22 (.5 police) 3.25 5.75
F 1/23 (illness) -——-
S 1/24 (lock up) 1.0 (1.0)
S 1/25 (lock up) .5 (¢ .5
M 1/26 2.25 (1.75 Police) .50 2.75 5.5
1/27-1/30 (illness) —
s 1/31 ——
s 2/1 ——-
M 2/2 2.25 (Judge Mtg) .75 2.75 5.75

25 T 2/3 1.25 (.75 other; 1.0 3.25 5.75

.5 Libr)

.50 W 2/4 .75 4.25 5.75

.50 Th 2/5 1.75 .75 3.75 6.75

.25 F 2/6 1.25 1.5 4,25 7.25
s 2/7 ——
s 2/8 ——-
M 2/9 .50 1.00 2.5 4.0

.25 T 2/10 2.50 (Mtg. Mayor) 1.50 2.75 7.0

.50. w o 2/11 1.0 3.0 4.5
Th 2/12 1.75 2.0 3.75

.50 F 2/13 .75 3.25 4.5

2/14 ————

3.25 19.50 19. 52.25 89.50

Analysis

1. Courtroom Utilization = Average 3.3 Hours/Days (Range: 3.25-7.25 Hrs/Day)

2. Average Hours/Days = 5.6

3. Ratio Other/Chambers tc Bench time = 41.25/52.25 = 4:5



APPENDIX E

AD HOC JUDGE USE ANALYSIS




. -
' -, 4 Wm -
m = : .

, 4 ,
- mm B
. 4

- o .
i

- '.‘! - o .

Jan

Feb

Apr

May

June

July

Aug

Sept

A

380.70
211.50

42.90
126.90

211.50
161.20

148.05
50.22

211.50

169.20

338.40

211.50

296.00

TOTAL 2559.56

WK

2876.22

A

2559.56

(WK)
(WK)

(B)
(WK)

(WK)
(WK)

(WK)
(WK)
(WK)
(WK)
(WK)

(WK)

(WK)

AD HOC JUDGE USE

ANALYSIS
N <
126.90 (LG)
42.00 (GH)
120.96 (GH)
634.50 (BB) 126.90 (GH)
42.30 (BB)
63.45 (BB)
211.50 (DM) 296.10 (GH)
211.50 (DJ)
211.50 (DJ)
84.60 (DM)
211.50 (WK)
1797.75 585.96
GH Others
1410.81 2052.15
B < D
1797.75 585.96 1395.90

Appendix E

D

42.30 (JL)

211.50 (GH)
148.05 (WK)
126.90 (GH)

63.45 (GH)

211.50 (GH)

211.50 (GH)
380.70 (NP)

1395.90

Total

6339.17

Total

6339.17

Judge A used about 38% of all ad hoc judges expenses, Judge B
about 39%; Judge C about 8%, and Judge D about 25%.



APPENDIX F-1

2.33 Responsibilities of the Presiding Judge. The presiding
judge of the trial court, in accordance with Section 1.33,
Standards Relating to Court Organization, should pro-
vide leadership for the court, supervise and direct its admin-
. istration, and be the intermediary between the court over
which he presides and the judicial system of which it is a
part.
(a) In his capacity as the pre51dmo ofﬁcer of the court,
the presiding judge should:
(1) Set an example in performance of his judicial and
administrative functions;
(2) Call and preside over meetings of the court;

(3) Appoint committees of the court;

(4) Initiate policy concerning the court’s internal oper-
ations and its position on external matters affecting the
court;

(5) Represent the court in its relations with other agen-
cies of the government, the bar, the general public, the
news media, and in ceremonial functions;

(6) Counsel and assist other judges in the performance
of their responsibilities in the administration of the court.
(b) In his capacity as director of the court’s administra-
. tion, the presiding judge should:

(1) Supervise caseflow management in accordance with
Sections 2.50—2.56;

(2) Assign judges to specialized departments and geo-
graphical divisions;

(3) Appoint divisional presiding judges and, where
necessary, an associate presiding judge;

(4) Implement initial orientation and continuing edu-
cation and training programs for members of the court;

(5) Administer regulations concerning such matters as

hours of court, the timely disposition of matters under sub-
mission, leaves of absence, attendance of meetings and con-
ferences, and vacations;
(6) Supervise court finances, including financial plan-
'ning, the preparation of budgets, and financial reporting;
(7) Supervise performance of the court’s administra-
tive office.

(¢) In performing his functions the presiding judge
should act in conformity with policies adopted by the court
as a whole and should freely solicit the advice and sugges-
tions of his fellow judges.

(d) In dealing with the court’s staff, the presiding judge
should act through the court executive, provided for
in Section 1.41(b), Standards Relating to Court Orga-
nization.

- w W R WY R WS ES W w am
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Commentary -

Each multi-judge trial court should have a presiding judge
who is selected as provided in Section 1.33. Standards Re-
lating to Court Organization, and who serves subjéct to the
general direction of the chief justice, as provided in Section
1.11, Standards Relating to Court Organization.

As leader of his court, the presiding judge (who may be
titled *‘chief judge™) is first among equals, being spokesman
and representative for his fellow judges. Effective leadership
depends especially on tact, the ability to listen, attention to
the interests of others, and persuasiveness. As administra-
tive director of his court, the presiding judge must have, in
addition, aptitude for planning and coordinating complex
series of events and the ability to make prompt and firm de-
cisions. As intermediary between the court system and his
own court, he must implement system-wide policy and pre-
sent the needs and concerns of his court in the development
of that policy. .

The authority of the presiding judge should extend to all

- aspects of the trial court’s administration, but he should not

try to administer the court by himself. He should faithfully
adhere to court policy as expressed in the regulations gov-
erning the court, engage in continuing consultation with his
fellow judges, and delegate authority to other judges and to
court staff where doing so facilitates effective administra-
tion. In supervising the court’s administrative office, he
should act through the court executive, who should be re-
sponsible for management of the office and the work of its
staff. :

The presiding judge’s exercise of administrative authority
should not infringe on the judicial authority and responsibili-
ty of the judges of his court. Because a distinct line cannot
always be drawn between administrative responsibilities and
adjudicative authority, the proper. sphere of the presiding

judge's responsibility is most effectively maintained by coup-
ling formal definition of his authority with observance of

mutual respect and cooperation between the presiding judge
and his fellow judges.

Reference:

NATIONAL CONFERENCE OF METROPOLITAN COURTS, STANDARDS
RELATING TO THE OFFicE oF CHIEF JUDGE (1973).
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Standard 9.2

Presiding Judge

and

Administrative
Paolicy of the
Trial Court

Local administrative policy for the operation of
each trial court should be set out, within guidelines
established by the State’s highest appellate court, by
the judge or judges making up that court. Each trial
court consisting of more than ome judge should
meet, on a regular schedule with an agenda, to con-
sider and resolve problems facing the court and to
set policy for the operation of the court.

Ultimate local administrative judicial authority in
each trial jurisdiction should be vested in a presid-
ing judge for a substantial fixed term. The presiding
judge should be selected on the basis of administra-
tive ability rather than seniority.

The functions of the presiding judge should be
consistent with the statewide guidelines and should
include the following:

1. Personnel matters. The presiding judge shouid
have control over recruitment, removal, compensa-
tion, and training of nonjudicial employees of the
court. He should prepare and submit to the court
ior'a'pproval rules and regulations governing person-
nel matters to insure that employees are recruifed,
selected, promoted, disciplined, removed, and re-
tired appropriately.

2. Trial court case assignment. Cases should be
assigned under the supervision of the presiding
judge. He should apportion the business of the
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court among the trial judges as equally as possible
and he should reassign cases as convenience or
necessity requires. In addition, he should require
that a judge to whom a case is assigned accept that
case unless he is disqualified or the interests of jus-
tice require that the case not be heard by that judge.
He also should require that when a judge has fin-
ished or continued a matter that the judge imme-
diately notify the presiding judge of that fact.

3. Judge assignments. The presiding judge should
prepare an orderly plan for judicial vacation, at-
tendance at educational programs, and similar mat-
ters. The plan should be approved by the judges of
the court and should be consistent with the state-
wide guidelines. The presiding judge also should
require any judge who intends to be absent from
his court one-half day or more to notify the pre-
siding judge well in advance of his contemplated
absence. The presiding judge should have the power
to assign judges to the various branches within the
trial court. : :

4. Information compilation. The presiding judge
should have responsibility for development and co-
ordination -of statistical and management informa-
tion schemes.

5. Fiscal matters, The presiding judge should have
responsibility for accounts and auditing as well as



procurement and disbursing. He also should pre-
pare the court’s proposed annual budget.

6. Court policy decisions. The presiding judge
should appoint the standing and special committees
of judges of the court necessary for the proper per-
formance of the duties of the court. He also should
call meetings of all the judges as needed, and desig-
nate one of the other judges as acting presiding
judge in his absence or inability to act.

7. Rulemaking and enforcement. The presiding
judge should, with the assistance of appropriate
committees, propose local rules for the conduct of
the court’s business. These rules should include such
matters as the times for convening regular sessions
of the court and should be submitted to the judges
for their approval. The presiding judge should have
authority to enforce these rules.

8. Liaison and public relations. The presiding
judge should have responsibility for liaison with
other court systems, and other governmental and
civic agencies. He should represent the court in
business, administrative, or public relations matters.
When appropriate, he should meet with (or desig-
nate other judges to meet with) committees of the
bench, bar, and news media to review problems and
promote understanding.

9. Improvement in the functioning of the court.
The presiding judge should continually evaluate the
effectiveness of the court in administering justice.
He should recommend changes in the organization,
jurisdiction, operation, or procedures of the court
when he believes these would increase the effective-
ness of the court.

Commentary

Responsibility for local leadership historically has
been diffused by multijudge trial courts acting admin-
istratively en banc. This is undesirable.

Courts should operate under policies adopted by
the judges acting as a policy board. A modern court
is a company of equals operating under customs
developed within the legal community over a period
of several hundred years. Each judge is in many
respects independent. But as a member of a larger
organization, he is expected to relinquish some of
his autonomy to the needs of the organization. The
preservation of his necessary independence within a
system requiring some relinquishment of autonomy
can best be accomplished in a participatory process
through electing and serving on a board of judges
or as presiding judge.

