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RECOMMENDED ADMINISTRATIVE REFORMS IN RECORDS 
MANAGEMENT AND CASE PROCESSING AT PILOT COURTS 

DaVid C Steelman, National Center for State Courts 

IDGHLIGHTS OF RECOMMENDATIONS 

• Records management and case-processmg should serve the caseflow management and 
Judicial declslonmakmg purposes of the judges 

• Case files should be orgaruzed m an orderly fasluon that aIds judges m the conduct of 
court heanngs and the preparatIon of declSlons 

• Documents filed m cases (such as the wnt of summons) should be submItted on forms 
approved by the Mtrustry of Justice and laid out m a fashion that faclhtates review by 
Judges and accomplIshment of case-processmg and data-entry work by court support 
personnel 

• Procedures at case lrutlatlOn (mcludmg estlmatlon and collection of fees) should be 
streamhned to permIt attorneys and partIes to complete all case ImtlatlOn activities m 
one step at one place 

• Mlcrofilmmg of actIve records should be dlscontmued, and conSideration should be 
gIven to havmg mactlve records stored m an electromc medIUm after all appeal 
activIties have been completed 

• Improved fihng systems should be mtroduced for active cases and archIved cases 

• Improved records retentIon polICIes and practIces should be part of the records 
management Improvement effort 

• Efforts to Implement records management and case-processmg Improvements should 
be refined and coordmated WIth Judges and supervisors of court support personnel 

• ImplementatIOn of reforms m records management and case processmg should be 
coordmated With caseflow management and court automatIOn ImplementatIOn efforts 

• There should be a strong educatIOn component assocIated With the ImplementatIOn of 
records management and case-processmg reforms 

• Data should be gathered before and after the ImplementatIOn of records management 
and case-processmg reforms m order to measure success In terms of agreed cntena 
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I INTRODUCTION 

In keepmg WIth the terms of the annual ImplementatIOn plan for project year one of 
the AdmtrustratIOn of JustIce Support (AOJS) proJect, 1 a proposed strategIc plan WIth 

separate court adnurustratlon and mformatlon system automatIOn components was 
presented to the Mtrustry of JustIce (MOJ) at the end of Apnl 1997 2 MOJ responded to 

the proposed plan m early June 1997 Tlus planrung process WIll lead to phased-m 
automation and manual reengmeenng of CIVti and commercial case processmg, m order to 
reduce delay ehnunate redundant systems, and Improve caseflow generally m the pIlot 
courts 

An element of the reengmeenng process not addressed m detatl m the Apnl 1997 
strategic plan was records management and case processmg For purposes oftlus 
document, the phrase "records management and case processmg" mcludes the followmg 
elements 

• FIle creatIon and mamtenance 

• Forms deSIgn 
• Processmg documents and fees 
• Clencal actIvItIes to schedule and make the record of court heanngs 
• FIImg systems and archlvmg 

These elements are the focus of thIS document Presented below IS an analYSIS WIth 25 
recommendatIons regardmg these elements and the ImplementatIOn of suggested reforms, 
followed by a 16-step plan of actIon for Implementation of the recommended refonns 
The InItial steps that have already been taken to coordmate reform actIVItIes WIll be 
descnbed m both the analYSIS and recommendatIons and m the actIOn plan 

1 See AMIDEAST 4.dmmlstratlOn of Justice Support PrOject (AOJS) Annual ImplementatIOn Plan 

PrOject Year One (as revtsed January 28 1997) pp 5 and 36-43 

2 See MIrustry of JustIce-AdnurustratlOn of JustIce Support Project MeetIng Apnl 27 1997 Egypt, 

Strategic Plan Task 5 " 
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II ANALYSIS AND RECOMMENDATIONS 

The "process reengmeenng" to be undertaken m coordmatlOn with the 
mtroductlOn of court technology m the pliot courts Involves Improvements m three areas 
caseflow management, records management and case processmg These areas have to do 
with actlVltles of both Judges and clencal court support staff: and they will be the pnmary 
areas of attention under the project for the Amencan and EgyptIan court adnunIstratlOn 
speCialIsts In the AOJS project team 

The records management and case-processIng reforms to be Implemented Will have 
to be coordmated With both caseflow management Improvements and court technology 
Improvements AnalYSIS and recommendatlons here therefore address not only the 
technIcal elements of records management and case processmg (sectIon 2 below), but also 
the objectIves toward which the Improvement effort should be directed (sectIOn 1), 
methodology for Implementmg the recommended reforms (sectIon 3), and suggested 
cntena for success In the Improvement effort (sectIon 4) 

A Objectives of Improved Records Management and Case Processmg 

The management of records In the courts Involves the organIzatIOn and 
maIntenance by court support staff of the informatIOn (whether stored In paper or 
electromc files) that forms the baSIS for JudICial deCISIons m cases Case processmg has to 
do WIth the day-to-day actIVIties of court support staff In receIvIng documents, schedulmg 
heanngs, transfemng files, and otherwIse assIstIng JudiCial orders and deCISions as cases 
progress from InItIatIOn to conclUSIon These actiVitIes are thus carned out to support 
JudiCIal declslonmakmg and to proVIde an offiCial record of JudiCIal deCISIons 

While records management and case proceSSIng are the ImmedIate responSIbIlIty of 
a court's clencal staff, they must be camed out In keepmg WIth polICIes establIshed by the 
JudICIary They must operate In support of JudIcIal declslOnmakmg and caseflow 
management, and they must In tum be supported by Improvements In court technology 
The records maintaIned by the court staff must prOVide a relIable source for the data In the 
court system's computenzed case informatIOn system by means of whIch Judges manage 
indIVIdual cases and the overall pace ofhtlgatlOn, and by means of which the MOl 
manages the operatIon of the JudICIal system 

Recommendation 1 Objectives. Records management and case 
processmg by the clerical statT of the courts should be Improved to 
serve the followmg objectives 

a provldmg service to cItizens through a prompt and effiCient 
court process, 
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b supportmg Judicial efforts through caseflow management to 
3 ensure that htlgatlon proceeds promptly to just decIsions, 

c provldmg the source of rehable data for the court system's 
case mformatlon system, and 

d supportmg the efforts of court users of case records (1) 
court system computer data entry staff, (2) Civil prosecutors or case 
managers, (3) court of first mstance judges, (4) court of appeals 
judges, and (5) MOJ officials responsIble for overseemg the 
operatIOns of the courts and the Judiciary 

This report antIcipates that the CIVIl prosecutor will playa key role In caseflow 
management In the court of first Instance, and Improvements m records management and 
case proceSSIng must support the role of the CivIl prosecutor For the CivIl prosecutor to 
be effective, It IS deSIrable for the status and responslblhtles of the cIvil prosecutor to be 
defined In a way that serves the court Improvement effort 4 

