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RECOMMENDATIONS SUMMARY 1 
1.12 CASEFLOW MANAGEMENT 

1,121 ESTABLISH A SEPARATE ARRAIGNMENT COURT STAFFED I EITHER BY (A) EACH OF THE FOUR MUNICIPAL JUDGES 
SERVING IN ROTATION; OR (B) A FULL TIME MAGISTRATE 
ON AN EXPERIMENTAL BASIS. ( p .  9) 

1 .122  THE COURT SHOULD HEAR SET CASES IN TWO CONCURRENT 
SESSIONS FROM 9:OO A.M. TO NOON AND FROM 2:OO P.M. 
TO 5:OO P.M. DAILY. ( p .  9) 

1.123 ALL SET CASES SHOULD BE ASSIGNED EQUALLY AND AT 
RANDOM AMONG ALL JUDGES OF THE COURT, RATHER THAN BY 
DIVISION. (p .  10) 
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1.124 THE COURT SHOULD CONDUCT A COST BENEFIT ANALYSIS OF 
ANY AND ALL CASEFLOW MANAGEMENT CHANGES ADOPTED. 
(pp. 10-11) 

1.22 MANAGEMENT INFORMATION 

1 . 2 2 1  CONDUCT A COMPLETE INVENTORY OF THE COURT'S CURRENT 
DOCKET TO REMOVE INACTIVE CASES AND TO DETERMINE 
ACTUAL NUMBER OF PENDING CASES. (p .  15) 

FILINGS, DISPOSITIONS AND PENDING CASES. (p. 15)  
1 . 2 2 2  UNIFORM DEFINITIONS SHOULD BE ESTABLISHED FOR 

1.223 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) 

1 .224  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) 

i v  



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 . 3 2  JUDICIAL RESOURCES 

1 . 3 2 1  BUDGET FOR AND MONITOR AD HOC JUDGE EXPENDITURES: 

1.322 REQUIRE CITY ATTORNEY TO SCREEN ALL SET CASES 
IMMEDIATELY FOLLOKING ARRAIGNMENT; 

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

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

2.0 JURISDICTIONAL ISSUES 

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

2.20 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) 

3.10 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) 

3 . 1 3  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 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) 

4.122 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) 

4.123 A FORMS MANAGEMENT SYSTEM SHOULD BE DEVELOPED FOR 
THE PROPER MANAGEMENT OF FORMS INVENTORY, ORDERING 
AND PRINTING. (p .  3 5 )  

4.124 THE USE OF BOUND AND POST-BOUND BOOKS FOR COURT 
RECORDKEEPING SHOULD BE ELIMINATED. (p.  3 5 )  

4.125 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 .  3 6 )  

4.126 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 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 

COMPUTER OUTPUT MICROFICHE (COM) . EXHIBIT 4 
EXPLAINS COM (SEE ALSO RECOMMENDATION 8). (p.  37) 

4.127 A CASE NUMBERING SYSTEM SHOULD BE DEVISED WHICH IS 

CONSOLIDATED INDEX TO BE PRINTED ON PAPER VIA 

EASY TO USE AND ALSO PROVIDES RELEVANT CASE 
INFORMATION TO THE COURT. (p .  37) 

4.128 A CUMULATIVE INDEX OF ALL CASE,S 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 .  3 9 )  

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

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

4.132 THE USE OF OUT-CARDS OR OUT-FOLDERS SHOULD BE 
ENFORCED TO MAINTAIN CONTROL AND SECURITY OVER COURT 
CASE FILES. (p .  43) 

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

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

4.135 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) 

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

5.12 JUDICIAL FUND 

5.121 ESTABLISH SPECIFIC GUIDELINES FOR JUDICIAL FUND 
EXPENDITURES. 

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

5.123 ESTABLISH SPECIFIC RECORDKEEPING REQUIREMENTS'FOR 
.ALL PERSONS AUTHORIZED TO REQUEST APPROPRIATIONS 
FROM THE FUND AND REQUIRE MAINTENANCE OF SUCH 
RECORDS TO ENSURE FUND INTEGRITY. 

5.124 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 November 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 month;; 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 requirements, 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. 

collected to determine whether or not such assessment could be 

made based on such data. 

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). 

Staff returned to the data originally 

It was determined that any assessment 

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 existing judicial manpower to 

address the court's workload demands.' In 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 still 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). 
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1.0 CASEFLOW MANAGEMENT 

1.10 CASE SCHEDULING AND A S S I G N M E N T .  The c o u r t  a s s i g n s  

cases a s  f o l l o w s :  

0 Cases a re  i n i t i a l l y  a s s i g n e d  t o  t h e  s e c t i o n  o f  c o u r t  

which c o r r e s p o n d s  t o  a g i v e n  p o l i c e  o f f i c e r  s h i f t ,  

i . e . ,  a r r e s t s  made o r  c i t a t i o n s  i s s u e d  be tween 6:OO 

a.m. and noon a r e  a s s i g n e d  t o  S e c t i o n  A ,  which 

c o n v e n e s  a t  10:OO a.m.; a r r e s t s  f rom noon t o  6:OO p.m. 

a r e  a s s i g n e d  t o  S e c t i o n  B ,  which c o n v e n e s  a t  noon; 

a r r e s t s  made from 6:OO p.m. t o  m i d n i g h t  a r e  a s s i g n e d  

t o  S e c t i o n  C ,  which convenes  a t  4:OO p.m.; and  a r r e s t s  

made f rom m i d n i g h t  t o  6:OO a.m. a r e  a s s i g n e d  t o  

S e c t i o n  D ,  which convenes  a t  1O:OO p.m. (The s y s t e m  

r e m a i n s  unchanged,  e x c e p t  t h a t  on J u n e  1, 1 9 8 2 ,  

S e c t i o n  D w a s  p e r m a n e n t l y  r e - s e t  f rom 1O:OO p.m. t o  

6:OO p.m.)  

0 Cases w h i c h  a r e  n o t  d i s p o s e d  a t  f i r s t  a p p e a r a n c e  

became ' ' se t "  cases i n  t h e  s e n s e  t h a t  t h e y  a r e  t h e n  

a s s i g n e d  by t h e  s e t t i n g  c l e rk  t o  t h e  ca lendar  o f  

e i t h e r  Judge  A ,  B o r  C , more o r  less  i n  r o t a t i o n ,  t o  

a s s u r e  e q u a l  d i s t r i b u t i o n .  The  p r i n c i p a l  e x c e p t i o n s  

t o  t h i s  a s s i g n m e n t  p r o c e d u r e  a r e  t h a t  a l l  h o u s i n g ,  ' 

e n v i r o m e n t a l ,  Vieux C a r r e ,  and c e r t a i n  o t h e r  

o r d i n a n c e s  a r e  a s s i g n e d  t o  J u d g e  A f o r  Wednesday 

h e a r i n g  o n l y .  I n  a d d i t i o n ,  " w a l k - i n "  cases a re  a l s o  

t y p i c a l l y  a s s i g n e d  t o  t h e  d o c k e t  of C o u r t  A.  P u b l i c  

- 4 -  



l y  service, shoplifting and certain other more serious 

matters are generally assigned to Judge B. 

0 No clset" 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 or C 

arraignments.). (On June 1, 1982, this scheduling 

practice was revised to include Section D as a court 

appropriate for regular assignment and resolution of 

"set" cases. ) 

1.11 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 

- 5 -  



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 rarely 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, 

corresponding to their non-working hours. 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 SO-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 : O O  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 1O:OO p.m. 
setting." (See Appendix A ) .  

-6- 



1.112 Randomness of assignment. Although the clerk is 

authorized to assign cases to the general docket "by 

daily lottt2, 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 

1.113 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 

2Municipal Court for the City of New Orleans, Parish of 
New Orleans, State of Louisana, Rules of the Court, Rule VIII, 
Sec. 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 
f o r  manipulation does exist. 
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which seeks t o  most e f f e c t i v e l y  manage i t s  own 

d o c k e t .  The o b v i o u s  a d v a n t a g e  t o  t h e  cour t  and t h e  

p u b l i c  is  t h a t  t h e  i n d i v i d u a l  j u d g e  o r  d i v i s i o n  

a s s i g n e d  t o  hear s u c h  m a t t e r s  c a n  and d o e s  d e v e l o p  

p a r t i c u l a r  e x p e r t i s e  i n  t h e  s u b s t a n t i v e  and procedural 

aspects  of c e r t a i n  t y p e s  o f  h i g h l y  t e c h n i c a l  or 

o t h e r w i s e  d i f f i c u l t  m a t t e r s .  A s p e c i a l i z e d  

a s s i g n m e n t ,  on t h e  o t h e r  hand ,  f u r t h e r  c o m p l i c a t e s  t h e  

equal  d i s t r i b u t i o n  p r o c e s s  a s  w e l l  a s  t h e  p o t e n t i a l  

f o r  randomness ,  and l i m i t s  t h e  c o u r t ' s  a b i l i t y  t o  

manage i t s  o v e r a l l  c a s e l o a d  by r e s t r i c t i n g  maximum 

f l e x i b i l i t y  i n  t h e  u s e  of j u d i c i a l  resources.  

I n  summary, t h e  c o u r t  i s  faced w i t h  a n  a p p a r e n t l y  

i n c r e a s i n g  c a s e l o a d  and  b a c k l o g  4 ; r e c o g n i z e s  t h a t  

d i s t r i b u t i o n  o f  workload  among t h e  f o u r  j u d g e s  i s  u n e q u a l ;  is 

n o t  a s s i g n i n g  cases e q u a l l y  o r  by l o t ;  and p e r c e i v e s  t h e  need 

f o r  i n c r e a s e d  j u d i c i a l  r e s o u r c e s  and/or  s p e c i a l i z a t i o n  a s  t h e  

s o l u t i o n  t o  i ts  i n c r e a s i n g  workload .  

1 . 1 2  Recommendations: Case S c h e d u l i n g  and Ass ignment .  

A l though  much b e t t e r  c a s e l o a d  d a t a  i s  needed  t o  s u p p o r t  t h e  

a p p r o a c h  p r o p o s e d  h e r e i n ,  i t  is recommended t h a t  t h e  c o u r t  

c o n s i d e r  r e o r g a n i z a t i o n  of i t s  e x i s t i n g  a s s i g n m e n t  and 

c a l e n d a r i n g  s y s t e m  a s  f o l l o w s :  

4 B u t  see be low,  pp .  13-14.  

- 8 -  



I 
I 
I 
I 
I 
1 
I 
I 
1 
I 
I 
I 
1 
I 

3 
I 
1 
8 

e 

0 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 recommendation: (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 backlog 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. 

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

9:OO-noon', while another court held arraignments; 

both courts would hear set cases from 2:OO-5:00 p.m. 

Under option B, two concurrent trial sessions would be 

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

p.m. 

'Arraignment court could run to 2:OO 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. 
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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 would result from this type of system: 

the fact that housing ordinance expertise 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 

1 

I 
L 

Ir 
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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, 

police, 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 judge 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 data 7 

(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. 

type or by type of disposition nor by case processing time or 

by interval time between events. 8 

The court does not routinely maintain data by case 

6Appendix B - 1 .  

'Appendix 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. 
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1.21 Analysis 

1 . 2 1 1 S u m m a r y .  Daily activity data does not clearly 

correspond to monthly activity reported. In addition, the 

court's monthly activity reports do not balance from month to 

month. ]?or 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 

546 264 

Set Cases Tried 

692 352 

Continued 

282 

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.e., how many of these cases were prior cases 

continued (and therefore counted twice); or represented 

multiple ch'arges 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. 

five years, the number of cases reported as pending in the New 

Orleans Municipal Court has continued to escalate. lo 

same time, daily activity reviews suggest that the court seems 

to be terminating more arrest cases tnan are being filed 

least as to the sample court and time periods reviewed; 

Over each of the p a s t  

At the 

(at 

see 

gone 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. 
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Appendix B - 1 ) .  The most reliable explanation for the pending 

caseload 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, never go into an inactive status; 

because forfeitures are reported as dispositions, the court's 

information system may report a second disposition of the same 

case fol.lowing 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. 

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. 

furthermore, 

As a result, it is not possible to accurately 

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. 

time data between events, time standard monitoring, backlog 

analysis, continuance data, and disposition data by case type 

and disposition type are needed to enable the court 

effectively manage its overall caseload. 

Case tracking data, including 

to 
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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 established. 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, "Records Management") 

would provide for the collection of all required data on a 
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e- 
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 
U 

management purposes should be collected, The following is a - 
suggested list of data elements'' considered essential for 

the court's operational and management purposes: 

0 

0 

0 

0 

0 

, e  

0 

0 

0 

The 

provide 

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

date 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). 

data elements described above would be sufficient to 

all management information and statistical report 

llData 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. 
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requirements of the court and the Supreme Court for 

approximately 80% of the cases processed in the New Orleans 

Municipal Court. 

court's case management requirements and objectives, 

following additional data would need to be collected: 

For all other matters, in order to meet the 

the 

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

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

0 judqe (section) assigned ( A ,  B, C, D); 

0 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): 

0 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: 

0 
0 
0 

0 age of pending cases by case type; 
0 backlog analysisl2; 

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

12To determine current backlog, utili 
formula: Backlog = Pending - (Disposition 
where Pendinp = number of active set case 
Disposition rate = 3,500 cases per year; 
(30 days = 1/12 of a year). Thus, if the 
500  active set cases pending, its Backlog 
cases per judge  which che court is unable 
speedy trial time standard. This calcula 
of judicial workload requirements. 
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median age of disposed cases; 

number of cases pending with no future action date set; 

0 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) ; 

0 number of continuances per case by case type; and 

0 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 1-21 above, the monthly inconsistencies in the court's 

pending caseload statistics as well as the large number of 
L 

inactive cases carried over precluded the use of such summary 

data as reliable indicators of workload trends. In 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 

-18- 



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 cases 

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. l4 

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, 

13 

In Section D (at the time of the initial 

13Source: 1980 Annual Report, the Judicial Council of 

14Although it was not possible to accurately compare the 

the Supreme Court of Louisiana. 