The basic unit of local organization envisioned by
this chapter is the trial court jurisdiction. Depending
upon the form of trial court organization, this may

consist of all trial court judges of each county, or it
may mean all such judges within a multicounty dis-
trict. But these standards contemplate that, subject
to the coordinating authority of the highest appellate
court of the State, policy be set and administration
be performed within each trial court. In some cases,
this will mean that a court with a single judge will
be a distinct entity for policvmaking and administra-
tive purposes. In other situations, the court will
consist of more than a single judge. The standard
stresses the need for judges in a multijudge trial
court to meet regularly to establish policy for the
operation and administration of their court.

To operate as a unit, the judges must coordinate
their activities. Vacation policies must be prescribed,
working hours. determined, specialized functions as-
signed, and responsibility defined. In the past these
issues rarely have been faced. The judges sitting in
concert can reach basic policy decisions about the
operations of the court that should not be imposed
from the outside.

Undesirable judicial autonomy tends to disappear
when the judges of a court mest to resolve policy
questions, With a competent court administrator, the
judges, acting as a policy board, can efficiently make
management decisions, which in the past have not
been made.

Judges participating in the decisions about their
operations understand the purposes behind the deci-
sions and usually are committed to them. When the
decisionmaking process is made formal and continu-
ous, all the judges involved will tend to support these
decisions. :

There is some dispute concerning the most appro-
priate method of selecting the presiding judge. Many
people believe that he should be selected by the chief
justice or judge of the jurisdiction’s highest appellate
court. Such a method of selection is designed to
establish a chain of command tending to centralize
administrative authority in the hands of the chief
justice or judge. Others believe that a presiding judge
elected by the judges of the trial court is more likely
to receive the full cooperation of all the judges; thus,
that presiding judge will be able to discharge his
administrative duties more effectively than will a
presiding judge appointed by an authority- external
to the court. The Commission concluded that it did
not have -sufficient information on which to base a
preference. Therefore the standard is silent on this
matter. ‘

The presiding or managing judge of the court
should be selected on the basis of his administrative
ability. This means that seniority should not be
determinative, although experience on the court is a
relevant consideration.

The presiding judge's functon in a large court is a
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full-time job. In smaller courts the job can be accom-
plished by reducing the case-related work of the
judge selected for the position.

Almost every trial court already has a chief, presi-
dent, presiding, assignment, or administrative judge
of some sort. But efficient administration requires
morc than the formal appointment of such a func-
tionary. It is necessary to get the best qualified person
for the job—a judge with some tenure who has the
support of his felow judges. Recognition of the
need for continuity in office and for a person with

- an aptitude for the job is essential to the accom-

plishment of this standard. Judicial understanding of
the importance of the position and the breadth of its
problems is the only way to get it established.

The duties of the presiding judge, because the
posidon is the highest administrative position in a
jurisdiction, have been itemized in the standard. They
.are self-explanatory; the important thing is that these
duties be centralized and responsibility for them
placed in.one position.

Placing responsibility in a central position will
not necessarily insure their performance. The presid-
ing judge must be given proper management support.
Standard 9.3 is addressed to the court administrator
to whom a presiding judge can delegate many of
these functions. The presiding judge and the trial
judges as a unit still retain the decisionmaking power,
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but the court administrator provides the management
support to carry out these decisions.
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The following standard may be applicable in
implementing Standard 9.2:
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APPENDIX F-5

Rule 1 SUIPERIOR COURT

Rule o
3I1l1. Duties of Counscl.
(2) Responsibility to Court.
{b) Notice of settlement.
(¢, Withdrawal and substitution.
(d) Classification of civil actions.
XI1I1. Decision of Matters.
XIV. Local Rules.
XV. Effective Date.

XVIi. Rules Relating to Maricopa County.
(z2) Divisions.
(b) Setting of Cases.
(¢) Pretrial Statements and Conferences.
(d) Assignment and Trial of Civil Cases.
(e) Handling and Disposition of Criminal Cases.
() Juvenile Court Divisions.
(g) Handling and Disposition of Domestic Relations Cases.
(h) Deleted.
XVII1. Interrogatories.
(a) Spacing.
(b) Service,
(c) Nonuniform Interrogatories.
(d) Uniform Interrogatories.

Appendix to Rule XVII, Interrogatories, Uniform Rules of Practice of the
Superior Court of Arizona.

Instructions for Use
Uniform Interrogatories

General Background and Identification 301 through 3513
Automobile Accidents: Vehicles and Drivers - 521 through 3528
Description of Accident and Investigation 531 through 541
Injuries and Damages 551 through 5357
Pre-existing and Aggravated Injuries 561 through 565
Impairment to Employment and Activities 5371 through 3578
Prior and Subsequent Accidents 581 trhrough 584
Permanency of Injuries and Future Damages 581 through 3593

XVIII. Uniform Size of Pages of Transcripts.

Pursuant to Article VI, Section 5 of the Arizona Constitution, the
Supreme Court of Arizona adopts the following rules to be known as
the Uniform Rules of Practice of the Superior Court:

I.  Presiding Judge, Associate Presiding Judge

(a) The presiding judge in each county, in addition to exercising
general administrative supervision over the court and the judges
thereof, shall:
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UNIPORM RULES O PRACTICL RUI‘: 2

(1) Qinke regular and speciad assirmments of 21! judgres, except as
otherwizse provided T Arizona Tevised Sttutes Sootinn 8=C02(1),
and. unless otherwise directed by the Chicf Justice, assirn judges
within the county to other counties;

(2) Exercise general supervision over all court personnel;

(3) Prescribe the powers and duties of the clerk of the court, in
addition to those prescribed by law and the Supreme Court;

(1) Appoint with the approval of the Supreme Court an associate
presiding judgq to act in his place during his absence or unavailability
as presiding judge;

(3) Promulgate such local rules as a majority of the judges of the
county may approve or as the Supreme Court shall direct;

(6) Determine the need for and approve (i) the allocation of space
and furnishings in the court building; (ii) the construction of new
court buildings, courtrooms and related phyvsical facilities; and (iii)
the modification of existing court buildings, courtrooms and related
physical facilities.

In order to facilitate the business of the court the presiding judge

or associate presiding judge may delegate the duties prescribed in
these rules to other judges.

(b) The associate presiding judge shall serve at the pleasure of the
presiding judge and shall exercise and discharge all powers and du-
ties of the presiding judge, except he may not appoint court commis-

sioners or appoint judges permanently to special assignments.
Amended Jan. 22, 1971, effective Feb. 1, 1971; amended March 22, 1972,
effective April 1, 1972.

IL. Court Administrator

The court administrator appointed in any county shall, under the
direction of the presiding judge, exercice the following powers and
duties:

(2) Compile and maintain records and statistics of pending cases
and other business of the court;

(b) Assign all motions, pretrials, trials and other matters for dis-
position, and maintain and publish all assignments and calendars;

(c) Advise the parties or their attorneys of the status of the vari-
ous calendars;

(d) Coordinate with the clerk of court to accomplish the prompt
and orderly disposition of the business of the court;

{e) When so designated by the presiding judge, act as a court com-
missioner;
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SUPREME COURT

continues in office. .f{ll books, pa-
e aed the seal of the count shiull
‘!"'""51-“.(. of the eerh end in his
rk shzll not allow any lu..o‘g., pa-
o (i te Lakgn from h‘xs vffice or
. am, except by & judge of the court or
:.“r ;»..’ '1}'1(! court. .
' e of Proceedings. The clerk shall
B 'r::cofd-‘ 2¢ the court may from time w
. o direct. The clerk shall keep a docket
.omid a1 clectronic record of al! cases that are
e . peview to, or that originate in, the
. ‘-,-'..‘.-.h czse shall be number'ed’ in the order
.:-“:me' petition, or pthgr 1n{an) pleading
_',‘A_'g the proceeding is filed in the court.
A"F Fee. In all cases filed in the court,
I nall require the payment of a fee as
.1y 1aw st the time the notice, petition, or
. .-.ial pleading is filed. The payment shall
. ."cxactcd in advance in appeals in which a
.i.: been adjudicated insolvent for the pur-
.;-:}o;-sn appeal or in appeals in which. the state
e ‘~eal party in interest as the moving party.
. svment of the fge shall not be required in
_‘ as COrpUS progeedmgs, or apgea!s t'he.refrom,
.- «izg out of or in connection with criminal ac-

FEIRH

Lothe
e Che

Y

-

..
’ .3} Jssvance of Mandate,: Recordation and Noti-
+ . :an. The clerk shall 1ssue such mandates or
. ess us may be directed by the court. If the
' -1 directs that 2 mandate record shall be main-
.. ~ud, then upon the issuance of any mandate the
" .ex shall record the issuance in a book or equiva-

. clectronic record kept for that purpose, in
« =:=k he shall note the date of issuance and the
~.=nor of transmittal of the process. In proceed-
- -« in which no mandate is issued, upon final
. .drcation of the pending cause the clerk shall
.—nsmit to the party affected thereby a copy of
.=« court’s order or judgment. The clerk shall
r1ifv the attorneys of record of the issuance of
»ryv mandate or the rendition of any final judg-
~ont.  The clerk shall {urnish without charge to
»il attorneys of record in any cause a copy of any
amier or written opinion rendered in such action.

i5) Return of Original Papers. The clerk shall
rtwin all original papers, files, and exhibits trans-
mitted to the court for a period of not less than
thirty days after rendition of the opinion or order
denying petition for rehearing, whichever is later.
If no petition for certiorari or appeal has been
fiied in the Supreme Court for review of the
court’s decision within thirty days, the clerk shall
1rzhsmit Lo the clerk of the trial court the original
pepers, files, and exhibits. If a petition for certio-
reri or appeal has been filed in the Supreme Court
to review the court's decision, the original papers,
files, and exhibits shall be retained by the clerk
urtil transmitted to the Supreme Court or, if not

Rule 2.050

30 transmitted, until fina! disposition by the Su-

preme Court and final donoation by thae court

pursuant to the antdale aucd by L}w Suproene

Court.

{¢) Marshal

(1) Appointment, The court shell appoint a
marshal who shull hoig ffice at the pleasure of
the court and perform such duties as the court
directs. His compensation shall be fixed by law,

(2) Duties. The marshal shall have power W

execute process of the court throughout the dis-
trict, and in any county therein he may deputize
the sherif{ or 2 deputy sheriff for such purpose.
The marshal shall perform such clerical or ministe-
rial duties as the court may direct or as are
required by law. The marshal shall be custodian
of the headquarters occupied by the court, wheth-
er the headguarters is an entire building or 2 part
of a building.