Recommendahon 2 CIVIl Prosecutor Status and AuthOrity In 
order for the CivIl prosecutor to be effective, the CivIl prosecutor 
POSition should be one that capable and ambitIOus Judges aspire to 
hold as a means to demonstrate their quahficatlon for advancement m 
the Judiciary system As a judge operatmg With the full support and 
backmg of the chief Justice and the "program jUrlst"S of the court of 

first mstance, the Civil prosecutor should have the authOrity 
a to ensure that cases progress promptly to Just deCISIOns m 

6 keepmg With the caseflow management objectives of the JudiCiary, 

b to exercise authority over the expert department and the 
completion of expert opmlOns, 

C to exercise authority over the servIce department, takmg all 
necessary steps to assure that service IS executed adequately and 
promptly, 

3 See Case-flow management concepts apphed " m Ernest C Fnesen Court AdmmistraUon Plan" 

[hereafter the Fnesen Plan"] pp 13-18 m MUllStry of lusuce-AdmmlstraUon of Jusuce Support Project 
Meetmg Apnl27 1997 "Egypt.. Strategic Plan, Task 5" 

4 For famll) cases m the courts of first Instance prosecutors are non In\ohed In cases With part of their 

role bemg to mvesugate the financIal circumstances of parties to pro\ Ide mfonnatlOn to support court 
deCISions The role of such prosecutors m famIly cases mIght well be e,,.panded to e\.erclse overSight of 
caseflo\', management With such casefla>\- management responslbllJt) prosecutors In fa1lll1y cases 
provide one fonn of cl\Il prosecutor m the courts of first Instance the e'\ample of which IS valuable for 
consldenng the role of the cl\1l prosecutor In general CIVIl and commercIal cases 
5 

On the proposed role and functIOns of the program Junst.. see the Fnesen Plan pp 6-7 

I) See AppendIx B for a proposed' Case Momtonng Form and Scheduhng Order that mIght be used by a 

CI\ II prosecutor to manage the progress of Indl\1dual cases 
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d to ensure that records management and case-processmg 
activIties of clerIcal support stafT aId JudICIal decislOnmakmg and 
caseflow management, 

e to address and correspond with such legal and JudIcIal 
orgamzatlons and departments regardmg case management and case 
processmg as (1) the Office of the Attorney General, mcludmg civIl 
and crlmmal departments and any other civIl prosecutor, (2) the State 
CouncIl, (3) the ConstitutIOnal Court, (4) legal departments m all 
mmlstrIes and departments, (5) private compames and enterprises, 
and (6) mdividuais m any case, and 

f to exercise any other authority that would belong to a JudiCial panel 
member m a court of first mstance 

B Elements of Records Management and Case Processmg for Purposes of AOJS 
Project 

As IS suggested above 10 the mtroductIOn to this report, there are three areas of 
records management that ment attention m the AOJS project file creation and 
mamtenance, forms deSIgn, and filmg systems and archlvmg In additIOn, two areas of 
case-processmg must be conSidered m order to complete the "process reengmeenng" that 
IS contemplated under the project the manner m whIch documents and fees are processed, 
and clerIcal Issues relatmg to court heanngs 

1 File creation and mamtenance After mspectIng scores of case files 10 the 
pIlot courts, AOJS court admmlstratlOn specialists found none that were well orgamzed 
File covers were of relatIvely flImsy paper and were often worn and tattered The mdex of 
documents and events on the outSide cover of the file folder was not a rehable indicator of 
file contents or of all the events In the case Information called for m parts of the mdex 
(such as an mdlcatIon of the nature of the case) was sometimes not avaIlable Papers were 
loose and 10 no partIcular order The poor state offiles must contnbute to the loss of 
Important papers from tIme to time It surely makes the Job of the Judge wntmg a deCISion 
more difficult And their appearance cannot serve to remforce an awareness m the mmds 
of court staff members of the Important work they do for the people of their communIty 

RecommendatIOn 3 Orderly Flies MOJ, the chief JustIce, the 
CivIl prosecutor, all the Judges, and the supervisors of clerical support 
staff should mSlst that case files be created and mamtamed m an 
orderly fashIOn Orderly and well-kept case files should be a pomt of 
pnde for every court staff person responsible for the creatIOn and 
mamtenance of files NeJS educational programs should emphaSize 
to judges that they have a nght to expect well-kept case files that 
make It eaSIer for them to prepare the deCISIOns they prepare every 
day affectmg Important rights and duties m the lives of cItIzens 
SimIlarly, NCJS-sponsored educational programs for court support 
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staff should emphasIZe the Important role they play m the Judicial 
process by provldmg orderly and well-kept case files to aid Judicial 
declSIonmakmg, and WhICh are the official record of Important 
JudIcIal events m citIZens' hves 

Recommendation 4 File Standards Every case file should be 
created and mamtamed so that 

a the file cover IS of suffiCiently sturdy paper to stand up to 
frequent handlmg and lateral filmg whether the case IS active, on 
appeal or m archive storage, that It has any file tabs, color-codmg and 
preprmted or adheSive case numbers that are needed for filing and 
case Identification, and that It has file (e g , "Acco"nl) fasteners to 

7 keep hole-punched court papers m their proper chronological order, 

b the file folder has all the mformatlOn legibly entered (typed 
If possIble) on Its exterior, and only that mformatlOn, 

c from the time of case IDitlatlOn through the conclUSIOn of all 
court work, the hard-copy mdex accompanymg the file ami the case
file mdex prepared and mamtamed on a computer screen (which may 
eventually be the same document) accurately and legibly record (m 
the locatIon called for m the form) all case events that have occurred 
and all the documents that have been filed, With cross-referencmg so 
that a Judge or other file user can find out which document m the file 
corresponds to an entry m the mdex, 

d all documents receIved from parties are gathered together 
separately m the file, 

e each document prepared m relatIOn to court proceedmgs, 
startmg With the Writ of summons and contmumg through all 
documents prepared by court, attorneys or parties unhl the 
completIOn of all court work, should be double hole-punched at the 
top and kept m the file m reverse chronological order With the aid of 
file (e g , "Acco''TM) fasteners 

Recommendation 5 File Secunty File securIty should be a 
matter of contmumg concern m the courts of first mstance In 
addition to retammg the current practice of havmg reCIpients sign for 
files when they are received, the courts of first mstance should 

8 consider the deSirabilIty of havmg "outcards" or "out-folders" to 

place m lateral files or hangmg files (see below, Recommendations 18 
and 20 under "Fllmg systems and archlvmg") to mdlcate the date, 

7 See Thomas G Dibble A GUide to Records Management (Williamsburg V A Nallonal Center for State 

Courts 1986) [hereafter Dibble, Records Management] pp 36-37 

8 See Dibble Records Management p 37 
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case number and name of the person who has a file for which a ClrcUlt 
clerk or the chief archivist has file management responsibilIty 

As a long-term mltIatlVe to reduce file security nsks ansmg 
from havmg Judges carry case files home for decIsIOn preparatIOn, 
MOJ should conSider havmg work space 10 court buddmgs for judges 