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 caseload 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 f o r  
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 8 5 %  of the salary 

of full time district court judges, so that an average judicial 

work day of 7+  hours (or 8 7 . 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 

I 
I 
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court judges). 
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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 was 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 an 

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 s t a f f  for the limited 

purpose of providing the court with management information on 

-21- 



the utilization of such ad hoc judge resources (see below, 

Appendix E). The results, however, have some further 

implications for evaluating the question of judicial workload. 

Essentially, this study indicated that of the total amount 

of ad hoc judge resources utilized during 1980, approximately 

3 8 % ,  2 9 % ,  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 

leave than planned15, presumably because of their commitment 

to the business of the court, implying thereby a strain on 

judicial resources. 

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. 

Assuming, for example, that ad hoc judge 

IfjIndeed, total expenditures for ad hoc judicial 
resources during 1980 accounted for only 4 . 7 %  of the courtl'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) = lo%]. 
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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.  2 0 )  , 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 because 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 

16After 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. We have previously discussed the 

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,17 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: 

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

0 appoint all ad hoc judge resources en banc; 

0 require city attorney to screen all set cases 
immediately following arraignment; 

e 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); 

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

17Rather 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 t o  process citizen 

complaint cases "initiated by affidavit." 

typically does not involve a police officer and occurs when a 

This process 

private citizen files a complaint with the court on an approved 

form. 

subsequently arranges with the city attorney and/or the police 

for proper service, arrest and/or summons. 

such walk-ins are filed in the New Orleans Municipal Court each 

month. 

Such complaints are filed with the clerk of court, who 

Approximately 300 

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. 

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.) 

The clerk's office is well equipped to 
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Despit.e t h e  o b v i o u s  need f o r  a p r o s e c u t o r i a l  r e v i e w . o f  a l l  

s u c h  c o m p l a i n t s ,  i n a d e q u a t e  r e s o u r c e s  o f  t h e  c i t y  a t t o r n e y ' s  

o f f i c e  a v a i i l a b l e  t o  t h e  c o u r t  d o  n o t  permit t h e  c i t y  a t t o r n e y  t o  

dedicate  a f u l l  t i m e  a t t o r n e y  t o  t h i s  f u n c t i o n .  N o n e t h e l e s s ,  i t  

is sugges t .ed  t h a t  t h e  d e t e r m i n a t i o n  of t h e  a u t h o r i t y  of t h e  c i t y  

or s t a t e  to f i l e  a c r i m i n a l  c o m p l a i n t  i s  p e c u l i a r l y  w i t h i n  t h e  

p r o v i n c e  of t h e  c i t y ,  p a r i s h ,  o r  s t a t e  o f f i c i a l  elected or 

a p p o i n t e d  t o  c o n d u c t  s u c h  f u n c t i o n ,  and t h a t ,  i n  o u r  v i ew,  a l l  

w a l k - i n  cases s h o u l d  be i n i t i a l l y  s c r e e n e d  by t h e  c i t y  a t t o r n e y  

b e f o r e  a n  a f f i d a v i t  is permit ted t o  be f i l e d .  

2 .2  CONCURRENT J U R I S D I C T I O N  

The j u r i s d i c t i o n  o f  t h e  N e w  Or leans  M u n i c i p a l  C o u r t  i s  

l i m i t e d  t o  v i o l a t i o n s  of  o r d i n a n c e s  o f  t h e  C i t y  of N e w  O r l e a n s ,  

e x c l u d i n g  t r a f f i c  matters. I n  a d d i t i o n ,  t h e  m u n i c i p a l  cou r t  h a s  

c o n c u r r e n t  j u r i s d i c t i o n  w i t h  t h e  N e w  O r l e a n s  P a r i s h  c r i m i n a l  

d i s t r i c t  c o u r t  for v i o l a t i o n s  of s t a t e  s t a t u t e s  n o t  t r i a b l e  by a 

j u r y .  At one time, t h i s  c o n c u r r e n t  j u r i s d i c t i o n  f a c i l i t a t e d  

t empora ry  a s s i g n m e n t  of m u n i c i p a l  j u d g e s  t o  d i s t r i c t  c o u r t  t o  

h e a r  misdemeanors .  w i t h  t h e  a d d i t i o n  of f i v e  magis t ra tes  t o  t h e  

d i s t r i c t  c o u r t  bench  i n  r e c e n t  y e a r s ,  however ,  t h e  need f o r  

m u n i c i p a l  judge  a s s i s t a n c e  h a s  d e c l i n e d ,  and t h e  o n l y  e f f e c t  o f  

s u c h  c o n c u r r e n t  j u r i s d i c t i o n  is t o  p e r m i t  forum s h o p p i n g  be tween 

t h e  t w o  c o u r t s  by p r o s e c u t o r  and p o l i c e .  A s  a r e s u l t ,  t h e  

s e r i o u s n e s s  of t h e  of fenses  re fer red  t o  m u n i c i p a l  c o u r t  h a s  

a l l e g e d l y  i n c r e a s e d  s i n c e  some more s e r i o u s  c r i m i n a l  o f f e n s e s  

a r e  b e i n g  r e f e r r e d  t o  t h e  m u n i c i p a l  c o u r t  on a l e s s o r  c h a r g e .  A 

It 

. 
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v a r i e t y  o f  t h e o r i e s  a re  advanced  f o r  t h i s  phenomenon, i n c l u d i n g  

t h e  bel ief  by t h e  p o l i c e  t h a t  j u s t i c e  i n  t h e  m u n i c i p a l  c o u r t  i s  

swif te r  and t o u g h e r ;  o r  t h a t  t h i s  r e f e r r a l  p r o c e s s  for  

troublesome cases e n a b l e s  t h e  d i s t r i c t  a t t o r n e y  t o  m a i n t a i n  a 

h i g h  c o n v i c t i o n  r a t e  i n  t h e  d i s t r i c t  c o u r t .  No e v i d e n c e  t o  

s u p p o r t  e i t h e r  of  t h e s e  t h e o r i e s  was found.  Whether or n o t  t h e  

c o u r t ' s  p e r c e p t i o n  m i r r o r s  r e a l i t y ,  t h e  o v e r l a p  i n  j u r i s d i c t i o n  

does create  a n  anomalous s i t u a t i o n  i n  which g r o s s  misdemeanors  

( u p  t o  $100 f i n e )  which c o u l d  be f i l e d  and  e a s i l y  p r o c e s s e d  i n  

t h e  m u n i c i p a l  c o u r t  a r e  n o t  b e i n g  f i l e d  t h e r e ,  w h i l e  rape 

c h a r g e s  c a n  and  a re  be ing  r e f e r r e d  t o  t h e  c o u r t  on a lessor  

inc luded  ( n o n - j u r y  t r i a b l e )  o f f e n s e  bas i s .  P r o c e s s i n g  o f  s u c h  

c a s e s  i n  t h e  m u n i c i p a l  c o u r t  i s  f u r t h e r  c o m p l i c a t e d  by t h e  f a c t  

t h a t  o n l y  s t a t e ' s  a t t o r n e y s  may p r o s e c u t e  s t a t e  cases and t h e  

d i s t r i c t  a t t o r n e y  lacks  t h e  r e s o u r c e s  t o  p e r m a n e n t l y  a s s i g n  

s t a f f  t o  t h e  m u n i c i p a l  c o u r t ' s  f o u r  s e c t i o n s .  (The c i t y  

a t t o r n e y  h a s  o f f e r e d  t o  be a u t h o r i z e d  t o  t r y  such  m a t t e r s ,  b u t  

p r e s e n t  l a w  a p p a r e n t l y  p r e c l u d e s  s u c h  d e l e g a t i o n  o f  

a u t h o r i t y . )  T h e  l a c k  of a v a i l a b l e  s t a t e ' s  a t t o r n e y s  

c o m p l i c a t e s  s c h e d u l i n g  and f u r t h e r  l i m i t s  t h e  m u n i c i p a l  c o u r t ' s  

c o n t r o l  o v e r  i ts  d o c k e t .  

T h e r e  seems t o  be l i t t l e  j u s t i f i c a t i o n  f o r  t h e  c o n c u r r e n t  

j u r i s d i c t i o n  p r o v i s i o n ,  g i v e n  t h e  c u r r e n t l y  a d e q u a t e  r e s o u r c e s  

of  t h e  d i s t r i c t  c o u r t .  If t h e  s t a t i s t i c a l  a n a l y s i s  recommended 

e a r l i e r  is u n d e r t a k e n ,  and  i f  r e f e r r a l s  of p o t e n t i a l l y  s e r i o u s  

c h a r g e s  t u r n  o u t  t o  r e p r e s e n t  a s i g n i f i c a n t  p o r t i o n  of t h e  
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municipal court caseload, the court might wish to consider 

proposing that its jurisdiction over state misdemeanor cases be 

eliminated. In the alternative, the court should call upon the 

district attorney to provide adequate personnel to prosecute 

any and a11 state cases filed in the municipal court18, 

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 guiding of all administrative matters; matters of policy 

requiring court rule changes require a majority vote of the 

judges. 

The presiding j u d g e  is responsible for 

l8Adoption 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 t o  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. It 

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 coinmitted 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 

respecting the individual judges independence'' and 

i n t eg r i t:y . 
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: 

0 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; 

0 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; 

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

19ttJudicial 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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0 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. 

should be referred to in the court's development of its own 

rule. 

These rules 

3 . 1 3  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. 

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. 

The 
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c 
NEW ORLEANS MUNICIPAL COURT 

4.0 RECORDS MANAGEMENT REVIEW AND RECOMMENDATIONS 

4 .  EO Backyround: 

r 

r 
c The New Orleans Municipal Court currently lacks a comprehensive 

r 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 material I 
I 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 

work by the staff. 

press of day-to-day business in the New Orleans Municipal Court, 

Due to the apparently increasing caseload and 

F there has never been an opportunity to plan or design a modern 
- 

record-keeping system. 

E 
4.11 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 

I 
I 
1 
I 
1 
I- 

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. 

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. 

This report is not 

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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I 
1 
I 
I 

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 

auto'nomous court operations are problem areas which should be 

addressed. The report which follows provides recommended 

approaches to the solution of these problems. 

4.12 RECOMMENDATIONS - 
4.121 FORMS REVIEW AND RE-DESIGN 

STANDARD FORMS DESIGN TECHNIQUES SHOULD BE ADOPTED FOR ALL 

I 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 

I SHOULD BE REVIEWED AS PART O F  A COMPREHENSIVE PAPERFLOW 
ANALYSIS. 

Discussion 

An analysis of the information flow should result in the 

I 

1 

consolidation and elimination of some existing forms. Exhibit 1 

contains a checklist of techniques 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 

which are currently used by the court. 

IL 
e 
€ 
- 

Simplified forms design c 
I 

techniques should make this form simpler to fill out and usable - 
in a window envelope. The proposed notice form includes the m 

c 

- 
Return of Service Form on the front in a simplified format. 

I 
- 
€ 
L Other opportunities for forms design improvement include the - 
IC 

E 

- - - 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 11) PAPER, OR OTHER STANDARD SIZES SMALLER 
THAN LETTER SIZE, (such as 8 1/2 x 5 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, 12/81). Specific court 

personnel should be assigned responsibility for maintaining 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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I 

I 1) i s c u s s i on 

Elooks 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 order 

a 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 

I 

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. 

I 
Discussion 1 

I 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 11) 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 - 

c 

- 

- 

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 6-7g! each or  

about $720. T h e  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 

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). 

SUMMARY FORM SHOULD BE A STANDARD SIZE, 3" x 5" or 4'' x 

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 proper 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 80PRl.23. The elements in this number show the case was 

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

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 r 

i 
I 
I- 
F 

offense: 

Agency 

PD - Police Department 
SO - Sheriff 
VC - Vieux Carre Commission 
HO - Housing Department - etc. 

off ens e 

L 

r 
BT - Battery 
DR - Drunk and Disorderly 
PR - Prostitution 
OC - Open Container 

c 
r - etc. 

The secret to an effective case numbering system is to make it [ 
relevant and meaningful, but not overly complicated. 

F 
I! 

I 

This fiormat 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. 

system which currently runs into the hundred of thousands, not 

only fails to provide any relevant management information, but is1 

prone to errors in transposition of numbers. The cases which 

The present case numbering 

~ 
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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. 

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. 

We are not recommending that a case number necessarily 

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. This entire process can be 

completed by a service bureau if the required equipment is not 

readily available to the court. Once the index entries have been 

1 

i 
1. 

keyed and sorted, one 4 "  x 6" microfiche card at 48x reduction 

r 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 f o r  brief explanation of the operation of computer output 

microfiche system). The index could then be read 

reader costing about $250. The index cards which 

simultaneously with the case action summary could 

on an annual basis. Once data entry is verified, 

on a microfiche 

are produced 

be computerizecj 

the index can 

1 
f- 

r 
be produced in two or more copies and the cards can be L 

r destroyed. 