(d) Open Sessions. All sessions of the court shall
be open to the public, except conference sessions
held for the discussion and consideration of pending
cases, for the formulation of opinions by the court,
and for the discussion or resolution of other matters
related to the administration of the court.

(e) Designation of Assigned Judges. When any
justice or judge of arnother court is assigned for
temporary service on a district court of appeal, he
shall be designated, 2s author or participant, by his
name and initials followed by the words “Associate
Judge.”
f{mended June 14, 1979, effective July 1, 1979 (372 So.24

9).

-.Véule 2.050. Trial Court Administration

(a) Purpose. The purpose of this rule is to fix
administrative responsibility in the chief judges of
the circuit courts and the other judges that he may
designate. When these rules refer to the court, they
shall be construed to apply to a judge of the court
when the context requires or permits.

(b) Chief Judge.

(1) The chief judge shall be a circuit judge who
possesses administrative ability.

{2) The chief judge shzll exercise administrative
supervision over all courts within the judicial eir-
cuit in the exercise of judicial powers and over the
judges and officers of the courts. He shall be
responsible to the Chief Justice of the Supreme
Court. The chiefl judge may enter administrative
orders over his signiature, except as otherwise pro-
vided by this rule.

(3) The chief judge shall be the chief judicial
officer of the circuit and shall maintain liaison in
all judicial administrative matters with the Chief
Justice of the Supreme Court. He shall develop
an administrative plan for the efficient and proper
administration of all courts within his circuit.
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. Rule 2,060
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The plan shall include ap adrministrative organiza-
Uor capiable of cffecting the prompt disposition of
s wew, assipninent of judges, other court officers,
n eaerulin G assistants; controb of duckels) regu-
ixtion and use of courtroums; ami mandatory
pezriodic review of the status of the inmates of the
county juil. The plan shall be compatible with the
development of the capabilities of the judges in
such a manner that cach judge will be qualified to
serve in any division, thereby creating a judicial
pool from which judges may Le assigned to vari-
ous courts throughout the state. The administra-
tive plan shall include a consideration of the statis-
tical data developed by the casc reporting system.
Questions concerning the administration or man-
agement of the courts of the circuit shall be
directed to the Chief Justice of the Supreme Court
through the state courts administrator.

(4) The chief judge shall assign judges o the
courts and divisions, and shall determine the
length of each assignment. All judges shall in-
{form the chief judge of any contemplated absenc-
es that will affect the progress of the court's
business. If a judge is temporarily absent, is
disqualified in an action, or is unable to perform
his duties, the chie{ judge or his designee may
assign a proceeding pending before the judge to
any other judge or any additional assigned judge
of the same court. The chief judge may assign
any judge to temporary service for which the
judge is qualified in any court in the same circuit.
1f it appears to the chief judge that the speedy,
efficient, and proper administration of justice so
requires, he shall request the Chief Justice of the
Supreme Court to assign temporarily an additional
judge or judges from outside the circuit to duty in
the court requiring assistance, and shall advise

“"the Chief Justice whether or not he has the ap-

proval of the chief judge of the circuit {rom which
the assignment is to be made. The assigned
judges shall be subject to administrative supervi-
sion of the chief judge for all purposes of this rule.
Nothing in this rule shall restrict the constitution-
al powers of the Chief Justice of the Supreme
Court to make such assignments as he shall deem
appropriate.

(5) The chief judge mav designate a judge in
any court or court division of circuit or county
courts as “Administrative Judge” of any court or
division to assist with the administrative supervi-
sion of the court or division. The designee shall
be responsible to the chief judge, shall have the
power and duty to carry out the responsibilities
assigned to him by the chief judge, and shall serve
at the pleasure of the chief judge.

(6) The chief judge may reguire the attendance
of prosecutors, public defenders, clerks, bailiffs,
and other officers of the courts, and may require

JUDICIAL ADMINISTRATION

from the clerhs of the courts, sheriffs, or oth,,
of ficers of the courts periodic reports that b,
deems necessery

(7) The chicf judpe shull repulate the use
courtrooms, recaiarly examine the dackets of 4,
courts under Ris adminbtrative supervision, o,
require & report on the status of the actions on th,
dockets. He mzy take such action as may ..
necessary to czuse the dockets to he made curreny,

{8} The chiel judge or his designee shall regy.
larly examine the status of every inmate of the
county jail.

(9) The chief judge may authorize the clerks of
courls Lo maintain branch county court facilities
When so authorized, clerks of court shall be per.
mitted 10 retzin in such branch court facilities al)
county court permanent records of pending cases,
ang may retain and destroy thesc records in the
manner provided by law.

{c) Selection. The chie{l judge shall be chosen by
a majority of the circuit and county court judges
within the circuit, or if there is no majority, by the
Chief Justice, for a term of two years. A chief
judge may be removed as chief judge by the Su.
preme Court, acting as the administrative supervi-
sory body of all courts. The purpose of this rule is
to fix a two-year cycle for the selection of the chief
judge in each circuit. A chief judge may serve for
successive terms. If 2 chief judge is to be temporar-
ily absent, he shall select an acting chief judge {from
among the circuit judges. 1{ a chief judge dies,
retires, fails to appoint an acting chief judge during
an absence, or is unable to perform his duties, the
Chief Justice of the Supreme Court shall appoint 2
circuit judge to act as chief judge during the absence
or disability, or until a successor chief judge is
elected to serve the unexpired term. When the
office of chief judge is temporarily vacant pending
action within the scope of this paragraph, the duties
of court administration shall be performed by the
circuit judge having the longest continuous service

. as a judge or by another circuit judge designated by

him.

(d) Executive Assistant. An executive assistant
may be selected by a majority of the circuit judges
and shall perform such duties as the chief judge may
direct.

(e) Local Rules and Administrative QOrders.

(1) Local court ruies as defined in Rule 2.020
may be proposed by a majority of the circuit and
county judges in the circuit. The judges shall
noti{y the local bar within the circuit of the pro-
posal, after which theyv shall permit a representa-
tive of the local bzr, and may permit any other
interested person, W be heard orally or in writing
on the proposal before submitting it to the Su-
preme Court for approval. When a proposed local




GENERAL RULES Rule 378

RULE. 377. DUTIES AND POWERS OF CHIEY JUDGES

In addition to their ordinary duties, chie! judges shzil exer-
cise continuing administrative supervision within their respee-
tive districts over all district courts, judges, magistrates, of-
ficials and employees thereof for the purposes stated in rule 373.
They shall by order fix times and places of holding court and
designate the respective presiding judges and magistrates; they
chall supervise and direct the performance of all administrative
business of their district courts; they may conduct judicial con-
ferences of their district judges, district associate judges, and
magistrates to consider, study and plan for improvement of the
administration of justice; and may make such administrative
orders as necessary. No chief judge shall at any time direct or
influence any judge or magistrate in any ruling or decision in
any proceeding or matter whatsoever, -

The chief judge of a judicial district may appoint from the
other district judges an assistant or assistants to serve on a ju-
dicial district-wide basis and at his pleasure. When so acting,
such an assistant shall have those powers and duties given to
the chief judge by statute or rule of court which are specified
in the order of his appointment. Such appointment shall by gen-

eral order be made a matter of record in each county in the ju-
dicial district.

Amended by Acts 1972 (64 G.A.) ch. 1144, effective March 24,
1972; Acts 1979 (68 G.A.) ch. 173, effective July 1, 1878.

RULE 378. COURT AND TRIAL SESSIONS
Chief judges shall by order provide for:

(a) A court session by a district judge at least once each week
in each county of the district, announced in advance in the form
of a written or printed schedule, provided that, if in the opinion
of the chief judge more efficient operations in the district will
result, such court sessions may be at different intervals than
once each week.

(b) Additional sessions in each county for the trial of cases,
and other judicial matters, of such duration and frequency as
will best serve to expeditiously dispose of pending cases ready
for trial, and other pending judicial matters.

Added by Acts 1969 (63 G.A.) ch. 335, effective July 1, 1968.
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RULES RELATING TO
SUPREME COURT,
COURT OF APPEALS AND
APPELLATE PRACTICE

Approved by the Kansas Supreme Court July 9, 1976,
effective January 10, 1977.

Includes amendments effective March 135, May 18, July 15,
September 1, December 21, 23, 1977; January 1, March 6, July 1,
September 14, 1978; January 8, 30, 1979. . .4, 14,1977

REPORTER'S NOTE: Rules current through January 31, 1979, incorporating
all reported amendments through 225 Kan., Advance Sheet No. 3\ 4
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the signed receipt of anattorney or of an abstiacter whoo place of busine s
within the county, and subject to Leing returned inmediately upon request Ne
fle or record shall be tuben vuteide of the county of the clerd e afiice eacept with
the knowledge and vonsent of the clerh or by order of the juilse.

Rule No. 107

DUTIES OF ADMINISTRATIVE JUDGE. In every judicial district the Supreme Count
shall designate an administrative judge who shall have general contro] over the
assignment of cases within said district under supervision of the Supreme Coun.
Assignment of cases shall be designed to distribute as equally as is reasonably
possible the judicial work of the district. The administrative judge of of each
district shall be responsible for and have general supervisary authority over the
clerical and administrative functions of the count.

At Jeast once a month in single-county districts and at least once every three
months in multiple-county districts the administrative judge shall call a meeting
of all judges within the district for the purpose of reviewing the state of the
dockets within the district and to discuss such other business as may afect the
efficient operation of the court. Within guidelines established by the Supreme
Court, by the judges of the judicial district, or by statute, the administrative judge
shall have the following responsibilities:

(a) Personnel Matters. The administrative judge shall have supervision over
recruitment, removal, compensation, and training of nonjudicial employees of the
count. He shall prepare and submit to the judges for approval rules and regulations
governing personnel matters to ensure that employees are recruited, selected,

promoted, disciplined, removed, and retired appropriately.

* (b) Trial Court Case Assignment. Cases shall be assigned under the supervision
of the administrative judge. Under his supervision, the business of the court shall
be apportioned among the trial judges as equally 2s possible and he shall reassign
cases as necessity requires. He shall provide for the assignment of cases to any
special division established in the count. A judge to whom a case is assigned shall
accept that case unless he is disqualified or the interests of justice require that the
case not be heard by that judge.