9 
to do legal research and other work relatmg to decIsion preparation 

RecommendatIOn 6 Educatlon and Qualzty Assurance DetaIls 
of proper file creatIOn and mamtenance should be addressed 10 NCJS
sponsored educatIOnal programs or clerks' manuals created and kept 
up-to-date under MOJ sponsorship 10 The chief Justice, the civil 

prosecutor and the panel judges should turn to the CivIl and 
commercial supervisors and the chief archiVist 10 each court of first 
mstance to exercise "quahty assurance" oversight over case files on a 
day-to-day basIs 

2 Forms design As AOJS project team members revIewed case files m the pIlot 
courts they sawall manner of papers In the files relatmg to court proceedmgs Papers 
were of dIfferent Sizes, give cntlcal mformatlOn m a different order, might be typed or 
might be handwntten m legible or Illegible pen or penct!, mIght not have margms, and 
might be annotated by court staff or Judges m vanous places (top, margin, bottom or back 
of page), Without consistency from one file to another Paper or 10k stamps to mdlcate 
payment of fees tnlght cover Important substantive mformatlon All of these problems 
dimInish the qualIty of case file mformatlOn, make a Judge's deCISIon-preparation task 
more difficult, and mcrease the pOSSIbIlIty of error or misplaced papers In case-processmg 

1 
Of course the proVISion of such space IS a major conSideratIon mvoh mg capJlal outlm,s for court 

flclhues construction and renovatIon Court faCIlItIes consideratIOns also mteract \\ltll records 
management \\Ith regard to filIng systems and storage of active and macu,e records as \\ell as space 
Ia\out to promote streamlIned processIng of documents and fees (See belo\\ RecommendatIOns 12-1-l 
clnd 18 ) 

Court faCIlItIes planmng capacIty IS another area for MOl attentIOn In tenns of general court 
ddnumstratIon In the Uruted States full-time facllItIes planners are on the staff of the federal court 
S\ stem and of some state court systems the NatIonal Center for State Courts has a court faclhtles planmng 
profeSSIOnal m Its Court ServIces DIVISion and there are several \\elI-known pnvate archItectural finns 
that spectahze m court factlltIes planmng As general references see Don E Hardenbergh Robert Tobm 
and Chang-Mlng Yeh The Courthouse A Plannmg and DeSign GUide for ( ourt Faclbtles 
(Wllhamsburg VA NatIonal Center for State Courts 1992) Chang-Mmg Yeh lavette Countv 
A.entuc/ev Courthouse Master Planmng and Court Faclbtles ReqUirements -4nalvw<; Ilnal Report 
(Oemer CO NatIOnal Center for State Courts Court ServIces 01, ISlon 1996) and Adl1lllllstratl\e Office 
of Ulllted States Courts (USAOC) Space and FacllltIes DIVISion (;') L ourt~ De~lgn GUide (Wasillngton 
DC USAOC 1994) 

[0 The preparatIon and updatlllg of such clerk s manuals IS undertaken III the Ul11ted States b} the 

adnlllllstratIve office of the courts ofmam JUdiCial systems In Egypt MO] ma.., \\ant to consider havmg 
staff members With the responSibilIty to prepare and update clerk s manuals and gl\ e support to records 
management activItIes at both tnal- and appellate-court levels 
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Recommendatzon 7 Forms Standards To the broadest extent 
possible, all documents commonly filed m all cases should be on forms 
developed and approved by MOJ for use m all courts To promote 
effiCiency, save money and mcrease professlOnahsm, court forms 
should meet such general forms design prmclples as the followmg 

11 

a most forms should be prmted on standard letter-size paper, 
b all document entries should be typed and not handwritten, 
c the name of the court, space for tbe names of the parties, 

space for tbe case number, and the title and descraptIOn of the form 
should appear m the same place at the top of every form, 

d to reduce confusion and ambigUity, those completmg a form 
should whenever pOSSible be able to check a box ratber than bavmg to 
wrate out mformatlOn, 

e to faclhtate mformatlOn entry, vertical spacmg on a form 
should correspond to common typewriter or computer spacmg, 

f particular attention sbould be paid to the posltIonmg of 
mformatIon m forms so that It IS easy for Judges and data-entry staff 
to locate and use, 

g all forms should have margms, and mformatIOn should not 
be Written m tbe margms by attorneys, parties or court staff, 

h forms should be deSigned so that any paper stamps or mk 
stamps are not apphed where they may obscure substantive 
mformatIon, 

I multipart forms should be conSidered when their 
distribution IS known (e g , a three-part form for court file, plamtdT 
and defendant), and distribution directIOns should be clearly prmted 
on the bottom of each part of such a form, and 

J each form should have a form control number With the date 
It was deSigned or last revised, which should appear m the same place 
on every form 

As a corollary to the development of new forms, NCJS
sponsored educatIOnal programs and MOJ forms manuals should be 
developed to prOVide gUidance for attorneys and court staff on the 
proper use of the new forms 

One of the most Important papers m any case IS the WrIt of summons, whIch 
mItIates the case (If It IS completed properly) by offerIng allegatIOns of the court's 
JUrIsdictIOn, the factual nature ofthe problem underIymg the case, the relIef sought by the 
plamtlff, and the statutory authOrIty under whIch such relIef IS sought The form of wnts 
10 the files mspected by AOJS project personnel vaned conSiderably The order m whIch 
key mformatlOn was proVIded vaned from form to form Some WrIts did not mclude 

11 Regardmg fonus management, anaI;sls and deSIgn, see DIbble Record, Hanagement pp 22-27 
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Important basIc mformatlOn The preparatIon of a common wnt of summons form would 
greatly Improve the qualIty of cIvIl and commercial court proceedmgs 

Recommendation 8 Wnts 0/ Summons and Acknowledgment 0/ 
ServIce. All writs of summons should be m a format developed under 
the AOJS project and approved by MOJ The Writ of summons form 
should mclude a headmg with spaces for the name of the court, the 
names of the parties, the type of case and the case number to be 
entered m the same place for each case The mformatIOn m the wnt 
of summons should be m the followmg order (a) the addresses of the 
parties and any other mformatIOn necessary to estabhsh court's 
J unsdlctIOn, (b) all of the elements of a power of attorney If the wnt IS 
prepared by one, (c) the facts relevant to the case, (d) the specific 
statutory provlslOn(s) under which rehef IS sought, (e) the specIfic 
rehef sought by the plamtlff, and (I) a closmg SIgnature block 

Each Writ should also have a preSCribed format for the entry of 
legible mformatlon relatmg to the estimation and payment of fees 
AOJS court admmistration speclahsts should determme WIth MOJ 
and pdot court representatives whether that format should be on the 
front or the back of the wnt (See AppendiX A for a prehmmary draft 
of a Writ of summons format) 