4.129 PROCEDURES MANUAL 
A PROCEDURES MANUAL SHOULD BE CREATED TO DOCUMENT THE CASE [ 
PROCESSING SYSTEM. 

Discussion 

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 
I 
1 operation. As new systems and procedures are developed, they 

should be documented and detailed in the recommended procedures 
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I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
1 

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. 

procedures manuals, the court should conduct ongoing training and 

orientation programs to keep staff abreast of changes in 

In conjunction with development of 

procedures and provide an opportunity for staff input to further 

the system. 

manual to illustrate the types of topics covered. 

Exhibit 5 is a table of contents from one procedures 

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. 

which simultaneously produces index and calendar cards (see, 

above, 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 

The implementation of a case action summary form 
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s c h e d u l i n g  cases w i t h  s u b s e q u e n t  a p p e a r a n c e s  c a n  b e  managed f rom d a y  t o  

d a y  much eas ie r  t h a n  case f i l e s  o r  l i s t s .  When t h e  calendar  i s  I. 
p r e p a r e d ,  it c a n  be prepared from t h e  c a l e n d a r  c a r d s .  A sample  

ca lendar  card is  i n c l u d e d  i n  E x h i b i t  3 .  

4 . 1 3 1  ACTIVE F I L I N G  SYSTEM 
THE CURRENT F I L I N G  SYSTEM SHOULD BE REVIEWED CAREFULLY TO r 

IDENTIFY MORE EFFICIENT AND COST EFFECTIVE ALTERNATIVES. 

D i s c u s s i o n  

The c u r r e n t  f i l i n g  s y s t e m  is  d e s i g n e d  t o  accommodate t h e  b a s i c -  r - 

c 

E 
[I 

I 
F 
.I 
I 

law e n f o r c e m e n t  c i t a t i o n .  

a l l  documen t s ,  bes ides  t h e  c i t a t i o n ,  b e  f o l d e d  f o r  i n s e r t i o n  and 

t h a t  t h e  e n t i r e  c o n t e n t s  o f  t h e  f i l e  be  e x t r a c t e d  f o r  s u b s e q u e n t  [ 
r ev iew.  The  documents  a r e  t h e n  u n f o l d e d  f o r  r ev iew and r e - f o l d e d  

and  r e - i n s e r t e d  i n  t h e  e n v e l o p e  f o r  f i l i n g .  Two a l t e r n a t i v e s  t o  

t h i s  method s h o u l d  be c o n s i d e r e d  and f u r t h e r  e v a l u a t e d :  1) A s  

i l l u s t r a t e d  i n  E x h i b i t  6 ,  a l e t t e r  s i z e  s i d e - t a b  c o l o r - c o d e d  f i l e  

f o l d e r  c o u l d  be used  f o r  a l l  cases w h i c h  r e c e i v e  a c o u r t  case 

number. The u s e  o f  t h i s  t y p e  o f  f i l e  p r e v e n t s  t h e  need f o r  

f o l d i n g  documen t s ,  and  t h e  c o l o r - c o d i n g  a l l o w s  f o r  e a s y  f i l i n g  

and r e t r i e v a l  w i t h o u t  t h e  problem o f  m i s - f i l i n g .  2 ) . S o m e  c o u r t s  

w i t h  a c i t a t i o n  t y p e  f i l i n g  s y s t e m  use a c l e a r  p l a s t i c  s l e e v e  s o  

t h a t  no i n f o r m a t i o n  n e e d s  t o  b e  w r i t t e n  on  t h e  o u t s i d e  o f  t h e  , 

f i l e  jacke t .  T h i s  way, t h e  c i t a t i o n  w i t h  t h e  case number stamped 

The c a s e  f i l e  e n v e l o p e  r e q u i r e s  t h a t  

F 

on i t  becomes t h e  t o p  document i n  e a c h  c a s e  f i l e ,  and t h e  

d e f e n d a n t ' s  name and case number c a n  be  e a s i l y  r e a d  t h r o u g h  t h e  

c l ea r  p l a s t i c  p o l y e t h y l e n e  e n v e l o p e .  (See E x h i b i t  7 )  
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Both of these alternatives offer potential savings of efficiency 

and economy over standard window envelopes, which a l s o  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 m s e  files 

have been removed. 

however, enforcement is inconsistent. One alternative to the 

out-card is an out-folder, which 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. 

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

as Exhibit 8. 

specific borrowers such as judges or clerks, or the time period 

during which the folder was removed (i.e.f the color can change 

each week of the month). While the file size used in the New 

The system works well when it is enforced; 

Temporary filing of documents is a considerable problem 

This type of folder may be color-coded for 

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 f o r  such modification.) 

4.133 RECORDS RETENTION AND DISPOSITION SCHEDULES AUTHORIZED BY 
STATUTE SHOULD BE ADHERED TO BY THE NEW ORLEANS MUNICIPAL 
COURT. 

-43- 



Discussion 

The clerk's office is aware of which records are not permanent 

However, no ongoing program of 

- 

I 
I 
1 

[ 

I 

and are eligible for destruction. 

destruction currently exists. 

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. 

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. 

A program for elimination of the 

The basement 

[ 

r 
4.134 MICROFILM I- 

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

Discussion r 
During our visit to the New O r l e a n s  Municipal Court, it was I -  

r indicated that a considerable amount of money is being allocated 
h 

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. 

space for storage of hard copy, microfilm may not be a 

cost-effective alternative. 

r 
I 
I 

Since the New Orleans Municipal Court has adequate 

r 4 . 1 3 5  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. .c 

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 u p  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. 

- 4 5 -  



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 a l s o  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. 

authorized by an ordinance of the New Orleans City Council in 

1974. 

forfeitures. 

materials and other expenses deemed necessary for judicial 

purposes. 

Creation of the judicial fund was specially 

Revenues to the fund consist entirely of bond 

Expenditures from the fund are made for supplies, 

Examples of judicial fund expenditures include ad hoc 

judge expenses; 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 judge can 

authorize a valid expenditure out of the fund up to $200; 

expenditures over that amount theoretically require a majority 

vote of the judges. 

were $141,121. 

Judicial fund expenditures during 1980 

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 to articulate and enforce extremely 

specific policy guidelines with regard to all expenditures from 

the judicial fund; to support such guidelines with detailed 

individual records distinguishing personal from business 

expenditures; 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 legitimate 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: 

0 Develop specific, articulated guidelines for allowable 

expenditures from the fund and promulgate such 

guidelines; 

0 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: 

1. Personnel 
2 .  Office Supplies 
3 .  Consultants 
4. Equipment 
5 .  Contractual 

-Repairs 
-Telephone 
-Automobiles 
-Carpenter 
-Parking 
-Ad hoc judges 

-Books 

6. Travel 

- 4 7 -  



Require that all requests for judicial fund 

expenditures be approved by the presiding judge; 

e 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 request reimbursement for 

the judicial business portion only of such 

expenditures; 

0 Establish a petty cash accounting system to be 

reviewed by the presiding judge and to be summarized 

monthly; 

0 Initiate, cooperate in, and disseminate the results of 

periodic and/or annual judicial fund audits. 

-48- 
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APPENDIX A 

plannedfor .. night, cod 
. .  

- ?  .,.r:r 

!. The 10 p.m c a r t  d o n  praided 
-over by Judge J a m s  Claoccg wiI lk  
b o ~ e d t o d p m . b e g m n i q J m r t . I , b  
*&e overcrowded trial dockets 'la 
Orleans P A  Muniapal Comt, 

by Louisiana Supreme Cmrt'lS$iity 
Judicial Administrator Lansing-ibit- 
&ell Jr., whose office caxdinatkd'@e 
plan with the Municipal corrttjocigcs 

Though trials hauc'been*hcld by 
Chcey,  Mitchell mid, tbc rpcrlltd 
night court t radit iody b;u bem Iptd 
for arraignment of persons ehrged 
with violations of either city ordi- 

Tbe p h  was azmowtd wedmiidiy' 

and tbe City COMdl ..l.C 

. nances or state lrdsdemeaborr.~ ., 
i 

- 
: After arraignment, MitcheIlloib, 
trials usually were held before- of 
the other three Municipal coart judg- 

But with the other judges of the 
Municipal Court mmetimes rrtttipg u 
many as 70 trials w a given dqy,'Kit- 
chell said, it was thought that a fourth 
trial docket would alleviate some"& 

The plan is crpected to arr0mllY)- 
date citizens who get off work a&mt S 
p.m.. Mitchell said, and who won't h o e  
to make a special trip back inb-qn 
for tbe 10 p.m. setting. 

And the plan for a fourth trial d&ei 
also rendes moat an erpersive p m  
posal to create a fifth judgeship m&he 
Municipal Court, Mitchell said. --- - 

Finally, Mitchell said, the new pian 
is expected to make it easier for & 
New Orleans police officers to come* 

, the workload. ... - # *  

court in comiction with cases in whicii 
' their testimony is crucial and stiU M-ve 
: t ime t o  get back on the streets during 

high-arrest hours of the night. -:':-E.''- 
b 5  

nc.,. - .- 
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APPENDIX B I 
B-1 :  DAILY STATISTICAL WORKSHEETS, JAN-FEB 1981, COURT B 

B-2: MONTHLY STATISTICAL REPORT FORM, JAN-MAR 1981 

B - 3 :  COMPARISON OF SECTION B DAILY AND MONTHLY STATISTICS, 
JAN-MAR 1981 
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FLEASE 3ETURi4 TO : 

APPENDIX B-2 

Judicial administrator, Supreme 
of Louisiana, 109 Supreme Court 
301 L c y o l a  Avenue, New Grleans, 

'l'c be submitted D v  

Court 
Building. 
Louisiana. 

, 

REPORT OF CASES FILED AND TERMINATED 

1981 i ;- (-/I c.2 t . 
/ 

I. *' 

Judge See below i4unic ipa l  City Court 

1 
(li v i  1 : 

TOTAL 

Ord i na nc: e 

PendinE 
(from prior 

v i  i) 1 s t i on s ( non- t r a f f i c ) 

months j 

-- 

-- F i l e d  Terminated 

Clerk of ~ l u n i c i p a l  Court 
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PLEASE RETUXN TO: . J u d i c i a l  a d m i n i s t r a t o r ,  Supreme Court 
of 1.ouisiar1i.1, 109 Supreme C o u r t  Building. 
301 Lsyoln Avenue,  Xex O r l e a n s ,  Louisiana. 

'l'c be s u b m i t t e d  by 

REPORT OF CASES F I L E D  AND TEKMINA'L'ED 

Judge See below i ' i u n i c i p a l  C i t y  Ccurt I 

Filed -- Pend i tip, 

( f r m  p r i o r  
:i1011 c h s ) 

1 CRIXINAL TOTAL 

-- - 

're r n i na t e d - 

4,123 

I 
i 

C l e r k  o f  Munic ipa l  Court 



Appendix B-3 

Comparison of S e c t i o n  B D a i l y  and 
Monthly S t a t i s t i c s  

( Janua ry  - March 1981) 

SuDreme Cour t  ReDorts J a n  - Mar 1981 S e c t i o n  B 

Pending .  F i l e d  Te rmina t ions  Should b e  Pending  

1/81 8848 3908 2969 9787 

L o s t  Cases 

117 2/81 

1150-1267 3/81 

9670 

9948 

4947 3519 

5192 4123 

11,098 or 11,215 

11,017-12,284 
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FILING IN LIMITED JURISDICTION COURTS FOR THE 

35 LARGEST COUNTIES 

3 
E 
B 

I 
I 
I 

a 



v) 
aJ 
.d 
AJ 
C 
3 
0 
W 
L, 
ra a 
w 
U 
m 
ba 

m 
m 
a c 
Y 

U 
0 
W 

rn 
JJ 
& 
3 
0 u 
c 
0 
.d 
Y u 
.d 

2 
.d 
U 
3 
b 

5 aJ 
Y 
.d 
E 
.d 
la 
c 
-4 

v) 
w 
C .& 
rl 
.d 
Eu 

3 
b s 3 

b * 
p: p: 

E.c E.c 
Y 

n a 
H 
Y 

* 
p: 
E.c 

a a  v u  
> 
W 

> 
V 

u l w  
N c v  l n w  
N a  
c -  

a 
0 
Q) 

m 
rl 
W 

- 

m - 
rl 
m a .& u 
-4 

2 

v 
VI 
4 

d 
m w 

- 

N 
9. 

rl 
m a 
0 
.& 
.d 

2 

0 
w 
m 
d 

4 . 
>t 
Y 
C 
3 
0 
U -  w 
o w  
0-a 
e , -  

*& d 

Q) c -  
m d  
m -  

a 

nro 

W 
w 
VI 
\o 
0 
r- 

. 

a 
cv 

m m A  
0-3 c 
N O  3 - - 0  
O W  c 
N r - Y  

c v c  s 
Y 

a c v m  
m r l  ulr-arl 

r l d  
m m r - r l  
r l r l  

o m  0 
a r -  a 

QI 
rl 

El m m * r l r l  

m 
r- m 
rl 

0 
a 
Q\ 
rl 

0 0 
03 a 
m QI 
rl 4 

0 
a m 
rl 

4 
4 - 

h 
Y c 
5 
0 
V 

5 X 
E.c 

sr 
Y 

- 
h 
L, 
C A  
.5 In 
0-4 urn 

m 
E O  a 4  
r l h l  

-.-I 

cv m In 
. 

m 



e: 
E, 

e: u 
3 u 

W 
m 
rl 

0) 
d 

c 

W 
In m 
in 
(v 
in 

- 

m 
N 

$* u 
c 
I 
0 
V 

m 
l- 
m 
d 

il 
CsI 

$.I- u m  cr- 
I m  
0 -  u m  

hl 
alw a -  
m d  

c 

n -  

0 
d 

i3 
d u 

a a 
E, f9 
er: a u u 
3 > u U 

a d  d a  a a d  d a  a u u  v u  U u u  u u  u 
> 3  > >  3 3 > >  3 u u  v u  u u u u  u 3 3  v u  

m m m m 
03 0 

co W 
d 

. L 

(v 
0 co 
0 
d 

. 