(c) Judge Assignments. The administrative judge, with the approval of the other
. judges, shall provide for the assignment and reassignment of judges to any

specialized division of the court. The administrative judge shall prepare an
orderly plan for vacations. The plan shall be approved by the judges of the court
and shall be consistent with statewide guidelines.

(d) Information Compilation. The administrative judge shall have responsibil-
ity for development and coordination of statistical and management information.

(e) Fiscal Matters. The administrative judge shall supervise the fisca] afairs of
the court.

{f) Committees. The administrative judge may appoint standing and special
committees necessary for the proper performance of the duties of the court.

(g) Liaison and Public Relations. The administrative judge shall represent the
court in business, administrative or public relations matters. When appropriate,
he shal] meet with {or designate other judges to meet with) commitiees of the
bench, bar, and news media to review problems and promote understanding.

(h) Improvement in the Functioning of the Court. The administrative judge
shall evaluate the eflectiveness of the court in administering justice and recom-
mend changes. .

Rule No. 108

REPRODUCTION AND DISPOSITION OF ORIGINAL COURT RECORDS

(a) The administrative judge of a judicial district is hereby authorized to
photograph, microphotograph, or reproduce or to have photographed, micropho-
tographed, or reproduced on film, any of the court records, papers, or documents
which are by law placed in the courts of that judicial district. The administrative

,
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Rule 1 SUPREME COURT RULES

(C) Citation. These rules shall be known as the Rujeg 5.
intendence for Courts of Common Fles and shall Le citng gy E"‘”
Sup.R. ...

Amended August 13, 1979.

Rule 2
PRESIDING JUDGES

In counties having more than one common pleas judge, the iua-
thereof shall, pursuant to the Constitution, select one of their m_nb:s
to act as presiding judge to serve at their pleasure. The selection of the
presiding judge shall be by majority vote of all the judges of 21l the ¢j.
visions of the court, i. e., general, domestic relations, probate zng ju-
venile, -

If the judges are unable for any reason to make such selection, the
judge having the longest total service on the court of common pleas
in any division thereof, or service as a probate judge prior to May 7,
1968, shall serve as presiding judge until selection is made by vote.

The judges of all multi-judge courts of common pleas shall meet 2t
the call of the presiding judge, and at least once each term of cour,
for the purpose of discussing and resolving administrative problemns
common to all divisions of the court. The presiding judge shall chair
all such meetings and shall assign judges from one division of the court
to serve another division as the business of the court may require.

Nothing in these superintendence rules prevents a presiding judge
from serving simultaneously as an administrative judge of a division
pursuant to C. P. Sup. R. 3.

Amended August 13, 1978.

Rule 3
ADMINISTRATIVE JUDGE

(A) Selection and Term; Notifications. The judges of each multi-
judge division of the court of common pleas shall, by majority vote of
all judges of the division, select one of their number to act as adminis-
trative judge. The administrative judge shall sene for an annual term
and may be reelected.

If the judges, for any reason, are unable to elect an administrative
judge, the judge having the longest total service on the court shall
serve as the administrative judge for one term. If two judges have eq-
ual periods of service, the holder of the office shall be determined by
lot. In the event of continued failure to elect an administrative judge,

794
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RULES OF SUPERINTENDENCE Rule 4

the judges shall, in turn, serve in the order of seniority as determined
by total length of service on the court.

The administrative judge shall promptly notify the Oifice of the
Administrative Director of his selection and term.

(B) Powers. The administrative judge shall be the presiding officer
of his division and shall have full responsibility for and control over
the administration, docket and calendar of the division which he
serves, He shall cause cases to be assigned to the judges within the di-
vision and shall require such reports from each judge concerning the
status of assigned cases as he may require to assist him in discharging
his overall responsibility for the observance of these superintendence
rules and for the termination of cases in his division without undue
delay.

The administrative judge shall maintain records indicating the num-
ber of pending cases which each attorney is to try. In civil cases the
attorney who is to try the case shall be designated as trial attorney
on all pleadings filed therein. At the time of arraignment in crim-
inal cases, the attorney who is to try the case shall be stated in writing
by such attorney.

The administrative judge shall formulate such accounting and audit
procedures within his division and the office of the clerk of courts as
will insure the accuracy of all reports required by these rules.

(C) Relief from Trial Duties. It is permissible to relieve, by local
rule, the administrative judge from part of his trial duties to permit
him to utilize his time to manage the calendar and docket of the court.

Amended August 13, 1979.

Rule 4
. ASSIGNMENT SYSTEM

For the purpose of these rules, the individual assignment system is
that system whereby, upon the filing in, or transfer to, a division of
the court of a civil case, or upon arraignment in a criminal case, a case
is immediately assigned by lot to a judge thereof, who thus becomes
primarily responsible for the determination of every issue and pro-
ceeding in the case until its termination. Under such system, all pre-
liminary matters, including requests for continuances, must be sub-
mitted for disposition to the judge to whom the case has been assigned,
or if he is unavailable to the administrative judge.

Each multi-judge general division of each court of commmon pleas
shall adopt the individual assignment system as defined herein for the
assignment of all cases to judges of the division for disposition.

Amended August 13, 1979.
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Rule 925 Chief Judge Rule.

.1 Applicability. This rule applies to all trial courts: that is the ju-
dicial circuits of the circuit court, the districts of the district court,
the probate court in each county or a probate district established by
law, the municipal courts, Detroit Recorder’s Court, and Detroit Com-
mon Pleas Court.

.2 Chief Judge, Chief Judge Pro Tempore. A trial court with two or
more judges must have a chief judge and a chief judge pro tempore.
The chief judge shall serve a term of two years beginning as of Janu-
ary 1 of each even-numbered year. Those presently serving as chief
judge shall continue to serve in that office until December 31, 1981.

.3 Selection of Chief Judge, Chief Judge Pro Tempore, and Presiding
Judges of Divisions. ' -
(a) A chief judge, chief judge pro tempore, and presiding judge
of a division must be selected for administrative experience
and ability.

(b) The judges of a trial court shall select a chief judge by a

majority vote of the judges of that court subject to approval
by the chief justice.

(c) If, by the 60th day before the end of the term of a chief judge,
the judges have not selected a successor, then the chief jus-
tice shall appoint one.

(d) If the office of chief judge is vacated, the chief judge pro
tempore shall become the chief judge for the remainder of
the term unless the judges of the court select a successor by
(b) of this subrule within 30 days after the date the vacancy
OCCUTS.

(e) The chief judge shall appoint a chief judge pro tempore.

(£) The chief judge may appoint presiding judges of divisions of
the court with the powers and duties the chief judge dele-
gates.

(g) The names, titles, and dates of selection of chief judges, chief
judges pro tempore, and presiding judges must be filed with
the state court administrative office immediately on selection.

4 Removal of Chief Judge, Chief Judge Pro Tempore, Presiding
Judge of a Division. '

(a) A chief judge may be removed by the chief justice.

(b) A chief judge pro tempore and a presiding judge of a division
serve at the pieasure of the chief judge.

.
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Rule 926 Assignment of Cases.

1 Application. This rule applies to all trial courts defined in sub-
rule 925.1.

2 Assignment of Cases. All cases must be assigned by lot, unless a
different system has been adopted by local court administrative or-
der under the provisions of subrule 927. Assignment will occur at the
time the case is filed or before a contested hearing or uncontested dis-
positional hearing in the case, as the chief judge directs. Civil cases
must be assigned within appropriate categories determined by the
chief judge. The chief judge may receive fewer assignments in order
to perform the duties of chief judge.

3 Reassignment. If a judge is disgualified or for other good cause
cannot undertake an assigned case, the chief judge may reassign it to
another judge by a written order stating the reasons. To the extent
feasible, the alternate judge should be selected by lot. The chief judge
shall file the order with the trial court clerk and have the clerk notify
the attorneys of record. The chief judge may also designate a judge
to act temporarily until a case is reassigned or during a temporary
absence of a judge to whom a case has been assigned.

4 Actions Arising Out of the Same Transaction or Occurreﬁce. Sub-
ject to subrule 925.5,

(a) if one of two or more actions growing out of the same trans-
actHon or occurrence has been assigned to a judge, the other
action or actions must be assigned to the same judge;

(b) if an action arises out of the same transaction or occurrence
as a civil action previously dismissed, the action must be as-
signed to the judge to whom the dismissed action was as-
signed;

(¢) the attorney for the party bringing the other action under
subrule 926.4(a) or the new action under subrule 526.4(b)
shall notify the clerk of that fact in writing. An attorney
who knowingly fails to do so is subject to disciplinary action.

Levin and Moody, Jr., JJ., dissent as follows:

We dissent to rule 925.3(c) (4) as approved. The language of this
section should be amended to provide that the chief judge has the
authority and responsibility to “supervise the performance of all court
personel, with the authority to hire, discipline, or discharge such per-
sonnel, with the exception of a judge's secretary, law clerk, and court
reporter-recorder, if any.”

(Added April 20, 1976; amended July 19, 1976; March 27, 1980,
effective May 1, 1980.]



5 Duties and Powers of Chief Judge.

(a)

(b)

(¢}

(d)

A chief judge shall act in conformity with the general court
rules, administrative orders of the supreme court, and local

court rules, and should freely solicit the advice and sugges- -

tons of the other judges.

As the presiding officer of the court, a chief judge shall:
(1) call and preside over meetings of the court;

{2) appoint committees of the court;

(3) initiate policies concerning the court’s internal operations
and its position on external matters affecting the court;
(4) represent the court in its relations with the supreme
court, other courts, other agencies of government, the

bar, the general public, and the news media, and in cere- -

. monial functions; and

(5) counsel and assist other judges in the performance' of
their responsibilities. ~ ‘

As director of the administration of the court, a chief judge

shall have administrative superintending power and control

over the judges of the court and all court personnel with au-
thority and responsibility to:

(1) supervise caseload management and monitor disposition -

of the judicial work of the court;

(2) direct the apportionment and assignment of business of
the court, subject to the provisions of GCR 1963, 926;

(3) determine the hours of the court and the judges; co-
ordinate and determine the number of judges and court
personnel required to be present at any one time to per-
form necessary judicial and administrative work of the
court, and require their presence to perform that work;

(4) supervise the performance of all court personnel, with
authority to hire, discipline, or discharge such personnel,
" with the exception of a judge’s secretary and law clerk,
if any;
(5) coordinate judicial and personnel vacations and absences,
subject to the provisions of subrule 923.6;

(6) supervise court finances, including financial planning,
the preparation and presentation of budgets, and finan-
cial reporting;

(7) request assignments of visiting judges and direct the as-
signment of matters to the visiting judges;

(8) effect compliance by the court with all applicable court
rules and provisions of the law; and

(9) perform any act or duty or enter any order necessarily
incidental to carrying out the purposes of this rule.