A form for acknowledgment and return of service should 
mcluded m the wnt of summons It should mdlcate when service was 
made or attempted, with an explanatIOn If not made, the signature of 
the person on whom servIce was made, and a certificatIOn by the 
process server SIgned under penalty of perjury (See AppendiX A) 

NeJS educational programs and an MOJ forms manual should 
explam the correct completIOn of these new documents to attorneys 
and court staff 

In order for a CIvIl prosecutor or other Judge to manage caseflow In the courts of 
first Instance or courts of appeal, It IS Important to have baSIC InformatIOn about a case by 
which to momtor Its status and manage Its progress to conclUSion The court automatIOn 
system to be developed under the AOJS project wIll provIde case mformatlon m support 
of such caseflow management actIVItIes Untd such automated case mformatlon IS 
available however, an mtenm case status momtonng form IS deSirable as part of manual 
process reengmeenng m the pilot courts 

RecommendatIOn 9 Form/or Case Momtormg and f)chedulmg 
Civil prosecutors (or Judges managmg caseflow If cIvil prosecutor 
legislatIOn IS not approved by the People's Assembly) should use a 
"case mODltormg form and schedulIng order" developed by the AOJS 
court admmlstratIOn speclahsts and approved by MOJ (See 
AppendiX B for a prehmmary draft of such a form) 
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Judges In the courts offirst Instance must now handwnte decIsions to have them 
typed by court staff typiStS As part of the AOJS project, automated assIstance WIth 
deCISion preparatIon IS expected to be an early step To aId the effiCIency and reduce tIme 
spent by Judges In the more repetItIve parts of the deCISIOn-preparatIon process, It IS 
deSIrable to Identify the parts of deCISIOns In which "stock language" IS used so that more 
deCISions can be prepared In pre-establIshed formats, both manually and WIth the 
assIstance of computers 

Recommendation 10 Format of Declswns With the aid of 
AOJS court administratIOn speclabsts, judges from the pdot courts 
should develop agreed formats for written deCISIOns that can be pre
prmted on paper or prmted out by automated word-processmg 
software, so that judges preparmg deCISions can spend less time 
laborIOusly wntmg baSIC prehmmary mformatIon and a greater 
percentage of their time researchmg the law, studymg their cases, and 
craftmg the Judgment m their cases Streambned practIces for 
deCISIOn preparatIOn should be the subject of educational sessIOns 
presented for judges by NCJS 

As part of theIr work under the AOJS project, systems analysts from Systems 
Research Egypt (SRE) Will have gathered examples of all documents assocIated With case
processing In the Ismalha and North Cairo by mId-June 1997 The results of theIr work 
effort wIll proVIde a firm starting pomt for forms reVISion efforts under the AOJS project 

Recommendatwn 11 Completing Forms RevISIOn. The forms 
gathered by SRE systems analysts from IsmallIa and North Cairo 
should be used by AOJS court administratIOn speCIalIsts, MOJ, and 
pdot court representatIves as baSIC reference materials for a broad 
forms reVISIOn process m keepmg with the forms prmclples articulated 
m RecommendatIon 7 As a further general prmclple, the objective of 
the broader forms revISion effort should be to have as few forms as 
pOSSIble to deal responSibly With all of the matters that such forms 
must address As the body of MOJ-approved forms grows, plannmg 
should be undertaken for NCJS-sponsored educational programs or 
WrItten materIals for attorneys, court staff and cItizens on how such 
forms should properly be completed 

3 Processmg documents and fees The mtroductlOn of computers WIll not help 
shorten the tIme It takes to deCIde CIVIl and commerCIal cases In EgyptIan courts of first 
Instance unless It IS done In connectIOn With effective caseflow management and the 
streamlmIng of the way that cases now progress from InItiatIon to conclUSion Among the 
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areas In whIch such streamlIrung can occur are (a) the case InItIatIon process, (b) 
I~ 

estImatIon and collectIOn of fees, and (c) nucrofilmmg of actIve records -

Recommendanon 12 Reengmeenng Process With MOJ 
representatives and pilot court officials, AOJS court admmlstratlOn 
specialists should design streamlmed procedures for CIVil and 
commercial case processmg These should mclude reforms to permit 
parties and attorneys to complete all case mltiatlOn m one step and at 
one office m the court bulldmg To accelerate case mltlahon, court 
personnel should stafT several "front counter" statIOns each day to 
receive and begm processmg Writs of summons The statutory 
reqUirement that parties mltlatmg cases have all supportmg 
documents accompany the writ of summons should be enforced, and 
clerks should be authorIZed to reject filIngs that do not meet thiS 
reqUirement 

After papers have been receIVed at a pilot court's "front 
counter," all file creation and other case processmg steps for 
movement of cases to the Civil prosecutor and the CirCUit clerk for an 
assigned panel should be mternal steps not mvolvmg parties or 
attorneys 

Other steps to streamhne the case pi ocess should be the reform 
of fee estimation and collection (see RecommendatIOn 13), ehmmatlOn 
of mlcrofilmmg for active records (see RecommendatIOn 14), and 
addition of caseflow management by a CivIl prosecutor (see AppendiX 
B) The streamlmmg suggested m thiS report should be refined m 
hght of the detailed analYSIS of case-processmg steps completed under 
the AOJS project by SRE systems analysts 

When these steps have been approved by MOJ, NCJS
sponsored educational programs and MOJ clerk's manuals should 
prOVide gUidance for court stafT on proper case-processmg steps 

RecommendatIOn 13 Fee EstImatIOn and CollectIOn. The one
stop case Imtlatlon process m the pIlot courts should mclude all steps 
necessary for estimatIon, review and payment of court fees In 
addition, the court person recelvmg documents should be authOrIzed 
as well to receive fee payments and Issue receipts The court stafT 
person who now receives fee payments and IS operatIOnally 

1_ Famtly cases mvolvmg support pa} ments prescnt somewhat dlffcrcnt ISSUCS than gcncral CI\ II cases 

and commercial cases To streamlme and c'\pedlte the process m famlh cases m\ 01\ mg support 
pa)ments It might be deSirable for e'\ample to hasten the proViSion of mfonnatlOn to the court about 
parties finances by proVldmg that the plamtlff complete a finanCial statcmcnt fonn provided b\ the court 
\\ Itl11n a stated penod of tIme after case mltlatlOn and that such a fonn be attached to a \\Tlt of summons 
\\lth directIOns that the defendant similarl) complete the fonn mthm a slated penod of tIme after service 
has been acknowledged 
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responsible to the Treasury should be redesignated as a fee auditor to 
review the accuracy of fee estimates and receipts 

The proportion of fees collected at case mltiatIOn should be 
changed as well To reduce elapsed time later In the court process 
after final decIsIOn and before executIOn of that deCISion, the 
postdeclsIOn process of execution on fees should be virtually 
ehmlnated by haVing all estimated court fees paid at the time of case 
mltiatIOn 