(v 
In 
(v 

m 
W 
cy 

c 

m 
(v 

d 
m a 
u 
.d 

.d : 
0 
03 
m 
d 

- A m - -  c c m  c c 
3 3 c o  3 3 
0 0  - 0 0  c c c o c c  

Y 

W N O W r -  m w m c o d  Ln 

C'lmolhlw 
N (v I* 

0 
CD m 
d 

0 
03 
m 
rl 

0 
CD 
m 
d 

0 
a) 
m 
rl 

0 
03 
m 
rl 

co 
m 

5 - 
>r u 
C 
I 
0 
V '  

X 
f9 - u c 

I 
O -  v o  

m 
m o  
P -  
oco 
.I! ?I 
325 
& -  

(v 
d 

h 
L, 
C A  
I m  
0 -  
urn 
m w  
m t n  
d in  
d -  
m d  n -  

rl 
4 

m d 
d 4 



A 

3 
3 

A 

a s  u u  
> >  u u  

3 
b 

a a  
BE.r 

a B 

3 
A b  a e 
Y 

U a 
E.r L, 

X 
s a  u u  m a  a a  u u  u u  

5 5 5 5  
a 
V 
> u 

a a  a a  a a ut, u u  u u 
> > > >  > u u u u  u > >  u u  

a u 
> u > >  u u  

W 
co 
m 
-3 
- m 

-3 
m 
0) 

5 

m 
0 w 
m 
rl 

- 

m 
-3 co 
-3 m 
N 

- 

m 
I 4  

x u 
C 
5 
0 
0 

m 
m 
rl 

rl 
rl 

- 

rl 
co 
rl 

m 
m 
N 

L 

rl 
N 

CI 
r- 
la 
m 
rl 

aJ 
U 
S 

v) 

U 
u 

4 

0 

a 
rl 
m 
5 
C 
C 
4 
C 
m 
a 

N Q ,  

a 
0 u a 

r l u  
m o  a c  
u v )  
*d m 
c s  

% 

Y 

.d 

i ' r  
.d 
(II 
C 
0 
0 
m 
z 
.d 

Y 

A - W C I ~  c cco c c 
3 3 m  3 3 

- 0 0  
Y Y  Y Y  
C C  s s  
5 5  5 5  

2 L c c  

Y V  Y Y  

la 
m 
I*. 

m 
-3 
r1 

- A m - -  c c *  c s 
3 3 m  3 3 

- 0  0 
Y Y  Y Y  c c  c c  
5 3  5 5  

e O E c o s s  

V Y  Y Y  

- 
0 
0 - 

rl 
a, 
m 
rl 

0 co 
m 
rl 

0 0 
W co 
rl r1 
m a 

0 
0) 
m 
rl 

0 
co 
QI 
rl 

m m 
r- r- 
m m 
rl rl 

0 
0) 
m 
rl 

E k 
3 

X 
B 

% 
L, 
c - 
5 -  
0 0  v o  

Q 

m 
rl 

- m 
(u N 

r- a3 
hl N 



3 
3 

kw d d 
Ec Ec 

U 

d 
U 

a 
E., 

p: 
V 

5 5  

a 
Ec 
a u 
>- 
U 

d d d d  a d  
U U u u  v u  
> 
U 

> >  5 5 u u 5  

a 
W 

m ul 
ul u m ul 

N 
d 
OD 

m 
b 

m r - c o  OD r - c o  
0 w m  OD m o  
m WOD N m w  

N 
cp m 
N 
d 

- 

- n N n n  c e 4  c c 
3 3 m  3 3 
0 0  - 0 0  c s m  E c 
X Y  Y Y  c c  c c  
5 5  5 5  

OD m - -  
d O D u l C  
OD w o 3  

L - - 0  
m O N $  
r- N w x  

r l c  
5 
Y 

ul 
N 
r- 
rl 
m 

- 

W 

O D -  
coo m u l  

w 
m 
d 

OD 
F 
N 

- N 
d 
0 

N 
d 
Iz 

L - *  
m u ,  m 
d 

Y Y  Y Y  

N 
(v 

JJ 
u 
.d 
u 
JJ 
[I] 
.d 
n 

w \ D m ( r .  
N 

- 0 -  
W 

m 
aJ 
VI w u 
C 
4 
Y 
Lc 
m a 
al 

4 u 
C 

2 
'4 

.u 

0 0 0 
OD 03 OD 
m m m 
d d .-I 

0 
OD 
o\ 

0 
OD 
ul 
d 

d 
co 
m 
d d 

0 v 
- 
h 
JJ 
C 

u 

E 
tll 
aJ 
tll ' a  
0 

$.I 
JJ 
C 
5 
0 
U 

h u 
C 
5 
0 
U 

c 
h 
L) 
c 
5 -  
0 4  

x -  
a J 0  
t l l u l  
c o o )  w -  

u: 

0 
W 
W 
m 
u 
JJ 

al 
[I) 
Q, c 
E4 * 

-4 

0 
rn 

d 
m 

(v 
m 

m 
m 

In 
m 



m u 
m a . 
C- 

P 
& 
m a 
E 
0 u 

m 
-4 

u 
.d 

u 
rl 

8 
E 

5 
m 
aJ C 

0 

u 
4 
u 
.d x 
.d 
& 
3 
-n 
a 
aJ u 
.d 

.d 
Fl 

E 
a J U  u 5  
m o  
E O  
.d 
X a J  o c  
U L )  a a h  
4 P  

W 
0 
VI 
u 
Lc 
3 
0 
U 

VI 
aJ 
m 
aJ c u c aJ 
U 
m a 
C 

C 
aJ 
3 

P 

aJ 
Lc 
m 

.d 

d 

c u 
4 
3 

c 

2 
aJ u 
m 
>c m 
u 
U 
5 
0 u 

aJh 
LIP 
m 3 

.d 
W 
4 
c 
5 

aJ 
r n r l  

.u 
U 
5 
0 
U 

m w  
u o  
U 
5 u  
0 0  
U P  

E a 3  
S C  u 

Q) 
c c  
-4 u 

I aJ 
2. 
m c 5 aJ 
-4 
w 
-d 
C 
3 1 aJ 
C 
L) 

r' E 

W 



APPENDIX D: JUDICIAL WORKLOAD ANALYSIS 

D-1: SAMPLE DAILY WORKLOAD TIMESHEET 

D-2A: WORKLOAD SUMMARY AND ANALYSIS: SEC. A 

D-2B: 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, 1981). 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) arid 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. 



APPENDIX D-1 

9:00 a.m. 

l0:OO a.m. 
xxxxxxxxxx 

11:OO a.m. 
xxxxxxxxxx 

////////// 
12:OO p.m. 

1:OO p.m. 

NEW ORLEANS MUNICPAL COURT STUDY 
JUDGE DAILY TlHE SH'EET 

. xxxxxxxxxx 

xxxxxxx~xx 

////////// 

DAY Thursday DATE: 2 / 5 / 81 NAME Judge Eddie L. Sap i r  

: 15 : 30 : 45 
I I 

xxxxxxxxxx 

xxxxxxxxxx 

2:OO p.m. 

3:OO p.m. 

Legend: 

Bench time XXXXXXXXXX 

Chambers Time ////////// 

Other Judicia I Business (Zmcheons, meetings 

speaking engagements, e tc .  I 



Judge Sapir 
Other 
Judicial Chambers 

1/ 15 
11 16 
1/17 (lock up) 

1/18 (lock up) 

1/19 Holiday 

1/20 

1/21 
1/22 
I/ 23 
1/26 
1/27 
1/28 
1/29 
1/30 

212 
213 
214 

215 
216 
219 
2/10 Vacation (Ad Hoc) 
2/11 Vacation (Ad Hoc) 

21 12 

2 1  13 

2.0 

. .  

2.0 
9.0 

.25 

2.0 

2.0 (Jdgs) 

1.0 

18.25 

2.75 
2.0 

1.0 

2.0 
2.0 
1.75 
2.0 
3.5 
1.5 
2.75 
1.5 
.25 

2.75 
2.0 

.75 
. .  

1.5 
2.5 
(05) 
( . 5 )  

1.5 
1.75 

35.75 
- 

Bench 

4.0 

2.0 

3.0 
3.75 
2.75 
2.75 
3.75 
2.75 
2.75 
2.0 
2.5 
3.5 

2.75 
2 .o 
2.0 
2.0 
2.75 
(2.5) 
(1.5) 
3.5 

D-2A 

Total 

7.0 
4.0 
(2.0) 
(2.0) 
(---I 
4.0 

5.75 
4.75 
4.5 
5.75 
6.25 
6.25 
13.25 
4 . 0  

5.75 

5.5 
4.0 

3.75 
3.5 
5.25 
(3.0) 
(2.0) 
5.0 

4.5 - 2.75 - 
53.25/57.25 103.25l108.25 

Ana 1 y s i s 

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



Judge Bosetta 

Break 

.25 

.25 

.25 

.50 

.50 

.25 

.25 

.50 

.50 

Th 1/15 

F 1/16  

S 1 /17  

S 1/18 

M 1 / 1 9  (Holiday) 
T 1 /20  

w 1 / 2 1  

Th 1/22 

F 1/23 (illness) 

S 1 / 2 4  (lock up) 

S 1 /25  (lock up) 

M 1 /26  

1/27-1/30 (illness) 
S 1 / 3 1  

s 211 

M 212 

T 213 

W 214 

Th 215 

F 216 

S 217 

S 218 

M 219 

T 2/10 

w 2/11 
Th 2 /12  

F 2/13  

S 2 /14  

Other Judicial Chambers 

1.75 1.75 

.75 (Libr.) 1.0 

2.25 (cv. srv hrng.) 1.0 (Mtg) 

.50 (Libr.) 

1.0 (.5 Libr) 
(.5 police) 

1 .o 
.5 

2.25 (1.75 Police) 

1.75 

.75 

1.50 

.50 

2.25 (Judge Mtg) .75 

1.25 (.75 other; 1.0 

. 5  Libr) 

1.75 

.75 

.75 

1.25 1.5 

.50 1.00 

2.50 (Mtg. Mayor) 1.50 

1 .o 
1.75 

.75 

D-2B 

Bench Total 

4.0 7.25 

2.75 4.50 
---- 

3.5 

4.75 

3.25 

2.75 

---- 
(3.25) 