If a judge does not timely dispose of his assigned judicial

work or fails or refuses to cormply with an order or directive

from the chief judge made under this rule, the chief judge

shall report the facts to the state court administrator who

will, under the supreme court’s direction, initiate whatever
corrective action is necessary.

(e) A chief judge may delegate administrative duties to a trial

court administrator or others.




-6 Court Hours; Court Holidays; Judicial Absences.

(a)

(b)

The chief judge shall enter an administrative order under sub-
rule 927.2 establishing the court’s hours.

Court holidays shall be in accordance with Administrative
Order 1978-1 of the supreme court, unless modified by ad-

' ministrative order of the trial court under the provisions of

subrule 927.2. Courts are encouraged to promulgate a modi-
fying administrative order if appropriate to accommodate or
achieve uniformity with the holiday practices of local govern-
mental units regarding local public employees.

(c) A judge is entitled to vacation each calendar year, Vacation

(d)

days do not include:
(1) attendance at Michigan judicial conferences;

(2) attendance, with the chief judge’s approval, at education-
al meetings or seminars; '

(3) attendance, with the chief judge’s approval, at meetings
of judicial committees or committees substantially relat-
ed to judicial administration of justice:

(4) absence due to illness; or

(5) administrative leave, approved by the chief judge.

A judge may not be absent from the court without the chief
judge’s prior approval, except for personal illness. In making
the decision on a request to approve a vacation or other ab-
sence, the chief judge may consider, among other factors,
the pending caseload of the judge involved, including the
judge’s latest report under GCR 1963, 910, the number of
cases ready for trial and awaiting trial, and the length of
time the cases have been pending. The chief judge shall
maintain records of absences to be available at the request
of the supreme-court.

[Amended July 1, 1964; Sept. 14, 1967; April 20, 1976; July 19,
1976; Oct. 11, 1977; March 27, 1980, effective May 1, 1980.]



Amendment to GCR 925

On order of the Court, the need for immediate action having
been found, the notice requirements of GCR 1963, 333 were dispensed
with and the following amendment to GCR 1963, 925 was adopted
August 17, 1981, to be affective September 1, 1981:

[The present language is repealed and replaced by the following
language unless otherwise indicated below:] M R

Rule 925 Chief Judge Rule

.1 Applicability. Ixcept as provided in subrule 925.7, this

rule applies to &1l trial courts:

that is the judicial

circuits of the circuit court, the districts of the districe
court, the probate court in each cpunty Or a probate district
established by law, the municipal ‘courts, and the recorder's
court of che city of Dezroit. -

2~ .6

.7 Executive Chief Judge,

{Unchanged. ]

{Applicable only in the third judicial

Circuit and recorder's court of the cicy of Dstroic.)

(a} (1)

(2)

(3

(4)

(5)

(6)

In the circuit court in the third judicial circuit
and the recorder's court of the city of Decroit, an
executive chief judge shall be chosen by a majority
vote of the joint executive committee created under
subrule 925.8(a)., The first executive chief judge
selected shall serve until January 1, 1982. Beginaing
January 1, 1982, the executive chief judge shall
serve a term of two years.

1f the joint executive committee has not selected
an executive chief judge by January 1 of an even-
numbered year, the chief justice shall appoint one.

The executive chief judge shall select & member of
the joint sxecutive committee to serve as execuzive
chief judge pro tampore. The exwcutive chie{ judge
may remove the sxacutive chief judgs pro tempore.

$¢ the office of executive chief judge is vacated,
the executive chief judoe pro tempore shall becore
the executive chief judge for the remainder of the
term unless the joint executive committee selects
& successor under subsection .7(a&)(l) within 30
days after the Vacancy OCCurs.

the names, titles, and dates of selection of the
executive chief judge and executive chief judee
pro tempore must be filed with the state court
adzinistrator immediately on selection.

the executive chief judge may be removed by the
chief justice.

(b} The executive chief judge shall have the autharity_md
duties of a chief judge as provided by this rule with

respect to both courts.

In addition, the exacutive chief

judge shall have the following authority and duties:

1)

12)

(3)

to fix the compensation of the employees of the
state judicial council who serve in the circuit
court in the third judicial circuit and the
recorder's coust within appropriations provided by
the state, except as otherwise provided by law;

to prepare and forward to the chief justice and
the state court ad=inistrator monthly reports on
case {low in the courts;

to contract for space, equipment, and services,
except as otherwise provided by law;

to create or merge divisions ©f the courts with the
approval of the joint executive committee; and

to consclidate departmants or functions of the
courts with the approval of the joint executive
committee.

(e}

1)

(=)

Joint Executive Comzittee.
Judicial eircuit and recorder's court of the city of Detrois.)

{a}

(b}

(e}

(d)

{e)

(£}

The executive chief judge may mot direct a judge of the
third judicial circuit w0 serve as a judoe in the
recorder's court or a judge of the recorder's court to
serve as a judge in the third judicial circuit.

The sxercise of the authority to hire and set the
compensation 92‘ exployees, to set the hours of court,
and to determine the nu=ber of employees required to be
Present to perform administrative work is subject to
the perscnnel policies and procedures established by

the state judicial council and .
sty . to MCL 600.593; MSA

Inscfar as practicable, the executive chief judge shall
del-gau the authority and duties that relace o?\ly te
the internal operation of the individual courts to the
Tespective chief{ judges of the third circuit and the
recorder's court,

[Applicable only in the third

The :ir:!:ult couTt in the third judicial cireuit and the
recorder's court of the city of Detroit shall have a
joint executive comnjttee composed of

(1} the chief judge of the recorder's court:

(2) the chief judge of the circuit court in the third
judicial eircuix;

(3) o judges of the circuit court in the thiré =
judicial cirecui{z appointed by the chief judge of
that circuie;

(4) tvo judges of the recorder's court appointed
the chief judge of the recorder's eoug:: and >

(5) & judge of either the circuit court in the third
judicial circuit or the recorder's court selected

by a majority vote of the i
it Sy ty Judges of those combined

——— - I3 i

Lach mecber of the joint executive committe
SQPFG:NI.X. 15¢L, Ehall serve until Ju.nulr; ;:r:g:gon
Beginring January 1, 1982, each member of the jeine
execuiive co=miitee shall serve for a4 term of two
years, Hovever, the member selected under subsection
+8{a}(5) serving from Sepremper 1, 1981, to January 1,

1852, shall alsc serve a $u inni
Jnnu;:y 1 1l twoeyear terr beginning

(1) <he chief udges elect (see rule 925.3) shall
JNQUNCe their joint executive committee appoint-

Denzs 30 days before the t of i
ptedit g e terms appointees are

(2} 7Tohe electicn of the mecder under subsection

+3(a) (5) oust be held 30 days befo *
ter= is tc begin. Y3 Pefors the memver's

The nases ang cites of selection of the members of the
Joint execulive committee must dDe filed with the state
court adzinistrator irmediately on selection.

The jucdges selectied as membexs of the joint executive
:‘:o.-:_.-.-.:ee may meet Defore the beginning of their terms
for the sole purpose of chocsing one ©f the members to
serve as executive chie! judge.

The jcint executive cormittee shall advise and assist
the executive chief judge in escablishing the policies
to be executed by the executive chief judge.
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EXHIBIT 1
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EXHIBIT 1

| ‘

I National Center for State Courts

RIBRPOIRIT
N | 0\
|Court Improvement Through Applied Technology

ATECHNICAL ASSISTANCE PROJECT

FEBRUARY 1979
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Qld docket books

Effective forms design programs
save courts time and money

Courts have experienced substantial
savings in both personnel time and money
through an effective forms design pro-
gram. The State of Alabama, for exam-
pie, reduced form costs for courts
statewide from $3 million to $800,000
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:
[ Case number should appear in one

unique location (generally upper

comer) on all forms.

PMultipart forms replace docket

Courts in Colorado and Alabamaand a
ew other states have developed alterna-
ive manual systems for smaller counts to

replace the hard bound books, commonly
~alled a Docket or Register of Actions, for
‘sting case-related actions. These courts
Bow use a multipart form system similar
to the one shown below. The system
onsists of a Register of Actions sheet and

o or more index cards forming the

multipart form. When the basic case
information such as case number, style,
lnd attorney names are typed on the top

f the form, the index cards are also

. produced at the same time through the
se of carbon interfeafs or carbonless
per. The Register of Actions sheet can

then be maintained in a tb file or loose

I Continued on next page

———

Alabama civil case action
summary multipart form

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

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

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

{J Forms should be printed on letter-size
paper; legal-size paper should not be
used.

(J Information on the forms should flow
in a logical sequence.

OJ 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.

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

O Tides describing the variable (fill-in)

infortation should be printed in small
letters in the upper left-hand corner of
each box.

 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)1ab stops; small vertical bars should
be printed along the top of the form to
indicate the location of tab stops.

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

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

0J Forms should be consolidated
whenever possible.



EXHIBIT 2

SAMPLE FORM: SUMMONS/RETURN OF SERVICE



Parish of Orleans

Ci of New Orleans
Mulli cipal Court

Lase Number

ORDER TO APPEAR IN COURT

EXHIBIT 2

Defendant Name

TO ADDRESSEE:

0: (Name & Address)

-
3

L

(Bring this Notice with you)

Time

l Date to Appear

BA.M. A B C
P.M.

Division

You are hereby commanded to
appear before the:

MUNICIPAL COURT

727 South Broad Street
New Orleans, Louisiana

at the time and date indicated
under penalty of $50.00 to:

0  GIVE TESTIMONY
0 BE ARRAIGNED
(0  STAND TRIAL

Charge:
{0 Send names of your witnesses

Dai Issued Deputy Clerk-By Order of the Court ) Signature
I RETURN OF SERVICE
Da' Received Date Served Type of Service:

Note on Domiciliary Service:
not be located, a copy of this order was lefit with

the below named person, over the age of 16 vezars,
at the address indicated.