RecommendatIOn 14 Mlcrofilmmg The current practice of 
microfilming active case documents should be ehmlnated With 
adVice from AOJS court admlmstratlon and court automation 
speCialIsts, and as part of the development of ItS Improved archIVing 
and records retention pohcles for inactive case files (see 
RecommendatIOns 20 and 21 under "FIling systems and archlvmg"), 
MOJ should conSider alternative technologies for keeping mactlve 
records m an electromc medIUm 

The current orgaruzatlOn of offices for court personnel and Intenor layout of pIlot 
court faCIlities do not now faCIlItate effiCient case proceSSIng for Civil and commercIal 
cases Such a problem can only be dImlrushed by payIng greater attentIOn to case 
proceSSing when plans are beIng made for new or renovated court faCIlItIes 

Recommendation 15 PapeTjlow and FaCilities MOJ should gIVe due 
conSideration to effiCient paperflow when plannmg future court faCIlIties 
constructIOn or renovation 13 

4 Court hearings There are two aspects of practice WIth regard to court 
heanngs that ment attention here FIrst, the scheduling of court heanngs by CIVIl or 
commercial supervIsors and by CirCUlt clerks has a dIrect effect on the work to be done by 
Judges SItting In the panels of the courts offirst Instance, and It IS deSIrable for schedulmg 
to be done In a maImer that (a) serves the court's caseflow management obJectives, and 
(b) does not Impose undue conflicts and burdens on the Judges Second, the manner m 
which minutes of court heanngs are made m the courtroom by ClrcUlt clerks has been 
Identified as a problem m both of the pIlot courts 

Recommendation 16 Schedulmg Hearmgs The CIVal 
prosecutor and the panel Judges should direct the number of cases to 
be set for hearing on any gIVen date m keepmg With the caseflow 
management objectives of the court The court automatIOn system 

13 For further mfonnatIon see the court faCIlItIes plannmg references CIted In the second footnote to 

RecommendatIon 5 
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14 should provide management mformatlon IS support of this effort 

The number of cases assigned for 100tiai hearmg on any given date by 
the civil or commercial supervisor should be coordmated with the 
number of adjourned cases scheduled for the same hearmg date by a 
CirCUit clerk. The relatIOnship of scheduhng practices to caseflow 
management should be addressed In educatIOnal programs for Judges 
and court staff 

A separate Issue relatmg to records management and court hearmgs has to do with 
the record made of what has transpired m a court heanng on any given case The current 
practice IS for CIrCUIt clerks to make wntten nnnutes of court heanngs In the pressure of 
such proceedmgs, such mmutes may often be Illegible, or they may not capture with 
preCIsIon what an attorney or party has stated to the court on an Issue that IS matenal to 
the court's determmatIOn of a case 

In theIr consIderatIOn of steps that nnght be taken to remedy thIs problem, MOl 
officIals have consIdered the mtroductIOn of "court reporters" takmg a verbatIm record m 
stenographIc ArabIc or such technologies as computer-aIded transcnptIOn, audIO recordmg 
or vIdeo recordmg If the problems that have been expenenced m the management of 
court reportmg services m Amencan courts are relevant, 15 It would be desIrable for MOl 

and pilot court officIals to be very cautIOus about mtroducmg stenographic court reporters 
or expensive technology to a CIVIl law court process that IS designed to bUIld a 
comprehensive wntten record of court proceedmgs 

Recommendatzon 17 Record o/Hearmgs With assistance and 
adVice from AOJS court admmlstratlon specialIsts, MOJ should 
carefully weigh the costs and benefits of different alternatives to 
current approaches for preparation of the mmutes of court 
proceedmgs The combmatIOn of (a) revlsmg the form for mmutes of 
court hearmgs, (b) educational program emphasIs and ongomg panel 
judge emphasIs on leglblhty m clerks' notes, and (c) the avaIlabilIty III 
the courtroom of vOice-dictatIOn eqUipment for judges, may together 
present an effective way to assure an accurate record of proceedmgs 

14 See scheduhng management mfonnatlOn m the Fnesen Plan at pp 8-9 

15 See for example, DavId C Steelman Afanagement of Court Reporting SerVices In Connecticut (North 

Ando .. er MA Nauonal Center for State Courts 1979) DaVId C Steelman \fanagement of Court 
Reporting Services In New Jersev (North Andover MA NatIOnal Center ror Slate Courts 1979) Bcatnce 
P Monahan and DaVid C Steelman Court Reporting A Iternallvesfor the Orange Countv Florida 
OrcUit Court (Williamsburg V A NatIonal Center for State Courts 198.J) Da .. Id C Steelman -lsse.'>.'>lng 
the teaslbllity of Introducing Videotape to Make the Record of Court Proceeding" In the CircUit Court 
for the Ninth JudiCial Orcult of Michigan (North Andover MA NatIOnal Center ror State Courts 1986) 
and DaVId C Steelman WIlliam Slate III and WIlham E HeWitt Cnterlafor Evaluating Court 
Reporting Alternatives In the Trwl Courts of Greater Toronto Canada (Williamsburg V A NatIOnal 
Center for State Courts 199.J) 
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5 FIlmg systems and archlvmg Every court must have places to store case 
records m an orderly manner so that they can be found when needed A well-designed and 
effiCient fihng system can promote staff morale and foster Improved service to court users 
In the pilot courts, case filmg systems are needed for files storage m areas that mclude the 
followmg case IrutlatlOn, rrucrofilmmg, active cases Wlth Circuit clerks, active cases With 
experts, cases awrutmg completIOn of execution on fees and deCISions, closed cases m 
archives, and cases on appeal A major area of attentIOn has to do With filIng systems for 
active case records In some parts of the two pIlot courts, AOJS project staff members 
observed active case files stored m piles and otherwise m circumstances needmg 
Improvement 

RecommendatIOn 18 Fllmg System Improvement. The AOJS 
court admmlstration specialIsts should work With MOJ and pilot 
court offiCials to define filIng system needs for actIVe cases ThiS 
should mvolve four baSIC steps 16 

a have a records mventory and filing system survey completed 
by Civil and commercial supervisors, 

b proJectmg future case volume, determme how large the 
fihng system needs to be for each category of active cases and how 
fihng systems need to be arranged, 

c recommend any needed changes m active case filmg system 
eqUIpment (e g , whether lateral filIng, hangmg files or file cabmets 
are most deSirable), and 

d relate declSlons on filing systems to such filIng-system 
supplIes as file folders, out-cards and color codmg (See 
Recommendations 4 and 5 ) 

AOJS court admmlstratlOn speCialIsts should also consult With 
MOJ on general court facIlities matters as they relate to space needs 
for active records storage Court faCIlIties plannmg by MOJ should 
mclude attentIOn to such space needs 17 

NCJS-sponsored educational programs and MOJ-prepared 
clerk's manuals should provide mstructlOn for court staff on the 
proper operatIOn of filing systems for active cases 

Closed cases m the North Cairo Court of First Instance are the responslblhty of the 
court's chIef archIVist, who appears to be a hIghly capable expenenced and conscientious 