5.25 

6.25 

---- 
2.75 5.75 

3.25 5.75 

4.25 5.75 

3.75 6.75 

4.25 7.25 
---- 
---- 

2.5 4.0 

2.75 7.0 

3 .O 4.5 

2.0 3.75 

3.25 4.5 

3.25 19.50 
~~~ 

52.25 89.50 19. 

Analysis 

1. Courtroom Utilization = Average 3.3 Hours/Days (Range: 3.25-7.25 Hrs/Day) 
2. Average HoursjDays = 5.6 
3. Ratio Other/Chambers tc Bench time = 41.25152.25 = 4:5 
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AD HOC JUDGE USE ANALYSIS 



AD HOC JUDGE USE 
ANALYSIS 

C - B - A - 
Jan 380.70 (WK) 126.90 (LG) 

211.50 (WK) 

Feb 42.90 ( B )  
126.90 (WK) 

May 148.05 (WK) 
50.22 (WK) 

42.00 (GH) 
120.96 (GH) 

Appendix E 

D 

42.30 (JL) 

- 

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

June  211.50 (WK) 

J u l y  169.20 (WK) 634.50 (BB) 126.90 (GH) 
338.40 (WK) 42.30  (BB) 

63.45 (BB)  63.45 (GH) 

Aug 211.50 (WK) 211.50 (DM) 296.10 (GH) 211.50  (GH) 
211.50 (DJ) 

S e p t  296.00 (WK) 211.50 (DJ) 211.50 (GH) 
84 .60  (DM) 380.70  (NP) 

211.50 (WK) 

TOTAL 2559.56 1797.75 585.96 1395.90 

WK GH O t h e r s  T o t a l  

2876.22 1410.81  2052.15 6339.17 

D T o t a l  - C - B - A - 
2559.56 1797.75 585.96 1395.90 6339.17 

Judge  A used  about  38% of a l l  ad hoc j udges  expenses ,  Judge  B 
abou t  39%;  Judge  C abou t  8%, and Judge D abou t  2 5 % .  



APPEQDIX 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, shouId pro- 
vide leadership for  the court, supervise and direct its adrnin- 

, 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 presiding 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 reIations with other agen- 
cies of the government, the bar, the genera1 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. 
@) In his capacity as director of the court’s adrninistra- 

(I) 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. 
(c) 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 l..?l(b), Standards Relating to Court Orga- 

. 

, tion, the presiding judge should: 

,. 

1; 

n izatio R. 



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 subject to the 
general direction of the chief justice, as provided in Section 
1.1 1 .( 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 internediary 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 a11 
aspects of the trial court’s administration, but he should not 
try to administer the court by himself. He should faithfully 
adhere to court poIicy 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. i n  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 
stafi. 

The presiding judge’s exercise of zdministrative authority 
should not infringe on the judicia1 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 forma1 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 

P res idt n g J u d g e 
and 
Ad mi nist ra tive 
Policy of the 
Tri a I -Cou rt 

Local administrative policy for the operation of 
each trial court should be set out, within guidelines 
established by the State’s highest appeliate court, by 
the judge or judges making up that court. Each &I 
court consisting of more than one judge should 
meet, on a regular schedule with an agenda, to con- 
sider and resotve probiems facing the court and to 
set policy for the operation o l  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 should 
have control over recruitment, remova!, compensa- 
tion, and training of nonjudicial employees of the 
court. He should prepare and submit to the court 
for ‘dpproval ruics and regulations governing person- 
nel matters to insure that eniployees are recruited, 
selected, promoted, disciplined, removed, and re- 
tired appropriateiy. 

2. Trial court case assignment. Cases should be 
assigned under the supervision of the presiding 
judge. He should apportion the business of the 

I80 

court among the trial judges as equaliy as possible 
and he should reassign cases as convenience or 
necessity requires. In addition, he should require 
that a judge lo  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 shodd 
prepare an orderly plan for judicia1 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 
sbould have responsibilit~ for deveIopment and co- 
ordination of statistical and management informa- 
tion schemes. 

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



procurement and disbursing. He  also shoold pre- 
pare the court’s piroposed annual budget. 

6. Court policy decisions. The presiding judge 
should appoint !he standing and special committees 
of judges oE the court necessary €or the proper per- 
formance of the duties of the court. He also should 
a11  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 COUI?’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 responsibiiity 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 &&sed 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 cusioms 
developed within the legal community over a period 
of several hundred years. Each judge js in many 
respects independent. ,But as a member of a larger 
orgmitation, 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 
though electing and serving on a board of judges 
Of LS presiding judge. 

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

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

To operate as a unit, the judges must coordinate 
their activities. Vacanon 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 zutonomy tends to disappear 
when the judges of a court meet to resolve policy 
questions. With a compsent 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 involvzd ivill 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 shouid 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 thz hands of the chief 
justice or judge. Others believe that a presiding iudge 
elected by the judges of the trial court is more likely 
to receive the full cooperation of all the iudges; thus, 
that presiding judge will be able to discharge his 
administrative duties more efiectively 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 przsidin_e or mmagin,o judge of the court 
should be selected on the basis of his administrative 
abilitv. This mezns that seniority should not be 
determinative, although 
relevant consideration. 

The presiding judge’s 

experience on the court is a 

function 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 adminisaation requires 
more 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 fellow 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 
posicion 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 suppon. 
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, 

but the court administrator provides the management 
support to carry out these decisions. 
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The following srandud may be applicable in 
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APPENDIX F-5 

Rule 
XI]. Duties cf Counsel. 

( a )  Respocsilility to  Court. 
(b)  Kotice of settlement. 
(c; IYithdrnwal and substitution. 
(d) Classification of civil actions. 

XIII. Decision of Matters. 
SIV.  Local Rules. 
XV. Effective Date. 

* . XVI. Rules Relating to blaricopa County. 
(a) Divisions. 
(b) Setting of Cases. 
(c) Pretr ia l  Statements and Conferences. 
(d)  Assignment and Trial of Civil Cases. 
(e)  Handling and Disposition of Criminal Cases. 
( f )  Juvenile Court Divisions. 
( 8 )  Handling and Disposition of Domestic Relations Cases. 
( h )  Deleted. 

XVII. 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 
Automobile Accidents: Vehicles and Drivers 
Description of Accident and Investigation 
Injuries and Damages 
Pre-existing and Aggravated Injuries 
Impairment to  Employment and -4ctivities 
Prior and Subsequent Accidents 
Permanency of Injuries and Future Damages 

501 throxgh Z13 
521 through 528 
531 throagh 641 
551 through 557 
561 through 566 
571 throsph 579 
581 t'r.rw,-h 554 
591 tkrctlgh 593 

XVIII. 
P u r s u a n t  t o  Article VI, Section 5 of the Arizonz Constitution, t h e  

Supreme Cour t  of Arizona adopts the following rules to  be known 2s 
the  Uniform Rules of Practice of the Superior Court:  

Uniform Size of Pages of Transcripts. 

1. 
(a) T h e  presiding judge in each county, in addition t o  exercising 

general  adminis t ra t ive supervision over t he  court  and  the judges 
thereof, shall : 
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( '1 ) 3j::l.:(- ~'c*x=r~l::i- : ! 1 1 t 1  s y ~ i : ~ !  : ~ ~ s i ; r ~ ! n ~ ~ i i i ~  o f  ::i! Jii(?:rcs. cxcept  ;:s 
( ,~! :~: l . . , i -~~~ l,yovj(lL-(j io:,- .A i*j::tbIi;i I:(.;.i+.(] S;;:?i;+.*:s $ : . r : i r : : :  $-;(I?(]<), 

and . ,  i;iilc:ss othei-\r.isc- tlii.~*c;c.tl l ~ j -  tlrc ('liicf .J i isiccq ::<+.i:!i jutires 
v i t h i n  the coi;nty to other  counties; 

(2)  Exercise general supervision c~ver all court  1.1ersonnel; 
(3 )  Prescr ibe the powers and duties of the clerk of the court ,  in 

addition to those prescribed by law and the Supreme Court ;  
( A )  Appoint with the approval of the Supreme Court 2n associzte 

presiding judge to act  in  his place during h is  absence or ~ n a ~ a i l a b i l i t y  
as presiding judge ;  

(3)  Promulgate  such local rules as a majority of the  juclges of t h e  
county may approve o r  as the Supreme C.ourt shall direct; 

(6)  Determine the need fo r  and approve ( i )  the  allocztion of spzce 
and  furn ish ings  in the court building; ( i i )  the  construction of new 
court  buildings, courtrooms and related physical facilities ; and (iii) 
t h e  modification of es is t ing court  buildings, courtrooms and related 
physical facilities. 

In o rde r  to facilitate the business of the court  the presiding judge  
o r  associate presiding judge may delegate the duties prescribed in  
these rules t o  other  judges. 

( b )  T h e  associate presiding judge  shall serve at the  pleasure of the  
presiding judge  and shall exercise and discharge all powers and du- 
ties of t h e  presiding judge, except he may not appoint court  commis- 
sioners or appoint  judges permanently to special assignments. 
Amended Jan. 22, 1971, effective Feb. 1, 19'71; amended March 22, 1 9 i 2 ,  
effective April 1, 1972. 

. 
c 

II. Court Administrator 
T h e  cour t  adminis t ra tor  appointed in any county shall, under the  

direction of the  presiding judge, exercice the  following powers and 
dut ies  : 

(2) Compile and maintain records and statistics of pending e x e s  
and  other business of the court ;  

( b )  Assign all motions, pretrials, trials and other mat ters  for  dis- 
position, and  maintain and publish 211 assignments and calendars; 

( c )  Advise the parties or their  attorneys of the s ta tus  of the var i -  
ous calendars  ; 

( d )  Coordinate with the clerk c;f court to accomplish the prompt  
and order ly  disposition 01 the business of the cour t ;  

( e )  When so designated by the presiding judge, zct  2s a court  com- 
missioner;  
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I; 
lsCaance of hfandate; Recordation and h'oti- 

The clerk shall issue such mandates or 
. ,-,.t.Lc 8s may be directed by the  court. If the 
' _  . -. -t directs that  a mandate record shall be main- 
, .A . -,d, . then upon the issuance of any mandate the  

,..;r sh:,ll record the issuance in a book or equiva- 
:, -.: clcctronic record kept for tha t  purpose, in 
.,-.::h he shall note the date of issuance and the  
-....7n~r of transmittal of the process. I n  proceed- 
.-*-. in  which no mandate is issued, upon final 
- .  . ;.;dkation of the pending cause the clerk shall 
:Ansmit to the party affected thereby a copy of 
::,,. court's order or judgment. The  clerk shall 
r..,;ify the attorneys of record of t h e  issuance of 
.R! mandate or the rendition of any  final judg- 
7.t.nt. .The clerk shall furnish without charge to 
.!I attorneys of record in any cause a copy of any  
terrier or written opinion rendered in such action. 

[:I) Rcfurn of Original Papers. The clerk shall 
rt.:sin all or ipnai  papers, files, and exhibib trans- 
-.iitcd to  the court ior a period of not less than 
thir ty  days af ter  rendition of the opinion or  order 
c!rnying petition for rehearing, whichever is later. 
I f  no petition for certiorari or appeal has been 
fiird in  the Supreme Court for review of the 
r1:urt's decision within thirty days, the clerk shall 
:rsr.smit to  the clerk of the.rria1 court the original 
li31)en3, iiles. and exhibits. If  a petition for certio- 
rhri or eppeal has been filed in the Supreme Court 
to review the court's decision, the original papers, 
filcs, and exhibits shall be retained by the clerk 
zr.51 transmitted LO the Supreme Court or, if not 

s(i triirisrnittctl. u r l ~ i l  firid! disjwlhititjfi 1,) ttl.: SI)- 
jlrrrilc ('(*UT: i i r i i i  f::;::. . .  1 : ;  . : o . , . . ~ ; i c ) : ~  ity I!..- ( , t t i r :  

I I J :~U:AZ:  i o  I } I V  : ; . . i : e : i : i : , .  ,.-.-.i*.ii 11) L i l t .  .:.;;j)r*:::1<. 

Court. 
(c )  Mhrthal. 

"ihc war :  si;~ll  a!)!~(~:nt 3 
narshal who sh l !  huid ~Sbicc. at tilt pl~asurt .  of 
the court and perform silch riutics as the court 
direck. Eis compcnsa;io:; shall te fixed hy law. 

The marshal shall h a w  power lo 
execute process of the court throughoui the dis- 
trict. and in any county therein he may deputize 
the sheriff or 2 depu:y sheriff for such purpose. 
The marshai shall perform such clerical or ministe- 
rial duties as the court m2y direct or as are 
required by law. The maskial shall be custodian 
of the hesdquzrten csccupied by the court, wheth- 
er  the headqsaners is an  entire building or a par t  
of a building. 
(d) Open Sessions. All sessions of the court shalI 

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 &signed Judges. When any 
justice or judge of arather  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." 
Amended June 14, 1979, effective July 1, 1979 (372 So2d 

r l )  .4;~j~(~in~mcc:. 

(2) Duties. 

: $Ale 2.050. Trial Court -4dministration 
V 

(a) Purpose. The purpose of this rule is to  fix 
administrative responsibility in the chief judges of 
the circuit courts 2nd the other judges tha t  he mag 
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 cou r s  within the judicial cir- 
cui t  in t h e  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 chief judge may enter administrative 
orders OWT his signature, except as otherwise pr+ 
vided by this rule. 

(3) The chief judge sh21i be the chief judicial 
officer of the circuit 2nd s h l l  maintain liaison in 
all judicial administrative matters with the Chief 
Jus:ice 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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for; the chief judgg of any contemplated absenc- 
es tha t  will affect the progress of the coufl's 
business. If a judge is temporarily absent, is 
disqualified in an action, or is unable to perform 
his duties, the chief 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. 
If 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 t o  zssign temporarily an additional 