[} Addressee Not Located

[J Domiciliary Served (See Note)

(J Served on ‘Addressee

Since Addressee could

Address

Name of Officer Mzking Service

o. y g/81



EXHIBIT 3

CRIMINAL CASE CONTROL RECORD
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EXHIBIT 3

STATE OF MINNESQTA -VS-
LAST NAME, First, Middle, Suffix

ALIAS

DEFENDANTS ATTORNEY/PHONE

ATTORNEY'S iD NUMBER

WARRANT STATUS

DATE ISSUED

DATE SATISFIED

OUTSTANDING WARRANT OTHER CASE NO.

CRIMINAL ‘?g
CASE CONTROL RECORD 02 Trial Court Information System
SJIS/ICOMPLAINT NUMBER CASE NUMBER REMARKS
DATE OF BIRTH |CASE TYPE AT FILING DATE FILED
DATE OF OFFENSE FEL =Feiony OFFENSE
GMD=Gross
Miscermesron
ULTIMATE PMD =Petty [
JURISDICTION Miscermeare
MSD =Miscermeanon
COUNTY OTR =0ther 5
DISTRICT PROSECUTING MUNICIPALITY LOCATION
ATTORNEY CODE
DEFENDANT STATUS
C= Court CODE DATE
Appointed - IBAL=0On Bail
P = Public BNO=0On Bond
Defender DET=Detention
X FUG=Fugitive
R= Retained “JAL =Jail
Own . QOTR=Qther
S = Defending j BAIL ROR=0Own
Self Recogni-
N
O= Other BOND zance
DATE CLOSED
AMOUNT POSTED
DATE POSTED

TRAN
CTION
NO.

DATE

ACTION SUMMARY

g
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- N - - . ol ct . " - . "
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{
{
'STATE OF MINNESOTA  -VS. SUIS/COPLAINT NUMBER CASE NUMEBZR 1
[ LAST NAME. First, MNiddie, Sutfix ?
| H
‘; (SATEOF SRR [CASE TVFE AL R 3 ST ELED Y
| . | g (
'DATE OF OFF=NST! | FEL =Feomy SEFEaS
! [ Gi=Grosa :
! l ] Nissermeanor
TULTIFFATE | (PR =Perey :
. ]

i JURISDISTION

TOFIEY/PHRONE

ATTCORIEY'SID NUMEER

1C=Court
i Appeinted

VWARBANT STATUS

CATE ISSUED
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EXEIBIT 3
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[STATE OF MINNESOTA

Vs
LAST NAME, First, Middle, Suffix

TSIIS/COMPLAINT NUMBER

CASE NUMBER

'ALIAS

DEFENDANTS ATTORNEY/PHONE

ATTORNEY'S ID NUMBER

WARRANT STATUS

DATE ISSUED

... |: DATE SATISFIED

- QUTSTANDING WARRANT OTHER CASE NO.

TCis-21C

DATE OF BIRTH |CASE TYPE AT FILING DATE FILED
DATE OF OFFENSE -|FEL =Felony FEFEN
GMD=Gross OFFENSE
Miscgemearor|
ULTIMATE PMD =Petty
JURISDICTION Miscemearon
MSD =Miscermeanod
COUNTY - OTR =Qther
DISTRICT PROSECUTING MUNICIPALIOTY LOCATION
ATTORNEY CODE N
DEFENDANT STATUS
C= Court CODE DATE
Appointed BAL=0On Bail
P = Public BND=On Bond |
DL;felnder DET=Detention
. FUG=Fugitive
R= Retained JAL =Jail
Own OTR=0Other
S = Defending 3 BAIL ROR=Cwn
Self Recogni-
BOND
O= Other zance
DATE CLOSED
AMOUNT POSTED

DATE POSTED




EXHIBIT 4

COMPUTER OUTPUT MICROFILM

(COM)




COMPUTER OUTPUT MICROFILM (COM)

COM is the microfilm industry’s name for trans-
lating computer-generated information into eye
readable form and recording it on microfilm.
COM makes information more manageable by
introducing economical handling and storage of
current computer-generated documents and re-
ports. The material copied can be reduced up to
80 percent with the use of microfilm. A 100 foot
roll of microfilm, finished and processed, is
equivalent to approximately 2,600 feet of margin-
punched carbon and  paper continuous forms.
Paper and a single carbon copy record can cost
up to five times more than a 100 foot roll of
microfilm (with a duplicate roll).

There is enough space in a file drawer to store
almost 50 miles of continuous computer-generated
forms after their conversion to microfilm. In
addition, 4 large savings in shipping costs can be
realized. For example, a 100 foot roll of micro-
film can be mailed from coast to coast for
approximately 50 cents, compared to a cost of
approximately S$20 for mailing the paper equiva-
lent. Efficiency is improved because the need to
burst, decollate and bind copies is eliminated.
Additional microfilm copies are easily produced
as needed at a much reduced cost. The advantages

. of COM are:

1. Better.use of the computer/printer
® speed of operation

e fast turnaround (solves critical updating
cycles)

e computer made available for additional
processing -

¢ elimination of multiple passes on com-
puter for widespread distribution re-
quirements

o nopow

EXHIBIT 4

Elimination of paper handling bottlenecks
e material handling
e decollating
e bursting
e binding
e file integrity assured
Less production and materials cost
Easier and less expensive distribution’
Faster information retrieval

Saving of storage cpace



HOW A COM MICROFILM SYSTEM WORKS
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EXHIBIT 5

TABLE OF CONTENTS, MANUAL FOR CLERKS,

MAINE DISTRICT COURTS



GL6T ‘1€ ydaenw

‘3In0D TeToTrpn, sweaxdng auteW 9yl 031 zy09/0LT00ZH# Iuexrn Aq

Aousby o9oue3sSTSSY pue HbutuueTd Juswd0I0Fud MmeT SUTeR Vi) HYdnoIyl
‘@0T13sne 3o jusdwiaedag ‘Sl ‘UOTIRIJISTUTWPY DDURISTSSY JuswaddIOIuUF
meT ayj3 woxy jueab e Aq poapuny sem Tenuep sTYl Jo uoriexedaxd sy

SLINOD LOIULSIA UNIVW

SMYATO UOd TVANVW V¥

ot 2vZ {219)
SIZZ0 SNASNUDBSSEIN "UoISOg
peoy Jeis Avgl 602 _
ADIAH40 TVYNOIOZY NYHALSVAHLYHON

S1INOD 9)e)S 10} 19)Uud)) [ReUOlBN

ot S LIGIHXH A,




*suoTjejou TRUOT}TpPpR JI0J

popTaoxd ueaq sey 20eds pue SpodU sIdsn ayl o3 pajdepe aq ued 3I °"SIDTIFO ,SHAITD
ay3 ur soaor3doead uxojrun HBuTaAsTyoe paemol dojls ISATI e ST Tenuew STYJ

* Touuosxad TedTIDTO MPu Hutureay xoJ azwmm: K1xernor3zaed aq

pInoys pue YI9T0 pasuarxadxs ayj se [ToM Se paouaTIadxauT syl IOJ Jusaumdop

2ouaxogol Apuey e se BSAISS Uﬁ:o:m 3T  °*s)aaT1o Aq @mwl A13usnbax3y j3sow saanpsad

-oxd sasoyj mwwmmmaoocm 3T pue ¥sn ut >au:wuuso soxnpoaooxd jo 93Tsodwod e ST

3I "SISO 3IN0D IOTIAISTA IO0J Tenuew suorjexado 9dTJJO-UT ue ST STYY,

OMIYO0d

N I I BE U I B B BN B T ap B Bm B aE am
: . [iE] \\"wwv. .




PN

ve
8¢
9¢
S¢

ve

0T

e o « ¢ ¢+ gujog oydues

. . e o » . - . m.HndmumUOaHnﬂ

L . - - - . L4 uuw:o 30#.& om

« ¢+ « o ¢ « 3STT SWIOIT °C

+ o ¢ » « o UOTIONPOIJUL
2ansof

« « + + .« -+« swxog oydwes
« + e+ + + e « -« 3INPOD0I]
< s+ = = . =+« ggeyY) MOTJ
T ISTT SUX0g
e s s « s+ -+ UOTIONPOIJUT
swield T

aanpado

« « « « + + + « glUD3UOD
e e+ ¢ <+ ¢ < 3] I0J SUOT
L T To0

. . - . . « e e . m“:memg

- - . . . . hd i e e e .

"SINALNOD J0 IATdVYL

1IN
L

osTg  *d

Tews VY
Id TTATO
JO °1qeyl
jonajsug
onpoxjuy
2TMOW DY

piomaiog

Teaauas

‘I



ot
ot
b

wc.ﬁ . - . -
soT ¢ - - -

borT v - - -

mm . . . -
Nm . . . -

.Hm . . . .

vv.. . . . L]

Nv . - . -

4
- - . . . . . . -
- . . - - L] . - .
- - . . . . - . .
- - . . . - . - - -
- - . . . - . . -
- . . - . . [} e .
. . - . . L] [ 3 . -
. . - - - - . . .
. - - - - - . . .
. . . - - - - ~ -
- . . . - . . - -
. . . . - . . - .
. . . . - - . . .

Ftis]
[ERtE

THEH

.

- 3aeYd MOTA ¢

- - 3sTT swxod ‘g

* uoTrjonpoxjuy Y
UoYIOV TTATD 4

+ suxog oydwes -g

© * * [anpadoad ¥y

Jxeyd MOTd ¢

* * 3817 swiod °¢

uorjonpoajuy g
yateeH Te3jusw °d

- swiog 3afdwes °g

- * - 2xnpadoxd ¥

° *  3xeyd MOTd °¢

** 3IsTTT swxod ¢

* uotr3jonpoalur g

9010ATd °D

S R BE ap B BN R am s
* eI
..."..m .