10 See Dibble Records Management pp 28-38 
17 In tills regard, the court faclhUes references Cited In the second footnote to RecommendaUon 5 should 

be consulted 
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man He IS an appropnate person to oversee an Important facet of court operatIons 
DespIte all rus efforts, however, arcruvmg m the court IS a senous problem 

Case files are arcruved m the basement of the court buddmg where ventIlation IS 
poor, hunudity IS hIgh and natural lIght IS lInuted Wlule all cases m which deCISions were 

rendered more than 15 years ago are supposed to be forwarded to a national archIve 
center, that faclhty IS too crowded to accept case files from the North Cairo court, With 
the result that the arcruve contams many case files much older than 15 years Because 
there are too many case files for the amount of storage space avaIlable, files are pIled on 
the floor everywhere between file cabmets Smce the archIve staff no longer have sturdy 
cardboard covers In whIch to group mactlve case files, they bound files With rope untIl 
they ran out of avatlable rope There are sectlOns ofthe archives that are accessIble only 
With difficulty If an archIVIst were m one of those sectlOns when a fire broke out among 
all of the paper files strewn on the floor, he would not be able to escape and would be 
IncInerated WIth all of the court's mactlve case records 

RecommendatIOn 19 North Calro ArchIve .. AOJS court 
admmlstratlOn speclahsts should assist MOJ and the chief Justace of 
the North CaIro Court of First Instance WIth planmng for Immedaate 
steps to address the crItacal and dangerous problem With mactIVe 
records archIvmg m North CaIro 18 These steps should mclude 

ehmmatlOn of fire and other safety hazards and removal of pests and 
vermm, removal of files for cases over 15 years old to ofT-site storage, 
removal of case files from the floors between file cabmets, prOVISIon of 
records storage boxes for all mactave records, commencement of 
streamhnmg file contents after appeal periods have passed to remove 
all but essentIal papers necessary as long-term case records, and 
plannmg for other archIVmg space that meets appropnate safety and 
environmental consIderatIOns 19 

WhIle steps that should be taken to Improve the North CaIro archIves are a 
response to Immediate and grave problems, they also relate to systematic long-term efforts 
that must be taken to address mactlve records storage and records retention Issues of 
general applIcatIon m all the courts of Egypt It appears that the natIonal storage center 
for Inactive records does not have adequate space for the growmg demands bemg placed 
on It In fact, thIS suggests that there IS room for Improvement m the current polICies and 
practIces relatmg to court records retentlOn and destruct lOn, smce records-retentlOn 
schedules are the pnmary tool to be used m managmg the accumulatIOn of records 

18 The AOJS court adminIstratIOn consultant has observed the settmg for archl\ mg inactIVe records m 

Ismatha which does not appear to face such due circumstances as those present 1Il North Cauo 
19 See Dibble Records Management pp -lO-l I and 48 
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Recommendahon 20 Inachve Records Storage. With advice 
from AOJS court admmlstrahon speclahsts, MOJ should develop and 
Implement a comprehenSive plan for archlvmg mactlve records, us 109 

solutions to the archive problems m North CaIro as a startmg pomt 
"0 The steps to be taken 10 developmg such a plan should mclude -

a as a startmg pomt, have the chief archivists m the pilot 
courts conduct an mactIve records mventory and fihng system survey 
to determme the volume of current records, 

b make projections of what future machve records archlvmg 
needs wIll be, 

c determme whether and for what duratIOn of time mactlve 
records storage must contmue to be m paper form, or whether 
mactIve records at some pomt (I e, some hme after the passage of 
tIme for appeal) might be stored m an electromc medIUm, 

d address optIOns for who wIll provide mactlVe records 
storage and where It will be, mcludmg m-house storage under court 
control, general government records centers at the local or natIOnal 
level, or commercIal records storage, 

e plan records storage facilities for optImal use of space, 
reasonable access, appropriate work space for stafT, and attentIOn to 
safety and environmental consideratIOns, 

f IdentIfy and procure necessary mactlve records storage 
eqUipment (such as steel-frame warehouse shelvmg) and supplies 
(such as records storage boxes and out-cards), 

g based on experience with the pdot courts, replIcate steps "a" 
and "b" above m order to develop a national plan for storage of 
mactIve records, and 

h through NCJS-sponsored educational programs and 
manuals for archIVists, provide gUidance to court stafT on 
management of archives and mactIve records storage 

Recommendahon 21 Records RetentIOn. With adVice from 
AOJS court admmlstratIon speCialIsts and others, MOJ should 
develop records retention polices to define how long mactlve case files 
must be retamed, definmg which can be destroyed and when, and 
determmmg which might have legal, hIstorIcal or research value to 
warrant bemg kept permanently, and m what medIUm (whether 
paper or electroDlc) Attention should be given to streamhnmg case 
file content, to purge such thmgs as duphcate copies, service copies, 
correspondence concermng transmIttals or schedulmg, handwrItten 
notes or drafts, and any other documents not essential to the final 
record of a court decIsion Fmally, MOJ must see that regular 
apphcatIon of retention schedules becomes part of the routme 

~o 

- See Dibble Records Management pp 38-43 
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practices of court personnel This can be done through NCJS
sponsored educatIOnal programs and MOJ manuals, as well as 

"'I through periodic mspectlOns ~ 

C Methodology for Implementmg Recommended Reforms 

The development and ImplementatlOn of refonns such as those suggested here 
cannot succeed without active cooperatlOn and coordmatlon wlthm the AOlS project 
office, between AOJS project staff and representatives of Mal, and between AOlS and 
MOl representatives and the Judges and staff of the pIlot courts Without such 
cooperatlOn and coordmatlOn, the refonns as Implemented Will not have the support of all 
the key participants m the courts and wIll have httle chance for achlevmg their objectives 

I CooperatIOn among AOJS, MOJ and pdot court representatives The 
process of mtroducmg such reforms as those recommended here may mvolve dramatic 
changes In the way that Judges and court staff m the way that they carry out their day-to
day actiVIties It IS predictable that AOlS and Mal representatives Will encounter 
difficulties as they undertake such changes -- "blank stares, muttenng, foot-draggmg and 
subtle sabotage that turns a good plan mto an unworkable mess":!Z To aVOId such an 

outcome, AOJS and MOJ must work. closely With the chief Justices, Judges and court staff 
m the pdot courts to assure that the reforms as Implemented recogmze day-to-day realIties 
In the pilot courts and are champlOned by local Judges and court staff leaders 23 The AOlS 

court admmlstratlon speCialists and the MOl haIson to the project have already begun 
work. In thiS area by spealang together to the cruefJustlces and some of the Judges In the 
pilot courts 