judge or judges from outside the circuit t o  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 from 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 may 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 t h e  responsibilities 
assigned to him by the chief judge, and shall serve 
a t  the pleasure of the chief judge. 

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

. 

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 a s  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 s e n e  for 
successive terms. I f  a chief judge is to be ternporar- 
ily absent, he shall select an acting chief judge from 
among the circuit judges. I f  a chief judge dies, 
retires, fai!s 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 a 
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 A n  executive assistant 
mag be selected by a majority of the circuit judges 
and shall perform such duties as the chief judge may 
direct. 

(e) Local Rules and Xdrninistrative Ordere. 
(i) Local couri ruies as defined in Rule 2.020 

may be proposed by 2 majority of the circuit and 
county judges in the circuit. The judges shall 
notify the local bar uithin the circuit of t h e  pro- 
posal, afLer which they shall pcrmit a representa- 
tive of the local bar, and may permit any other 
interested person, to be heard orally or in writing 
on the proposal before submitting it to the Su- 
preme Court for appro*..al. When a proposed local 

' 



3ii. DCTIES ASD I'O\VZ:IIS JL*D G E S 
addition to  their  ordinary duties, chief judges s h ~ i l  eser -  

cise continuing administrative supervision wilhin the i r  respw-  
ti1.e dis t r ic ts  over a11 dist r ic t  courts, judges, mapistrztes,  of- 
ficials and  employees thereof for the purposes stated in rule 373. 
They shall by orde r  fix t imes and places of holding cour t  and 
designate the  respective presiding judges and magistrztes;  they 
shall supervise and direct  t he  performance of 211 zdminis t ra t ive 
business of the i r  district courts;  the): may conduct judicial con- 
ferences of the i r  district judges, district associate judges,  and  
magis t ra tes  t o  consider, s tudy and plan for improvement of the 
administration of justice; and may make such adminis t ra t ive . 
orders  as necessary. No chief judge shall a t  2ny time direct  o r  
influence any judge o r  magis t ra te  in any  ruling or  decision in 
any  proceeding o r  mat te r  whatsoever. 

The  chief judge of a judicial district may appoint f r o m  the  
o ther  dis t r ic t  judges an  assis tant  or assistants to  s e n e  on a ju- 
dicial district-wide basis 2nd at his pleasure. When so zcting, 
such a n  ass i s tan t  shall have those powers and  duties given to  
the  chief j udge  by s ta tu te  o r  rule of court  which 2re specified 
in t h e  order  of his appointment.  Such appointment shall by gen- 
eral o rder  be made a mat te r  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. 1'73, effective Ju ly  1, 1979. 

RULE 3'78. COURT A S D  TRIAL SESSIOXS 
Chief judges shall by order provide for :  
(a) A court  session by a district judge at least once each week 

in each county of t h e  district, announced in advance in t h e  form 
of a wr i t ten  or printed schedule, provided tha t ,  if in the opinion 
of the chief judge more efficient operations in the  district will 
result, such court  sessions may be at different i n t e n d s  t h a n  
once each week. 

(b) Additional sessions in each county for  the  trizl of cases, 
and o ther  judicial mat ters ,  of such duration and frequency as 
will bes t  serve t o  expeditiously dispose of .pending a s e s  ready 
for  tr ial ,  and o ther  pending judicial matters.  
Added by Acts  1969 (63 G.A.) ch. 335, effective Ju ly  1, 1969. 
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APPENDIX F-8 

RULES RELATING TO 

SUPREME COURT, 

COURT OF APPEALS AND 

APPELLATE PRACTICE 

Approved by the Kansas Supreme Court Ju ly  3, 1976, 
effective January 10, 1977. 

Includes amendments effective March 15, h l a y  lS, July 15, 
September 1, December 21,23, 1977; January 1, March 6, July 1, 
September 14, 1978; January 8, 30, 1979. -'-i/. - I 9 7 4  

/ 

REPORTER'S NOTE: Rules current th rough January 31, 1979, incorporating 
all reported amendments through 2 5  Ean.. Advance Sheet No. ?. 

Y 



Rule No. 107 
DnlEs  OF ADMlKlSTR.4TIVE JLWCE. In every judicial district the Suprrmc Couri 

shall designate an administrative judge who shall have general contro1 ovcr 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 re3son3bly 
possible the judicial work of the district. The administrative judge of of each 
district shall be responsible for and have general supervisory authority over the 
clerical and administrative functions of the court. 

Af least once a month in single-coun!!. 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 r .ay  afTect the 
emcient operation of the court. LVithin guidelines established b!. the Suprcme 
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 supenis ion over 
recruitment. removal, compensation, and training of nonjudicial employees of the 
court. 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 as possible and he  shall reassign 
cases as necessity requires. He shall provide for the assignment of cases to any 
special division established in the court. 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) j u d g e  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) Infomation Compilation. The administrative judge shall have responsibil- 
ity for development and coordination of statistical and management information. 

(e) Fiscal hfatfcrs. The administrative judge shall supervise the fiscal aEairs of 
the court. 

( f )  Committees. T h e  administrative judge may appoint standing and special 
committees necessary for the proper performance of the duties of the court. 

(g) Liaison and Public Relarions. The administrative judge shall represent the 
COUI-I in business, administrative or public relations matters. \%'hen appropriate, 
he shall meet with (or designate other judges to meet u i th)  committees of the 
bench, bar, and news media to review problems and promote understanding. 

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

. 

Rule No. 108 
REPRODUCTION AND DISPOSYI'IOS OF ORIGINAL COURT RECORDS 

(a) The adminis:rative judge of a judicial district is hereby authorized to 
photograph. microphotograph. or reproduce or lo 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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Itulc 1 SCI’REJlE COIXT RULES 

Rule 2 

PRES ID I NG JUDGES 

In  counties having more than one common p l e a  judge, Lbe ju2pr 
thereof shall, pursuant to the Constitution, select one of t,,ei;. nL*2r 
to  act as presiding judge to serve a t  their pleasure. The selectioz of L+ 
presiding judge shall be by majority vote of all the judges 0: ti. 
irisions of the court, i. e., general, domestic relations, probate zqd ju, 
venile. 

If the judges are unable for  any reason to  make such selectioq the 
judge having the  longest total service on the court of common pka 
in any division thereof, or service as a probate judge prior to h h y  7, 
1968, shall serve t?s presiding judge until selection is made by yo= 

The judges of all multi-judge courts of common pleas shdl  m e t  et 
the call of the  presiding judge, and a t  least once each term of mrt, 
for the purpose of discussing and resolving administrative problem 
common to all divisions of the court. The presiding judge shall ch& 
all such meetings and shall assign judges from one division of the c w f r  
to serve another division as the business of the court may require. 

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

Amended August 13, 1979. 

Rule 3 

ADMINISTRATIVE JUDGE 
(.4) Selection and Term; h’otifications. +e 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 2s adminis- 
trative judge. The administrative judge shall serve 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 s M U  
serve a s  the  administrative judge for one term. If two judges have q- 
ual periods of service, the  holder of the office shall be deiemjned by 
l o t  Ln the event of continued failure to elect an administrative judge, 
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ihe  judges shall, in turn, serve in  the order of seniority 2s dc-tcrmincd 
by total length of srmicc on thc CVJI-~. 

The administrative judge shall promptly notif). the 0ifjc.e 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 di\-ision which he 
serves, He shall cause cases i o  be assigned to the judges within the di- 
vision and sh5l.l require such reports from each judge conceining the 
status of assigned cases as he may require to  assist him in discharging 
his overall responsibility for the observance of these superhten6a-m 
d e s  and for the termination of cases in his division \vithout 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 c2se shall be designated as trial attorney 
on all pleadings filed therein. At the time of arrai,anment in crim- 
inal cases, the attorney who is to try the case s h a J  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 perrnii 
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 

tha t  system whereby, upon the filing in, or transfer to, a diL4sion of 
the court of a civil case, or upon arraignment in a criminal case, a m e  
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, m u t  be sub- 
mitted for disposition to  the judge to whom the case h a s  &en zssigned, 
or if he is unavailable to the administrative judge. 

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

Amended Au,oust 13,1979. 
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Rule 925 Chief Judge Rule. 
.I 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, 198L 

.3 Selection of Chief Judge, Chief Judge Pro Tempore, and Presiding 
Judges of Divisions. - 

A chief judge, chief judge pro tempore, and presiding judge 
of a division must be selected for administrative experience 
and ability. 
The judges of a trial court shall select a chief judge by a 
majority vote of the judges of that court subjert to approval 
by the chiefjustice. 

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. 
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 
occurs. 

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. 
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, CXef 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 judgo of a division 

serve at the pieasure of the chief judge. 



Rule 926 Assignmen+ 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 6s- 
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 disqualified or for other good cause 
cannot undertake an gsSigned 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 o r  during a temporary 
absence of a judge to whom a case has been assigned. 

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

(a) if one of two or more actions growing out of the same trans- 
action 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; 

( c )  the attorney for the party bringing the other action under 
subrule 926.4(a) or the new action under subrule 926.4(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 ss follows: 
We dissent to rule 9255(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 1,1980.1 



' 2  I .  

.5 Duties and Powers of Chief Judge. 
(a) A chief judge shall act in conformity with the general court 

d e s ,  administrative orders of the supreme court, and local 
court rules, and should freely solicit the advice and sugges- 
tions of the other judges. 

(b) As the presiding officer of the court, a chief judge shall: 
call and preside over meetings of the court; 
appoint committees of the court; 
initiate policies concerning the court's internal operations 
and its position on external matters affecting the court; 
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 
counsel and assist other judges in the performance of  
their responsibilities. * 

(c) As director of the administration of the courtt, a chief judge 
shall have ad-ministrative superintending power and control 
over the judges of the court and all court personnel with au- 
thority and responsibility to: 

supervise caseload management and monitor disposition 
of the judicial work of the court; 
direct the apportionment and assignment of business of 
the court, subject to the provisions of GCR 1963, 926; 
determine the hours of the court and the judges; co- 
ordinate and determine the number of judges and court 
personnel required to be present a t  any one time to per- 
form necessary judicial and administrative work of the 
court, and require their presence to perfom that work; 
supenise 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; 
coordinate judicial and personnel vacations and absences, 
subject to the provisions of subrule 923.6; 

supervise court finances, jnduding financial planning, 
the preparation and presentation of budgets, and finan- 
cial reporting; 
request assignments of visiting judges and direct the as- 
signment of matters to the visiting judges; 
effect compliance by the court with all applicable court 
d e s  and provisions of the law; and 
pedorm any act or duty or enter any order necessarily 
incidental to canying out the purposes of this We. 

. 

If a judge does not timely dispose of his assigned judicial 
work or fails or refuses to comply 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. 
A chief judge may delegate administrative duties to a trial 
court administrator or athen. - 
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.6 Court Hours: Court Holidays; Judicial Absences. 
(a) The chief judge shall enter an administrative order under sub- 

rule 927.2 establishing the court’s hours. 
(b) Court holidays shall be in accordance wi th  Administrative 

Order 1978-1 of the supreme court, unless modified by ad- 
ministrative order of the trial court under the provisions of 
subrule 9272. 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 
days do not indude: 
(1) attendance at Michigan judicial conferences; 
(2) attendance, with the chief judge’s approval, a t  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. 

(d) A judge may not be absent from the court without the chief 
judge’s prior approval, except for personal illness. Ln 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 t he  cases have been pending. The chief judge shall 
maintain records of absences to be available at the request 
of the supremecourt 

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

I 
I 



Amendment to GCR 925 
On o r d e r  of the Court ,  the need f o r  i l s s rd i a t e  a c t i p n  having 

b w n  found, the n o t i c e  r m q u i r e a n t s  o f  GCR 1961, 913 were dispensed 
r i a  urd the f o l l w l n g  uranduent to GCR 1963, 925 w a s  adopted 
August 17, 1981,  to k * f f e c t i v e  Sep te l ak r  1. 1981: 