TTTA
69T « = + +. + - -
BOT « « + - - - -
19T < = o . . o
9T - - e - -
Gy -+ - - - - - -
LYT + o o o e e
opT - - - - - - -
GyT - - - - - - -
R
ZT - e e e -
0ZT + - - - - -
BIT = = = = * - -
PTL = & - - - - -
JOT = - e e e

L]

L L e - U - \ -

R R & 4L MOTd ¢
c e e e+ e e e o - -+ 577 sWIOd T
C e e e e e e e e e uoT3onNpoIjuUI I
Auofaj/xoueswapstn -4
ottt m st s 0 0 swxog sydwes g
c s+ e« « + s+« « + - 5ynpe00Id ¥
e+ e+« « + « +« -« - 3IRYD MOTd °¢
- e e+ e e e e e+« 3577 SWIOL T
-+« + « +« <+« +« -+ yorzoNPOIUT T
oTjjear v
3INPaID0Id Teutwix)d “IIIT
s s+ e+« -+« « « - gyurog ordwes .G

L] - . - . - . L] . . QHU.._..-H. “QH:O -9

Iaute3lag pue Axjug 8[qroxog ‘suounms °p

s s s s+ s+ s « - ©gYDOIJ 923SNIAL °O
s s ° s+ s - = = -« - Jusawyoelly .Q
s s s s s s s = * UOTIOY ITATD "P®

2inpadoad ‘v



9EZ * e+ s o e o o o e« s o gadToday DHUTPIOD3Y JO SPOYIBW 9
GEZ + + ¢ + e+ = + & s e o « « + - gjuowssingsta jo sadky g
GEZ - + + + = + = + + = s+ + - « . g3dreosy jyo sataobazeny p
GEZ *» * =+~ + o+ o o+ + = o o o o .+ ..+ + - gydrodoy jo sodAl ¢
PEZ * = o+ e e e s e e e e e e e e mGAQAOtﬁum burqunoooy g
PEZ * ° ¢+ ¢ e+ <+ o o s « o . o - . - - ‘jJudwadbeuey spiooddy I
s3xoday/spxooay D
1€ - - e e e e e e e e e e e e e e juswabundxd g
0EZ = = = * = o = + + + = « 4 « o s o s+ -« o o - . ISP SWIOI -y
UOTIRIISTUTWPY Al
0TZ = * * = = = = = = + = « « « « « « -« - guiog ordueg ‘g
T0Z =+ * = + = * + = s s+ e o+« o + « « .+ « < « 3INpa00Id "}
00Z = * * * + + <+ = = s s e e s« + .« .« .« -« gyeYD MOTA ‘€
66T =+ * * * + =ttt s+ s s = . . . - .+ - 57T sSwIOd
L6T - - e e opsonpoxaur T
a1TURADL D
LT * = = = =+ =+« =+ =« -« -« guiog ordues g

oLt * - - s e e e+ e e e e e e+ e« « + .- -« 3inpe00ad ¥



(T TTR R | A —

rve

€ve

1ve
e

ove

ove
6E¢C
6€¢C
8¢
8Ec¢
8t¢
8t ¢

LET

- ° - - . - ° e - . - . - . . ° mco-muﬁcﬂmm mmmum

. e . . . - . . . . [} . . . . QMU%OHQEN
° . 3 . . . e . . - > . . . . -Hﬂ-.HHV:@:..H%H

s e e e s e s e e s e s - TRPDTISTIIVIS

e
‘q

‘e

. - . . e 3 . ° . . L] . . . . [ . * m“Homwz

s e s s s = s+ = - 533] ,SIBDTIIO 3IINOD
* * * * UOTIBDTTQNd puUE DOTAIDS 9DIOATQ

A (yatesaHd Te3lusp) Sso9d
Kauxo33y pue suerdrsdyg pojurtoddy 3I1no)

e s s s+ ¢« ¢ ¢ g3pJ 20T3ISUL JuTETdWO)
=+ + + * gaag Kauxolly pojutoddy 3ano)
L] L] L] L] - L] L] L] - L - - - mmmm mmw:u.ﬂz

o . - . - . . L] . . . ° mmm-m ﬁ:m mm#HﬂpW

‘b

"3

R muﬁmsmmusnmﬂa HUTPI0DDY JO SPOYION

- ° . . . . . - - . . - LI . ﬂ.ﬂmm F.—mmu
© e * s s+ ¢+ s+ - g334 WIOJ pUER BUTTTJ

° ° . . e . - . . . . LI . . . . mm:.-ﬂh

he

"q

‘e

e

AT



QN.N - - . [ 4 - . - L] . . L] . . . . . Ld ov . . . . L . . . - - xmvcH 0H>

q@N . - . . - - . . . - . e . . . . . . . . . . . . . - hummmo.ﬂw o>

6V e © o o o ® ® ® o e e & o e o e o s o o SUIIO0] QHQEﬂm L

BUT « - - e+ e e s e e e e e e e (SWTL) pred SOUTd 9
[VZ + + = = = = = o s + 4 e s s . 4 e s o s .+ - - SUOTION G
LVT » + = = = « = = « + e e e . . . .+ - s UOTILISIIIV P
9y 7 . e o s e o s s s e r - - - - - + < xoATEM OBRTIICW €
QpPZ + ° + * e+ o+ s s = s s e s = s © UNDIF-SIONP eusodqng  °¢

mvN - . - . . - L - - . . . . - . . 3 . - “cm«.ﬁhﬂmg :oummm Q.H

"SNOSUBTTIOSTH °d

i : i Gk



EXHIBIT 6

COLOR CODED FILE FOLDER
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EXHIBIT 7

SEE-THROUGH CASE JACKET
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EXHIBIT 8

COLOR CODED OUT FOLDER
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EXHIBIT 9

"RECORDS RETENTION"

REPORT:

AUGUST,

1978




Inactive records
fresent problems

for courts

Courts throughout the country are ex-
periencing ‘difficulty with the manage-
ent and maintenance of inactive rec-
i:'ds. Court space is expensive and ofien
mited—especially easily accessible
office space. With the increases in new
‘aes and documents, retrieval time in-
r

eases, and misfiling becomes more fre-
uent. In order to free court space and
alleviate filing congestion, closed or inac-
ive case files should be removed from the
l|ain filing area and filed separately. Most
ourts, however, do not have adequate
storage space or expertise in long-term
cords maintenance. As a result, many
aluable court records may be damaged
r destroyed through improper storage.
Courts records storage areas often
ave the following characteristics:
'»Records are stored without any sys-
temnatic control as to storage location or
record content.
Records are often maintained in a
Idisorderly 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
records are sometimes damaged or
stolen.

—Records are deteriorating because of
the passage of time, improper usage, or
climate.

.. If these problems describe your inactive
Ecords storage. the development of a

cords retention or efficient inactive
cords storage program is needed im-
mediately.

sl i D 2

National Center for State Courts

R

ORI

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
legal, 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. Itis 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 retention and destruc-
tion schedule are cost, space, and time
savings, and these savings can only be
realized if valueless records are regularly
purged.

It is recommended that the records-
retention and -destruction schedule be
implemented and enforced through the
use of court rule, Itis important thatcourt
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 uniformly. while
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steel shelvin
and record center boxes

still allowing for future changes if neces-
sary.

Once a records-retention and
-disposition schedule has been estab-
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
o 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 storage

Warehouse Open Steel Shelving

O Height: Warehouse steel shelving
should extend as high as the facilities
permit or to a maximum height of 1210 14
boxes. A clearance of 18 to 24 inches from
the ceiling is generally required for light-
ing fixtures and water sprinklers.

O 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 48-inch
shelf is recommended. Sufficient space
(two to three inches per shelf) shouid be
provided to insert and remove storage
boxes.

{1 Depth: Warehouse shelving should be
sufficiently deep to accommodate two
boxes back-to-back on the shelf., Most
storage boxes will be adequately sup-
ported two deep by a 30-inch shelf.

3 Number of Shelves: Two storage
boxes may be stacked on top of each
other on each shelf, generally requiring 2
23-inch separation between individual
shelves. Boxes may also be placed on

individual shelves (11 inches apart) with- -

out stacking to facilitate retrieval; this
approach, however, is more costly in
terms of equipment, since more shelves
are required. '

3 Side and End Panels: No side or end
panels should be used with warehouse

steel shelving.

O Support Design: *“T"*-shaped upright
supports are preferred, since one support
can be used to connect two units of
shelving, These supports 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 comers of the shelving will be
required.

0 Assembly: Units should be acquired
that require minimal assembly but pro-
vide the requisite strength and support.

- O Aisles: Warehouse shelving requires

only a 30-inch aisle between the units.
Sheiving rows should not extend more
than 30 feet without an access aisle to
facilitate movement within the files.

O Accessories: A mobile steel ladder will
facilitate access to the higher levels of the
filing tier, and movable carts are recom-
mended to aid in the transfer and retrieval
of the storage boxes.

Storage Boxes

0O Size: A standard-size storage box
measures 15" X 12" X 10°. These boxes
are designed to hold legal-size folders in
one direction and letter-size folders in the
other.

0 Matzerial: Boxes should be made from
heavy-duty corrugated cardboard.

{3 Strength: The double wall 175#

Proper storage protects records
from damage by fire and water

When adequate space is available
within or near the court, the court-
operated records center will generally
prove to be the least expensive and most
convenient means 1o store inactive court
records. All records will remain under
court control and can easily and inexpen-
sively be retrieved.

Protection from fire is a primary con-
cern when storing paper documents.
Tests have shown that records packed
tightly in corrugated cardboard storage
boxes will 'not burn easily. A water
sprinkler system should be installed
equipped with sprinkler heads that will
discharge independently to extinguish a
localized fire without discharging the
whole sprinkler system. A smoke detec-
tor should be installed in conjunction with
the water sprinkler to give early waming
of fire to enable the staff 1o extinguish the
flames with fire extinguishers; the smoke
detectors can be hooked dirsctly to the
fire department or to an aiarm in the
clerk's office. Fires can therefore be
extinguished early, before the heat dis-
charges the water sprinkler and possibly
damages the records. Fire extinguisners

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 courts. Of
course, the best way to combat fires is to
prevent them. Smoking prohibitions
should be enforced in the records area
and in the surrounding areas.

Court records could also be damaged
from water pipes or flooding. The storage
facilities should never be located in 2
room that has water pipes overhead. In
addition, the lowest shelf on the filing unit
should be elevated at least four inches to
allow for potential flooding.

Inactive records are best maintained at
a temperature beiow 70° F and a low
humidiry (50-60 percent). Records should
not be stored near a heat source, suchasa
furnace or hot-air vent.