RecommendatIOn 22 Core Commlttee and Change Teams As 
the primary vehicle for Implementmg such reforms as those 
recommended here, the Implementation effort should proceed under 
the gUIdance of a "core committee" mcludmg as a minimum the AOJS 
court admmlstratlon speCialists, the MOJ halson to the project, and 
the chief Justices of the two pilot courts. With other AOJS and M OJ 
participants as needed In each pdot court, the core committee should 
work with "change teams" -- a team of 3-5 judges and a team of court 
staff supervisors, which might mclude the court admmlstrator, the 
chief archiVist, the Civil supervisor and the commerCial supervisor 

~I 

- For detaIled diSCUSSion of records retentIOn consideratIOns sec Dibble Records \/anagement pp 44-

49 

:!:! Wilham Bndges Managmg Transltrons \faJ..mg the Most ofChanf!e (Readmg Massdchusetts 

Addlson-Wesle) 1991 ) I\, 
~3 

- On the deslrablhty of routme consultaUon and declslonmakmg among ke'r paruclpanlS m the 

lIuprO\ement effort see the diSCUSSion of the Program Team In the Fnescn Plan at p 7 
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AOJS and MOJ efforts m this regard should follow steps 
already taken as part of the process of gathermg mformatlon for this 
report While the judge teams and court staff teams mIght at first 
work separately wIth AOJS and MOJ representatives, It would 
ultimately be desirable for judges and court staff supervIsors to 
coordmate and share thell perspectIves and efforts The members of 
these change teams should be viewed as candidates to serve 
subsequently as teachers m NCJS-sponsored educational programs 
for their peers and subordmates 

AOJS and MOJ should work together closely to determme (a) 
what part of the reform Implementation steps recommended m thIS 
report can be carTled out directly by AOJS project staff m 
coordmatlOn with MOJ and pilot court representatives, and (b) which 
steps must be carTled out primarily by MOJ and pdot court 
representatives With advice and assistance from AOJS project staff 

2 CoordmatlOn With AOJS and MOJ educators The process of 
Implementmg such reforms as those suggested here will be a mutuallearmng expenence 
for AOJS MOl and pilot court representatives CoordinatIOn of the ImplementatIOn effort 
WIth the AOJS project educators will help the ImplementatIon team to address difficulties 
m the Implementation process and at the same tIme permIt the ImplementatIOn effort to 
have the supplemental consequence of servmg the proJect's educatIOnal objectives One 
of the objectIves of the ImplementatIOn effort can be for the pIlot court representatives 
partIcIpating In the ImplementatIOn effort to be educators In programs for Judges and court 
staff sponsored by the NatIOnal Center for JudICial Studies (NelS) 

Recommendation 23 EducatIOnal DImenSIOn of Reform. From 
ItS begmnmg, the process of Implementmg reforms m records 
management and case processmg should be coordanated With the 
AOJS educatIOn team and WIth the leaders of NCJS ThiS should be 
done not only to Identify pOSSible records management and case
processmg educational programs to be developed under the aegis of 
NCJS, but also (a) to coordanate the reform effort suggested here WIth 
casetlow management reforms/4 and (b) as a means to "tram the 

tramers" m such educational programs, and more ImmedIately to 
assure success m the change process Itself 

AOJS and MOJ should work together closely to determme (a) 
how much of the educational steps recommended an thiS report can be 
carned out directly by AOJS project staff an coordmatlOn With MOJ 
and pIlot court representatives, and (b) which steps must be earned 

2-1 On recommended trammg WIth regard to Issues of caseflow management see the Fnesen Plan pp 10-

12 
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out prlmanly by MOJ and pdot court representatives with advice and 
assistance from AOJS project staff 

3 CoordmatlOn wIth automatIon Improvement effort Court automation IS a 
tool to support caseflow management,25 case-processmg and other court actIvities, and an 

automated case mformatlon system will become an mtegral part of court recordkeepmg 
activities m the pdot courts and other courts offirst mstance ImplementatIOn of such 
records management and case-processmg reforms as those recommended here must 
therefore mterplay closely with the ImplementatIOn of court automation 2b 

RecommendatIOn 24 Records and AutomatIOn. In the 
ImplementatIOn of such recommendatIOns as those offered here, the 
AOJS court admlDistration specialists should work closely with the 
AOJS court automation specialists to ensure (a) that court 
automatIOn work products support day-to-day caseflow management, 
records management and case-processmg actIvItIes of judges and 
court staff (as determmed by the "core committee" and "change 
teams" mentIOned above m Recommendation 22), and (b) that 
reengmeermg efforts anticipate court automatIon deSign features 

AOJS and MOJ should work together closely to determme (a) 
which of the court automatIOn ImphcatlOns of reforms recommended 
m this report can be carried out directly by AOJS project staff m 
coordmatIon wIth MOJ and pdot court representatIves, and (b) which 
steps must be carned out pnmarIly by MOJ and pilot court 
representatIves with adVice and assistance from AOJS pi oJect staff 

D CriterIa for Success 

In order to deterrrune whether the recommended administrative reforms suggested 
here for records management and case processmg have resulted m Improvements m the 
pilot courts, It IS Important to have mdlcators of success The followmg cntena are 
suggested 

~5 

- See the dlscusslOn of 'management mfonnatlOn system' In the Fnesen Plan at pp 8-10 

2., Whatever IS done by AOJS project staff wIth regard to famIly cases It IS uuperatl\ c that the court 

automatlOn S) stem developed under the project not be mcompatlble \\ \th bemg appllcd to fannl) cases 
There are several wa)s m which famIly cases are dIfferent from commerCIal or general CI\II cascs Not 
the least of the differences IS that a famIl) rna" come before thc court SC\ cral tImcs for rchef ,md that a 
famIlv case may be under the court s Junsdlctlon for 21 years (the duration of a child s mmont\) or longcr 
after the court has entered an 1I1itlalJudgmcnt or deCISion The automatcd S\stem dc\eloped for MOJ 
should be able (a) to check when famlh parties have prevlOusl) been beforc the court and (b) to 
accommodate subsequent proceedmgs (e g to enforce or modIi) a support \lsltatlon or custod\ order) 
after the court s lrutlal final deCISion \nth regard to the family members 
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RecommendatIOn 25 IndICators of Success As measures of the 
extent to which the ImplementatIOn of admlDistratlve reforms relatmg 
to records management and case processmg have been successful, the 
followmg Criteria for success should be employed 

a Percentage of time consumed by various case-processmg 
procedures m the progress of cases to dispositIOn, 

b number of court procedures streamhned and slmphfied, 
C ease of case file use by cIVil prosecutors and Judges, 
d time needed by Judges to prepare deCISions, 
e ease of access to case mformatlOn by court personnel 

entermg data m courts' automated case mformatlOn system, 
f availability of mformatlOn needed for caseflow management 

by the JUdiCiary, and 
g availability of mformatIon for MOJ oversight of court 

operatIOns and the JudiCIary 
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III PROPOSED ACTION PLAN WITH PRIORITIES 