[ m e  p resen t  lurguaqe i n  r e p a l e d  and r ep laced  by the f o l l w i n g  
lanquaqe unless o the rwise  i n d i c a t e d  t 4 ~ : l  

Rule 925  Qlief Judge Rule 

.1 A p p l i c a b i l i t y .  Ixeep t  1) provided i n  rubrule 925.7, this 
r u l e  a p p l i e s  t o  a l l  t r i a l  cou r t s :  t h a t  is the j u d i c i a l  
c i rcuiu of the c i r c u i t  cuurt. the districu of the district 
c o u r t ,  the p roba te  court i n  each cpunty or a proba te  d i s t r i c t  
r s r a b t i s h r t  by law, the n u n i c i p a l  cour t s ,  and the r eco rde r ' s  
court of c!!e c i t y  of W e r o i t .  

.2 - .6 IUnchang.d.1 

.7 Execut ive Chief Judge. [Applicable  only i n  the t h i r d  jUdiCii1 
cfrcuit urd r e c o r d e r ' r  court of the c i ty  of Ds+mi t . l  

I n  ?-he circuit c o u r t  ln the  c h i r d  j u d i c i a l  c i r c u i t  
and t ho  r e c o r d e r ' s  muff of the c i t y  of h t r o i e .  an 
execu t ive  c h i e f  jud5- s h a l l  bc chosen by a e u ) o r l t y  
vote of  the j o l n t  execu t ive  eolsmittme c rea t ed  under 
subrule 925.8iaI. m e . f i n t  execu t ive  chief judge 
s e l e c t e d  s h a l l  serve unul January 1, 1982. Beginning 
January 1, 1982, the execut ive chref  judqe s h a l l  
serve a wm of tro y e a n .  

If tbe j o i n t  e x e c u u v e  c o d t t e e  has n o t  s e l e c t e d  
an execu t ive  Qlief judge by J a n u y  1 of an wen- 
numbered p a r ,  the  chief j u s c i e a  s h a l l  appoint  one. 

The execu t ive  c h i e f  judge s h a l l  s e l e c t  a m d m r  of 
the $om+ execu t ive  m t t m  w serw u mx.cu+iVe 
c h i e f  judge p r o  tanpore. m e  emcutiva ch ie f  judg.  
MY N ~ Y .  tbe e u c u t i u  &let j d ~  pro t e e r e .  

' 

s t  *e o f f t c r  L t  execu t ive  ' h i e i  judqe is vacated,  
the execv t ive  c h i e f  j u d y  pro tempore s h a l l  becorn 
the execu t ive  ch ie f  judqe f o r  t h e  r e m i n d e r  of me 
term unless the j o i n t  execu t ive  coramittee s e l e c u  
a successo r  under subsec t ion  . 7 t & ) ( l ]  wi th in  30 
days af ter  +he v r c r n y  occurs. 

The n r s a s ,  t i t l es .  and d a t e s  of s e l e c t i o n  of the 
execu t ive  ch ie f  judge m d  execu t ive  ch ie f  j u d y  
p ro  tekrpore EUSZ be f i l e d  v i &  the a t a t e  cour t  
a d d n i s t r a t o r  i -diately on s e l e c t i o n .  

me execu t ive  c t i e f  judpe e u y  k r8umved by the 
ch ie f  j u s t i u .  

The execu t ive  ch ie f  judo= s h a l l  have the a u t h o r i t y  and 
d u t i e s  of a c h i e f  judqe as provided by this ruie with 
respect t o  bo-& courts. 
judge s h a l l  h a w  t h e  f o l l o r i n q  a u t h o r i t y  and d u t i e s :  

I n  a d d i t i o n ,  the execut ive ch ie f  

(11 to f i x  the compensation of the employees of L!e 
s t a t e  j u d i c i a l  counc i l  who se rve  i n  t he  c i r c u i t  
c o u r t  i n  t h e  t h i r d  j u d i c i b l  c i r c u i t  and the 
r e c o r d e r ' s  c o u r t  w i t h i n  appropr i a t ions  provided by 
the s t a c e ,  except as 0:hervise provided by iau: 

t o  prepa re  and fornard to t h e  Chief )usz i ce  and 
the s t a t e  c o u r t  a-niscrator  monthly r e p o r t s  on 
ease f l w  i n  the c o u r t s :  

eo c o n t r a c t  for !pace. e q u i p m n t ,  and services, 
excep t  as othervrre provided by l a w ;  

t o  create or l n r q e  d i v i s i o n s  of the courxs wi th  t h e  
approval  of the  j o i n t  execu t ive  coranrittee: and 

t o  c o n s o l i d a t e  d e p a r t m n t s  or func t ions  of t h e  
c o u r t s  w i t h  thr approval  of the j o i n t  execu t ive  
c o d  t t e e  . 

The exeeuti.*o chief judge m y  m o t  d i r e c t  a j u d w  of the 
t h i r d  ]uCicial  circuit to serve u a judo. i n  the 
r eco rde r ' s  court or a judge of the r eco rde r ' s  cour t  eo 
s e r v e  I8 a judge an the t h i r d  j u d i c i a l  c i r c u i t .  

The exe rc i se  oi '&e a u t h o r i t y  to h i r e  and s e t  the 
eompcnsstion of eqloyees,  t o  s e t  the hours  of c o u r t ,  
and to d e t e d n e  t h e  n-r of carplopes required t o  k 
p r e s e n t  to p r f o r ,  a -n i s t r a t ive  work i s  subject t o  
the  personnel policie .  md procedures e s t a b l i s h e d  by 
the s t a t e  j u d i c i a l  counc i l  and u) Kz 600.S93; %A 
ZlA. 5 9 3 .  

I n s o f a r  u p r a c t x c b l e .  the execut ive c h i e f  judge s h a l l  
dc l ega ta  the a u t h o r i t y  and d u t i e s  t h a t  r e l a t e  only t o  
t h e  i n t e r n a l  o p e r a t i o n  of t h e  i n d i v i d u a l  c o u r t s  t o  t h e  
r e s p e c t i v e  ch ie f  judges of the t h i r d  circuit and the 
r eco rde r '  s court .  

J o i n t  Execut ive C o u d t t e e .  
j u d i c i a l  c i r c u i t  and r e c o r d e r ' s  CO- of the c i t y  of Dctroie.1 

IApplicable  only i n  the t h i r d  

me c i r c u i t  COLY- in t h e  t h i r d  j u C i c i r 1  c i rcui t  .rrd tha 
r e c o r d e r ' s  wu.? of t h e  c i t y  of D a t r o i t  s h a l l  have a 
j o i n t  e x e c u u n  comr4te.e composed of 

t h e  ch ie f  judge of  the recorder's court :  

the ch ie f  judae o f  the circuit court i n  the t h i r d  
j u d i c i a l  c i  r c b  t : 

two judges of the c i r c u i t  coun i n  t h e  third ' 

j u l i c i a l  c i r c u i t  appointed by che c h i e f  fudg. of 
tha t  circuit: 

NO judqer of thr recorder's court appointed by 
the  ch ie f  judge o f  the r e c o r d e r ' s  court; and 

a judqa of .  e i t h e r  the c i r c u i t  COUR la the t h i r d  
j u d i c i i l  cirntit  or t h e  r e c o r d e r ' s  c o u r t  selected 
by 
courts. 

4 O r i t y  v o t e  of eb. judges of those oosbined 

, -  I 
- ' I  

Tach e r  of f5t j o i n t  executive' !=-++.e s e m i n q  
Septe--b.r.l. 19T1, s h a l l  .ems u n t i l  J M U U Y  1, 1 9 8 2 .  
Beqinr.in5 2 m u a q  1, 1982 ,  each aamD.r of the jo in t  
ex*cc=ZVe c C Z : t e e  s h a l l  s e m  f o r  a t e r m  ai two .. _ ~ _  
yea r s .  Ycvevez. :de mesmbcr s e l e c t e d  un&r subseaion 
. 8 t a l ( S I  aervrn5 .r= Septe-r 1, 1981. fo J ~ u a i y  1. 
1 9 6 2 ,  sh.11 rlss &erne A tu11 cue-year term &ginning 
Janurr).  1, 2 3 8 2 .  

11) c h i e f  ?udaes e l e c t  fsee N l C  925.1)  s h a l l  
~--%i'lce =.eir j o i n t  execut ive cormnittee appoint-  
=n-a IC days befo re  the t e r n  of appointccs  a r e  
00 besi-'.. 

me nazzs u.C t r t e s  of r e l ec txon  OF the  m-rs of the 
j o i n t  execuzive c o n t t e e  aust  be f i l e d  vrth the  s t a t e  
c o u r t  a k ~ r s t r a r o r  &.me&atcly on s e l e n i o n .  

f h e  yud9eS 8eiec:er: as mcmkrs of the yornt  execu t ive  
c o z t t e e  ma'.' m e ;  before thu beginning of thexr t e r n  
!or =!e sole puyxse  O! chooainq one of the w h r s  t o  
SU.-VC as execot:ve c h e f  judge. 

The )Ern'. eXeC';::ve COz5attee s h a l l  advise urd a s s i s t  
chc e r 8 c c t i v t  C'.i*f iudge xn e s r a b l i s h m q  the polleras 
t o  be execuwd ky -&e axccut i -  chref 3udp.. 
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EXHIBIT 1 

"FORMS DESIGN" REPORT: FEBRUARY, 1979 



EXHIBIT 1 

) I  
:- National Center for State Courts 

I Court Improvement Through Applied Technology 
ATECHNICAL ASSISTANCE PROJECT FEBRUARY 1979 

I Old docket books 

pultipart forms 
Courts in Colorado and Alabama and a 

ew other states have developed alterna- 
ive manual systems for smaller courts to 

replace the hard bound books, commonly 
ealled aDocket or Register of Actions. for 

sting case-related actions. These courts 
. ow use a multipart form system simiiar 
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 
hformation such as case number, style, 

d attorney names are typed on the top P f t h e  form, the  index cards are also 
produced at the same time through the 
se of carbon interleafs or carbonless 
per. The Register of Actions sheet can 

then be maintained in a tub file or loose 
Conritwed OR ne.rt puge 

I 
It 
E 

Effective forms design programs 
save courts time and money 

Courts have experienced substantia1 
savings in both personnel time and money 
through an effective forms design pro- 
gram. The State of Alabama, For exam- 
ple, reduced form costs for courts 
statewide from $3 million to 5800,000 
annually through the development of a 
comprehensive statewide forms design 
program. Courts elsewhere could expen- 
ence comparable savings resulting From 
the consolidation and elimination of 
forms (designing one form to replace 
several others), improved forms design, 
and bulk purchasing. 

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

unique location (generally upper 
comer) on all forms. 

replace docket 

Alabama civi1 case action 
summary multipart form 

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

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

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

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

G Information on the forms should Aow 
in a logical sequence. 

0 Forms should be simple to under- 
smd; if necessary, instructions re- 
garding how to fill out the form should 
be printed on the back of the form. 

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

0 Titles describing the variable (fill-in) 
. infomation should be printed in small 

letters in the upper lefi-hand corner of 
each box. 

E Variable (fill-in) information should 
-genenllv be aligned to the left-hand 
rnm to facilitate typing; other vari- 
able (fill-in1 information should be 
located at a few predetermined (3  or 
4) tab stops; small vertical bars should 
be printed along the top of the form to 
indicate the location of tab stops. 

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

G Distribution infomation for multipart 
forms should be printed clearly on 
each p a n  of the form. 

0 Forms should be consolidated 
whenever possible. 



EXHIBIT 2 

SAMPLE FORM: SUMMONS/RETURN OF SERVICE 



Parish  of Orleans 
of New Orleans 

c i p a l  Court 

Lase Number 
I ORDER TO APPEAR IN COURT 1 

I * 
Defendant N s m e  

Served on Addressee 

~ ~ I C I P A L  COURT 
727 South Broad S t r e e t  
N e w  Orleans,  Louisiana 

a t  t h e  t i m e  and da te  ind ica ted  
under penal ty  of  $50.00 to :  

a GIVE TESTIMONY 

4 L  1 - 0 BE ARRAIGNE,D 
5 Date t o  Appear .~ 
M 0  ST.^ TXAL 
C 
r( -. . 

Division C h a r g e  : 
A B C  0 Send nanes of your witnesses 

Deputy Clerk-By Order of the Court Signature 

I Time 

Issued 

RETURN OF SERVICE 

1 
I 

a Domiciliary Served (See Note) 

Note on Domiciliary Service: Since Addressee could 
n o t  be loca ted ,  a copy of t h i s  order vas l e f t  zith 
the below named person, over the age of 1 6  years ,  
a t  the  address indicated.  

Address . .  



EXHIBIT 3 

CRIMINAL CASE CONTROL RECORD 

I 
1 
I 
I 
I 
I 
I 
I 
I 
r 
I 
I 
e 
I 
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I 
1 
L 

r 



I 
7 ..... 

I 
1 
I 
I 
a 
I 
I 
1 

- -  -I 
-I 
- 1 
-I 
-I 

..... 

..... ..... .... 
I. 

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

- -  

- -  

4TTORNEY’S I D  NUMBER 

VARRANT STATUS 

DATE ISSUED 

DATE SATISFIED 

OUTSTANDING WARRANT OTHER CASE NO. 

... c;;;. EXHIBIT 3 

ATTORNEY CODE 

0 
C= Court 

Appointed 
P = Public 

Defender 
R= Retained 

Own 
S = Defending 

Self 
O= Other 

DATE CLOSED 

STATE OF MINNESOTA 

1 

2 

3 

4 

5 

6 

7 

8 

- 

- 

- 

- 

- 
- 
- 
- 

CRIMINAL 
CASE CONTROL RECORD 

TRANS 
ACTION 

NO. DATE ACTION SUMMARY 

T8 Trial Court Information System 

- I 
- - -  

- .... ..... .- I:: - ....... 

lCASE NUM6ER 
TATE OF MINNESOTA -VS- (SJISICOMPLAINT NUMBER 

i 
, I 

LAST NAME, First, Middle, Suffix 

.... -p .... .... ... , 3 (  

14 1 
- 11; 

- 

. - -  

! 

I 

I 
i 
I 

I 

iDATE :ASE TYPE AT FILING 

DEFENDANT STATUS 

CODE DATE 
]BAL=On Bail 
BNPOn Bond 
Dm=Detention 
FUG=F ugitive 
JAL =Jail 
O?R=O ther 
ROeOwn 

Recogni- 
zance 

AMOUNT POSTED 

DATE POSTED 

3EMAR KS 
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7 
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-< LAST NAME, First, Middle, Suffix 

I 
1 
1 
I 
I 

. .  

ALIAS 

DEFENDANTS ATTORNEY /PHONE . 

ATTORNEY'S I D  NUMBER 

WARRANT STATUS 

DATE ISSUED 

! DATE SATISFIED 

OUTSTANDING WARRANT OTHER CASE NO. 1- .I 

DATE OF BIRTH 

DATE OF OFFENSE 

ULTIMATE 
JURISDICTION 

COUNTY . R DlSTR ICT 
ATTORNEY COD E 

17 
C =  Court 

Appointed 
P f Public 

Defender 
RP Retained 

Own 
5 = Defending 

Self 
D= Other 

DATE CLOSED 

I 
'DATE FILED :ASE TYPE AT FIL!%G I 

6 

DEFENDANT STATUS 

BAL=On Bail 
BND=On Bond 
DFT=Derention 
FUG=Fugitive 
JAL =Jail 
OTR4ther  
ROBOwn 

Recogni- 
zance 

E 
AMOUNT POSTED 

DATE POSTED 
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COMPUTER OUTPUT MICROFILM (COM) 
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COMPUTER OUTPUT MICROFILM (COM) 

COhl is the niicrofilm industry’s name for trans- 
lating computer-generated information into eye 
readable form and recording it on microfilm. 
Cob! 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 
rol l  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 f ie  drawer t o  store 
almost 50 miles of continuous computer-generated 
forms after their conversion to microfilm. In 
addition, a large saving in shipping costs can be 
realized. For example, a 100 foot roll of micro- 
film can be mailed from coast to coast for 
appioxinutely 50 cents, compared to a cost of 
tlpprosimately S X  for mailing the paper equiva- 
Icnt. Efficiency is improved because the need to 
hiirst. decollate and bind copies is eliminated. 
Additional niicrofilm copies are easily produced 
as needed a t  a much reduced cost. The advantages 
o f  COM are: 

I .  Better use of the computer/pnnter 
speed of operation 
fast turnaround (solves critical updating 
cycles) 
computer made available for additional 
processing 
elimination of multiple passes on coin- 
puter for widespread distribution re- 
quirements 

EXHIBIT 4 

2. Elimination of paper handling bottlenecks 

0 material handling . 
0 decollating 

bursting 
binding 
file integrity assured 

3. Less production and materials cost 

4. Easier and less expensive distributioil 
5 .  Faster information retrieval 

6 .  Saving of storage space 



MAGNETIC TAPE 

HOW A COM MICROFILM SYSTEM WORKS 

17 
TAPE DRIVE 

- ~~ 

READER OR READER PRINTER 

-.--.-.IC 

COM RECORDER FILM PROCESSOR 

'I 
I 

ROLL CARTRIDGE I 
, e 

JACKET I FICHE 

.. 

E 

-3%- 
,/' 



EXHIBIT 5 

TABLE OF CONTENTS, MANUAL FOR CLERKS, 

MAINE DISTRICT COURTS 
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COLOR CODED OUT FOLDER 
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e facto destruction 

inactive records 
bresent problems 
for courts 

Courts throughout the country are ex- 
periencing 'difficulty with the manage- 

ent and maintenance of inactive rec- 