Inactive records rooms should have
lighting, preferably fluorescent, located
over aisles. This is especially important
for inactive records, since high filing

equipment is used, which might obstruct
the light.

strength is preferred, although a single
wall 200+# strength is acceptable.

3 Opening: Top-opening storage boxes
provide dense record storage at the low-
est cost. When boxes are stacked on top
of ecach other, it will be necessary to
remove the top box in orderto 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. Even
when boxes are stacked on top of each
other, records can still be accessed with-
out the need to remove or relocate any
box. Front-opening storage boxes, how-
ever, cost five to ten times more than the
equivalent standard top-opening storage
box and provide less protection for the
records.

O Acid Content: For long-term records
storage (100 years or more) acid-free
boxes are recommended.

{3 Hand hold: Hand holds should be
provided on two sides of the box. The
cut-outs for the hand holds should swing
down to enclose and protect the records
when not in use.

O Assembly: Boxes should be easy to
assemble, with instructions clearly
marked on the box.

[0 Construction: No staples should be
used on the boxes as they may injure

- users and rust with time. Seams should be

glued with non-water-soluble glue.

COURT IMPROVEMENT
THROUGH APPLIED
TECHNOLOGY PROJECT
of the
NATIONAL CENTER
FOR STATE COURTS

Denver Project Office’

250 West 14th Avenue, Suite 802
Denver, Colorado 80204
303/534-6424 :
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Deputy Project Director
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EXHIBIT 10

"PEGBOARD ACCOUNTING"

REPORT:

MARCH,

1980



Accounting poses
problems for courts

All courts handle money for obe purpose
or another. As such, they are required to
maintain accounting systems to manage the
receipt and disbursement of funds for a
variety of different accounts. All courns
receive payment for filing fees, court costs,
and fines, and some may receive child sup-
port and installment judgment payments.
The filing fee will generally consttite one
lump sum per case, although many states
still require separate payment for individual
transactions relating to a case. In terms of
disbursement, the courts may expend money
for operating expenses, juror and witmness
fees, child support, and, perhaps, payroll.
In each case the court is responsible for
maintaining accounting records that can be
reviewed by an independent auditor.

The integrity of the accounting records
in many courts depends primarily on the
use of traditional bound record books and
on procedures that require accounting data
to be posted in multiple locations. Most
courts typically maintain the following types
of records: receipt book or multipart receipt
forms, cash book or journal, account books
or ledger cards, deposit records, check-
books, cash disbursemnent book or journal,
payroll, court budget, and reports.

With the increase in court workloads and
the demand for additional information and
services by the public, courts are hard
pressed to maintain their current accounting
systems accurately and up-to-date without
increasing personnel requirements. Alterna-
tive accounting systems are therefore needed
1o enable courts to continue operating effec-
dvely. Three altemnative systems are dis-
cussed in this report: pegboard accounting
systems (for small courts), intelligent or
programmable cash registers (for small to
medium courts), and computers (for medium
to large courts).

ShLDisL aly

National Center for State Courts

B POIRIT

Court Improvement Through
Applied Technology (CITAT)

ACCOUNTING SYSTEMS IN THE COURTS

MARCH 1880

Pegboard accounting systems
offer solutions for small courts

Most small courts throughout the country
continue to use traditional accounting books
and procedures since many believe that these
approaches are the only economical way for
them to maintain accurate accounting records.
This belief, however, is often incorrect since
modern manual accounting systems can
offer substantial improvements and solutions
at a minimal cost. The pegboard accounting
system, in particular, responds to the needs
of small courts through a forms system that
generally costs less than current accounting
books, reduces personnel time required for
accounting functions, and provides even
greater accuracy than traditional accounting
methods.

The pegboard accounting system utilizes
a board with pegs along the left side as the
sole piece of equipment. Forms such as
general ledger sheets (such as receipt or dis-
bursement journals), individual account
ledger cards (for cases or individual accounts),
receipts, checks, deposit slips, and others are
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Pegboard accourting system,

combining receipts, cash receipt journal, and deposit slip.

specially designed as part of the system to
meet the peeds of the court. The unique part
of the pegboard accounting system is that
multiple forms relaring 0 the same transaction
(such as receipts, deposit slips, and the cash
receipts journal) are designed so that corres-
ponding columns of information are securely
aligned by the pegs when these records are
placed on the pegboard. For example, in a
cash receipt system, when the appropriate
information is written on the receipt, the
impression is simultaneously recorded on the
deposit slip and the cash receipt joumal
through the use of carbon backing (on the top
of the receipt) and carbon paper (between the
deposit slip and cash receipt journal). Similar-
ly, in a child support system, information is
also transcribed on the individual account
records while producing a receipt to be given
to the individual, an entry for the daily deposit
slip, and a chronological entry in the cash
receipt journal.

Pegboard accounting systems can be cus-
tomized t0 meet the individual needs of
courts. For example, if the court is required
to divide filing fees among the court fund,
sheriff"s fund, and library fund, appropriate
columns could be provided on the cash jour-
nal sheet for that purpose; after the receipt
is prepared, these additonal columns are
compieted indicating portions of the filing fee
to be allocated to each account. Each column
can then be tallied at the bottom to determine
the total amounts to be transferred to each of
these different accounts.

The court could also design a combined
cash receipt and disbursement accounting
system for child support {or installment pay-
ments for judgments). The child support sys-
tem consists of specially designed cash re-
ceipt and disbursement journal sheets, indi-
vidual account cards, and a receipt/check
form that runs the entire width of the cash
receipt and journal sheet. Similarly, many
other systems could be designed that would
enable the court © record information on
several different records with one impression.
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While the pegboard accounting system
offers tremendous advantages over tradi-
tiopal accounting book systems, it is sdll
totally manual and becomes cumbersome for
a large number of transactions. Larger courts
should thercfore expiore three automated
altematives: intelligent or programmabje
cash registers, computer-based accounting
systems, and computer-based accounting
systems with point-of-sale terminals.

Several different manufacturess now pro-
duce ‘‘intelligent™ cash registers with capa-
bilides to provide receipts, validate court
records, ahd automatically divide mobey
received into the appropriate accounts. Al-
though some standard cash register systems
are appropriate for court use, it is generally
desirable to obtain ooe that can be pro-
grammed with specific codes to meet cournt
needs. For example, special keys could be
coded to indicate the type of payment (e.g.,
filing fee, misdemeanor fine, traffic tcket),
the case number, thedcpmmtofmeeoun
and the individual bandling the transaction.
The system could also be programmed to
calculate autoratically a fixed dollar amount
or percentage of the payment to be allocated
to different funds such as the court fund,
sheriff's account, and library fund. The
cash register system automaticaily maintains
data on all transactions (on a printed tape or
magpetic media) and provides totals for each
account on request. This system thus saves
substantial pemnncl tme in balancmg and
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““Intelligent’’ cash register

reconciling cash receipts for various accounts.

The intelligent cash register system, bow-
ever, will not checks or manage
accounts. The court should therefore con-
sider using the pegboard accounting system
for preparing checks and for recording infor-
mation for individual accounts and for the
cash disbursement journal.

Courts may also want to use computer
equipment to perform accoundng functions.
For smaller volume users, microcomputer
systems are now available (for less than
$5,000) with accmmﬁng software for main-

’[ Automation streamlines accounting in large courts

taining cash disbursement )ouma.Ls and indi-
vidual accounts, for preparing disbursements
and printing reports, and for performing
other court applications. With these less
sophisticated computer systems, the cournt
generally uses the cash register as indicated
above and then rekeys the receipt informa-
tion into the microcomputer for processing.
The advantages offered by a Jow-cost com-
puter system include personnel cost savings
(especially in preparing reports), accuracy,
speed, and space savings.

The larger courts should ‘obtain more
sophisticated minicomputer or large-scale
computer equipment. The increased storage
capacity and processing power of these sys-
tems will enable larger cournts 1o operate the
systemn interactively and t0 manage a jarger
number of mransactions and accounts. Under
ideal circumstances the computer system is
linked with the intelligent cash register so
that, once the information is recorded at the -
cash register, no additional keying is needed
to update the computer accounts. This rype
of configuration is called ‘‘point-of-sale™
and reflects the concept being used in many
retail stores to capaure important sales’ and
inventory data at the cash register where the
sale occurs. The data from the intelligent
cash register can be ransminted to the com-
puter through telecommunications or by
manually transporting a magnetc media
(generally a cassene tape) from the melli-
gem cash register w the computer. -

Pegboard system pluses g:ven

'ﬂle pegboaxd accounting system offers
courts the following advantages:

[ Reduces personne! time. The pegboard
accounting system may save up to 75% of
clerical time compared with that for main-
taining traditional accountng books. Time
savings generally result because an entry can
be made on muliiple records with only one
impression and because all records arc in
close proximity and easy to handle.

[ Reduces or eliminates (ranscription
errors. Traditional court sccountng systems
require that one record be created from
another. Even when the original receipt is
used 10 create all other records, there is still
some potential for error when the informa-
tion is transcribed. With a pegboard account-
ing system, the information transcribed onto
subsequent records is exactly the same as the
informaton written on the original receipt,
check, or other record.

[TJ Reduces costs. The pegboard accounting
system costs approximately $100 for the peg-
board and approximately $300 to $500 for
an annual supply of forms (depending on
volume); the annual cost is, therefore, often
less than the cost for traditonal accounting

books. The greatest cost savings, however,

will be achieved through a substantial reduc-
tiou (up to 75%) in clerical time required to
maintain accounting records.

(O Reduces rraining time. The pegboard
accounting systemm is easy to leam and oper-
ate. No extensive bookkeeping experience
is needed by individuals who record most
information in the system. (One person,
however, should be experienced in the poli-
cies governing the court accounting system
and the methods for managing various
accounts. )

{1 Produces up-to-date records. With wa-
ditional accounting systems, the recsipts
may not be posted o the individual accounts
or cash journal ungi later in the day or week.
With a pegboard acpounting system, all
records are updated immediately, and their
current stanis can be accurately detsrmined.

{0 Reduces auditing time. Since the peg-
board sccounting system enables the court
10 transcribe information o multple recerds
with one impression, an auditor need not
trace each location where information was
transcribed to insure that the wanscripdon
wes accurate. As a result, most auditors will
endorse the use of the pegboard accountng
system.
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