rds. Court space is expensive and often I mited-especially easily accessible 

. ?::.. ...... . . . . . . office space. With the increases in new 

reases, and misfiling becomes more fie- -Tj uent. In order to free court space and 
alleviate filing congestion, closed or inac- 
've case files should be removed from the 
ain filing area and filed separately. Most 

oum,  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- 
tematic control as to storage location or 
record content. 
Records are often maintained in a 
disorderly manner, with records lying t loose on the Aoor 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. 

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

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

1 
_.... 
. . . . . . . ..... ...... es and documents, retrieval time in- ..... 

e 
6 

' C  

2- 
I 
I 

.. 

mediately. 

National Center for State Courts 

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

Retention and disposition schedule 
aids effective records management 

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

The development of an effective reten- 
tion and disposition schedule begins with 
a complete list of aU 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. It is vital that destruction be not 
only allowed, bu t  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. It is important that court 
rule rather than statutes be developed, for 
statutes are far more difficult and time 
consuming to enact and revise. The Su- 
preme Court, by exercising its statewide 
authority in this area. will be able to 
develop the records-management pro- 
gram faster and more uniformly. while 

Warehouse open steel shelving 
and record center boxes 

still allowing for future changes if neces- 
sary- 

Once a records- re ten t ion  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 
refords may even be sold for recycling 
with the revenue used to help finance the 
records-management program. 
(7) Store Inactive Records in Low-Cost 

Storage Facility Records that are no 
longer needed for daily court operation 
but cannot be destroyed may be relegated 
to a remote, less accessible, low-cost 
records storage area. 

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



Guidelines given for inactive records storage 
Warehouse Open Steel Shelving 
0 Heighf : WarehouHe steel shelving 
should extend as high as the facilities 
permit or to a maximum height of 12 to 14 
boxes. A clearanceof 18 to 24 inches from 
the ceiling is generally required €or Bght- 
ing fixtures and water sprinklers. 
0 Widzh: 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) should be 
provided to insert and remove storage 
boxes. 
0 Depth: Warehouse shelving should be 
sufficiently deep to accommodate two 
boxes back-to-back on the shelf. Most 
storage boxes will be adequately s u p  
ported two deep by a 30-inch shelf. 
0 Number of Shelves: Two storage 
boxes may be stacked on top of each 
other on each shelf, generally requiring a 
23-inch separation between individual 
shelves. Boxes may also be placed on 
individual shelves (1 1 inches apart) with- 
out stacking to facilitate retrieval; this 
approach, however, is more costly in 
terms of equipment, since more shelves 
are required. 
0 Side and End Panels: No side or end 
panels should be used with warehouse 

steel shelving. 
0 Support Design: '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 sheiving unit will re- 
main stationary. If the units will be 
moved, "L"-shaped supports that attach 
to all four corners of the shelving will be 
required. 
0 Assembly: Units should be acquired 
that require minimal assembly but pro- 
vide the requisite strength and suppott. 
0 Aides: Warehouse shelving requires 
only a %inch aisle between the units. 
Shelving rows should not extend more 
than 30 feet without an access aisle to 
facilitate movement within the files. 
0 Accessories: A mobile steel ladder will 
facilitate access to the higher levels of the 
@ins tier, and movable carts are rtcom- 
mended to aid in the transfer and retrievd 
of the storage boxes. 

Storage Boxes 
0 Size: A standard-size storage box 
measures IS" x 12" x lo". These boxes 
are designed to hold legal-size folders in 
one direction and letter-size folders in the 
other. 
0 Marerial: Boxes should be made from 
heavy-duty corrugated cardboard. 
0 Strength: The double wall 17% 

Proper storage protects records 
from damage by fire and water 

When adequate space is available 
within or near the court, the couTt- 
operated records center will generally 
prove to be the least expensive and most 

' convenient means to store inactive court 
records. A11 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 documenis. 
Tests have shown that records packed 
tightly in corrugated cardboard storage 

. boxes will 'not bum 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 wirh 
the  water sprinkler to give early warning 
of fire to enable the staffto extinguish the 
flames with fire extinguishers; :he smoke 
detectors can be hooked directly to the 
fire department or lo an a i m  in the 
clerk's office. Fires can therefore be 
extinguished early, before the hear dis- 
charges the water sprinkler and possibly 
damages the records. Fire extinguishers 

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 couns. 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. 

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

Inactive records are best maintained at 
a temperature below 70' F and a low 
humidify ( 5 0 6 0  percent). Records should 
not be stored near a heat source, such as a 
furnace or hot-air vent. 

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

1 
strength is preferred, although a single ~::: 
wall ZOO# strength is acceptable. . 
0 Opening: Topopening storage boxes 
provide dense record storage at the low- 
est cost. When boxes are stacked on top 
of each other, it will be necessary to 
remove the top box in order to gain access 
to the lower one. Since these boxes will 
weigh 30 to 50 pounds when full, moving 
them can be difficult. 
Front-opening storage boxes arc de- 
signed to store side-tab tile 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 topopening storage 
box and provide less protection for the 
records. 
0 Acid Conteni: For long-tern records 
storage (100 years or more) acid-free 
boxes arc recommended. 
0 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. 
0 Assembly: Boxes should be easy to 
assemble, with instructions clearly 
marked on the box. 
0 Conszrucrion: No staples should be .a:.- 

used on the boxes as they may injure !:.:-. 
users and rust with time. Scams should be 
glued with non-water-soluble glue. 
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EXHIBIT 10 

"PEGBOARD ACCOUNTING" REPORT: MARCH, 1980 



Accounting poses 
problems for courts 

All courts handle money for one purpose 
or another. As such, they arr qu ind  to 

receipt and disbursement of funds for a 
variety of different accou[Its. AU owrts 
receive payment for filing fas. axnt costs, 
and hnes, and some may receive child sup 
port and installment judgment payments. 
The filing f a  will g e d y  constitute one 
lump sum per cast. although many states 
still require sq~amte payment for individual 
aansactions relating to a case. In tcsms of 
disburscment, the o o w  may expend money 
for operating expenses, juror and witness 
fees, child support, and, perhaps, payroll. 
In each cast the court is responsible for 

reviewed by an independent auditor. 
The integrity of the accounting records 

in many courts depends primarily on dK: 
w of aaditional bouod record books and 
on p d u r e s  that require accounting data 
to be posted in multiple l d o n s .  Most 
courts typically maintain the following types 
of records: rcceipt book or multipart receipt 
forms, cash book or journal, account books 
or ledger cards, deposit records, check- 
books. cash disbursement book or journal, 
payroll, court budget, and repom. 

With the increase in COUR 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. Atema- 
tive accounting systems are therefort needed 
to enable courts to continue operating effec- 
tively. Thrct alternative systems are dis- 

systems (for small courts), intelligent or 
programmable cash registers (for small to 
medium cow), and computers (for medium 
to large courts). 

maintain acccwnting system to marlage tbe 

maintaining accounting ~ r d s  that can be 

cussed in this report: pegboard accounting 

National Center for State Courts 

Court Improvement Through 
Applied Technology (CITAT) 

ACCOUNTING SYSTEMS IN THE COURTS MARCH 1980 

Pegboard accounting systems 
offer solutions for smaii courts 

Most small courts throughout the country 
continue to usc mciitional accounting books 
and proctdurcs since many believe that these. 
approaches arc the only economical way for 
them to maintain amuatc accounting recordr. 
This belief, however, is often incoma since 
modern manual accounting systems can 
offer substantial improvements and solutions 
at a minimal cost. The pegboard accounting 
system, in particular, rcspnds to the needs 
of small cou~ts thrwgh a forms system that 
generally costs less than cumnt accounting 
books, reduces personnel time quirtxi for 
accounting functions. and provides even 
greater accuacy than tradtional 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 inii- acaxuns), 
receipts, checks, dtposit slips, and others arc 

Pegboard accowuing sysrem. combining recciprs. carh receipt p u d .  and akpxir slip. 

specially designed as part of the system to 

of tbe p e g M  accounting system is that 
multiple forms relating to the same tI;IlIsacdon 
(such as receipts. deposit slips. and r k  cash 
receipts joumal) are designed so that corres- 

aligned by the pegs when these records are 
placed on the pegboard. For example, in a 
cash Rceipt system. when the appropriate 
i n f o d o n  is wriaen on the rtceip, the 
impmion is sirnultanewly recorded on the 
deposit slip and the cash receipt journal 
through the use of carbon backing (on the top 
of the receipt) and carbon paper (bemeen the 
deposit slip and cash reajpt journal). Siar- 
ly, in a child support system, information is 
also eransCribed on the individual account 
records while producing a reccipt to be given 
to the individual, an enay for h e  daily deposit 
slip, and a ~hroo~logicd  entry in the cash 
rcceipt puinal. 

Pegt&d accounting Systems can be CIS- 
tomized to meet the individual needs of 
cour~~.  For example, if the court is required 
to divide filing fees among the court fund, 
sheriffs fund, and library fund. appropriate 
columns could be provided on the cash pur- 
nal sheet for that purposc; after the rectipt 
is prcpand. these additional columns arc 
complutd indicahg portions of the filing fee 
to be allocated to each account. Each column 
can d x n  be tallid at the boaom to determine 
tbe total amounts to be t r a n s f e d  to each of 
these different ~ccounts. 

The oourt could also design a combined 
cash receipt and disbursement acuxlnnng 
system for child  upp port (or installment pay- 
ments for judgments). T I  child support sys- 
tem consists of specially designed cash re- 
ceipt and disbutsune nt journai sheets, indi- 
vidual account cards. and a nceiptlcheck 
form that runs the enfire width of the cash 
rcceipc and pumal sheet. Similarly. many 
other systems could be designed that would 
enable the coun to record infomation on 
several different ItcMdf with one imprcsion. 

meet b e  Deeds of the UM. The unique part 

ponding columns of informath axe securely 
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Automation streamlines accounting in large courts 
While tbe pegboard accounting systcm 

offas &emendous dvaatagcs over uxii- 
t i d  acaxmrhg book systcars, it is stiU 
t d l y  manual andtxcomcscmbmauc fa 
a Iarge number of mnsdons. L p r g t r a w ~  
should thercforz cxpiore three putcmated 
alternatives: intelligent or programmable 
cash registas, computcr-based eocouafing 

Several differcut manufafturrrr now p 
d u a  "intelligent" cash n&m with fapa- 
bilitics to pmvkk rrccipts, validate court 
records, aid aufomatjcdy divide maaey 
rrceived into the appropriate aocouats. AI- 
though somc standard cash rrgisttr SyStCmS 
arc appropriate for colpt usc, it is generally 
desirable to obtain one thac can be pn>- 
grammed with specific codcs to meet Court 

coded to indicate tbc typc of payment (e.&, 

S Y S ~ C ~ S ,  and CO~U*-W accoUntiag 
systam witb point4f-sale tczmids. 

d. For example, special keys axld k 

filing f a ,  m.is&mc.anor fiac. traffic ticket), 
the case number, b e  dqmmentof thccwrt. 
aod the individual €Iaing I k t n n s a u h .  ' T b s y s t c m c o u l d a l s o k p o g n m m d t o  
calculate automatically a fixed dollar amcum 
or percentage of thc payment to k pllouted 
to difhwlt fundr Nch as tbc Qxvt fund. 

cash register system automatically mahnains 
dara on a l l  misactiom (on apr ind  tape or 
magnetic media) and provides tMals for each 
Bccount on rapes This systcm thus saves 
substantial u c m d  time in balancing and 
I 
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rrcoaciling cash re&pts fa various acc~unts. 
?%e intelligent cash rcgistcr system. bow- 

ever, will not prcpare mecks a manage 
accwnts. Ihe court should ihcrefore cop 
&der using the pegboard accwnting syncrn 

mation for individual ac~wnrs and for the 
cashdisbursunemjoumal. * 

courts may also waat to w computer 
equipment to perform accounting functioas. 
For d e r  volume usu3, m i m q u t c r  
systems act now available (for less than 
S,oOo) with iruMmting sofwan for main- 

for preparing dlccks and forrrrolding infor- 

Pegboard system pluses given 
?he pegboard accounting system offers 
CWILS the foilowing advaaurges: 
0 Reduces personnel h e .  Th: pegboard 
accounting system may save up to 75% of 
clerical time wmparcd with that for main- 
taining traditional -* books. r i  
savings g d y  result because an cnuy can 
be made on multiple r e a d s  wirh only o ~ t  
impwion a ~ d  bsaw all rcQlrds B I ~  in 
close proximity and easy to handle. 

0 Reduces or diminares pmcriprion 
errors. Traditional court -ring sysvms 
raquirr thal om mKi be cnawl fmm 
another. Even d e n  the originai receipt is 
uscd to fxcaeail o t h e r ~ r d s ,  LhclT is still 
some potential for m r  when tht informa- 
tion is nanscribtd. With a pegbud account- 
ing systtm, tbc information aansrribal mu) 
subsequent m r d s  is exaaly dK samc as tbe 
information Wlriu.cn on the original rrceipc. 
chaA. or other &. 

Reduces costs. Tbe pegboard accounting 
systun  costr approximae!y $100 for thc pcg- 
board and appmxjmar.ciy 5300 to f500 for 
an annual supply of fomu (dcpe.?ding on 
volume); the annual cost is, M f o r r ,  often 
less tfran the a t  for u a d i a d  accauntin3 
books. The gmre5t cast savings, however, 

http://Wlriu.cn
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