While all of the recommendatIOns offered above are slgmficant theIr 
ImplementatlOn if accepted and approved cannot and should not be undertaken all at the 
same tIme Tills 16-step actlOn therefore suggests a phased effort to mtroduce the 
reforms Tills plan suggests a three-stage effort matters of hIghest pnonty that should be 
addressed Immediately m the work under the actIon plan, a second-stage set of efforts that 
would commence before the end of 1997, and more long-term efforts that would 
commence after the begmrung of 1998 and be undertaken m an order and under a 
tImetable agreed on m the "core commIttee" recommended above 

The analysIs and recommendations offered m the precedmg sectIOn are addressed 
to both the AOJS project team and the officials of MOJ In contrast, thIs proposed action 
plan IS dIrected przmarlly to the AOJS project team (and partIcularly the AOJS court 
admInistratIOn speclahsts), With the details of ItS ImplementatIon to be worked out m 
consultation WIth MOl offiCials, assummg that all or most of the 25 recommendatIOns 
offered above are accepted and adopted by AOJS and MOJ 

MOl has emphaSIzed that pnonty should be given to the North CaIro Court of 
First Instance With Improvements m the Ismalha Court ofFm,t Instance to follow ThiS 
plan contemplates that pnmary focus by the AOlS court adminIstratIon specialIsts must 
therefore be on the North Cairo court Yet that the Chief JustIce and the change teams 
from the lsmalha court should partIcIpate from the begmnmg In the effort to Implement 
such reforms as those recommended here, not only to offer the value of their observations 
and perspectIves, but also to undertake any file and forms reVISIon manual reengmeenng 
and other Improvement steps that may be appropnate or deSirable before the IntroductIOn 
of automatIOn Improvements m the Ismalha court 

A HIghest Priority Reform Efforts 

Among the matters addressed m the analYSIS and recommendations above there 
are certaIn Issues that warrant prompt InItIal attention These mclude the creation of the 
core com1TIlttee and the change teams, on whIch other steps m the actIOn plan depend for 
their success, attentIOn to the urgent arcillve problem m North Cairo, prompt review of 
case file and wnt-of-summons revIsions to demonstrate that the project can make positive 
changes qUIckly, IntroductIOn of an agreed Intenm case-progress mOnItonng form as a 
means to support new caseflow management efforts, and c1anficatlOn of Initial process 
reengmeenng changes In a timely manner to support automatIOn Improvement planmng 
At their earlIest opporturuty, the AOlS court admInistratIOn speCIalIsts should take the 
follOWIng steps 
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/ Wah AOJS educators, MOJ representatives, and ptlot court leaders create and begm 
work with the 'core committee" and the "change teams' (see RecommendatIOn 22) 
a\ the primary vehicles through which to refine and Implement such reforms as those 
!JlIggested here (Smce work has already begun m thlf) area this task should be 
wmpletedwlthm two weeks after commencement of work under the ActIOn Plan) 

2 With the core committee and especially members of the North Cairo change teams, 
develop a plan for MOJ and the North Cairo Court of Fm;t Imtance to begm 
addresslllg the cntlcal and dangerous records storage prohlems m that court's 
aI chives, uSlllg thiS effort as a fir~t step m broader plalll1l1lg for archives 
Improvement m [smallra and other courts offirst mstance (See RecommendatIOns 
/8-21) (Achieve approval of malal archive Improvement plan wlthm two months 
after commencement of work under ActIOn Plan, and advlf)e on subsequent 
ImplementatIOn efforts thereafter) 

3 Beglll work Immediately wah AOJS court automatIOn ~peclaltsts, the core committee 
alld the change teams on reform of file folders and comellSlIS on a form for Writs of 
\lImmOnS, mcludmg notatIOn offee estimates and aformfOl acknowledgment of 
!'>erl'lce usmg thiS as an mltlal aUIVIty m the broader proceSf) of file control and 
fOlms reVIsIOn (See RecommendatIOns 7,8 and 11) (ALhleve approval of plans for 
file folders and these forms wlthlll two months after commencement of work under 
ACllon Plan, and adVise on subsequent ImplementatlOlI effOlt!'> thereafter by change 
leam\) 

-I Workmg wah AOJS court automatIOn speclalrsts, the core wmmlttee and the change 
team!'>, achieve consensus on the contents and use of a case momtorlllgform and 
\chedlllmg order to be used as part of a caseflow management Improvement effort m 
the prlot courts (See RecommendatIOns 7 and 9) (Achieve approval ofform wlthm 
two months after commencement of work under ACtlO1l Plan and make 
ImplementatIOn of the use of that form part of the ca\ej/o!4 management Improvement 
plan to be developed with the core commJltee and the change teams) 

5 Workmg wah AOJS court automatIOn speCialists the core committee and the change 
leams complete an mltla! deSIgn for the reengmeermg of the manual paperflo.v 
process m the pilot courts, thereby aIdmg the AOJS court automatIOn speCialists m 
thell plannmgfor automatIOn support (See RecommendatlOl1'l 12-15) (Coordmate 
progress of efforts With AOJS court automatIOn specla/tst!J, wah a prelrmmary target 
completIOn date of September 15 1997, for general reengllleenng deSign, and 
coordmate thereafter With change teams on the detatls pilot court ImplementatIOn) 

6 Gather baselme data agamst which to measure progre'i'i under the ImplementatIOn of 
reforms m terms of cntena for success adopted for the reform effort (See 
RecommendatIOn 25) (Complete data gathermg by the end of calendar-year 1997 ) 
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B Second-Stage Reform Implementataon Steps 

After the SIX lugh-pnonty steps noted above are taken there IS another group of 
steps that should follow These could be refined and lrutlated sometIme after Fall 1997 
and be a set of proposed activities for completion largely dunng calendar-year 1998 

7 Assist AOlS educators m adVlsmg MOl and NelS on the development of educatIOnal 
programs, manuals and other steps to educate and gUide Judges cOllrt staff and 
attorneys m court operatIOns with records management and ca'ie-processmg reforms 
Implemented m keepmg wllh such recommendatIOns as th05e offered here 

8 Work With MOl and pilot court representatives on the mtroductlOn oflmprovedfilmg 
SY5tems for active and mactlve records (See RecommendatIOns 18 and 20 ) 

9 AdVise MOl on caseflow management and oversight of records management and case 
processmg by CIVIl prosecutors, IIlcludmg attentIOn to the \chedul/l1g of court 
hearings (See RecommendatIOns 2 and 16 ) 

10 Work with the "core commlltee' and "change teams /0 advl'ie on the development 
and ImplementatIOn of common forms file security 5tep!'> alldformat!'> for written 
deu\lOns (See RecommendatlO/l5 5 7 and 10) 

11 Ad\'l'ie MOl on Issues relatmg to the pOSSible ei1mmallOlI of microfilmlllg of acllve 
cOllrl1 ecords (See RecommendatIOn 14 ) 

c Long-Term Reform Implementataon Steps 

There are several other activIties suggested In the analYSIS and recommendatIOns 
that are eIther of lower pnonty than the above actIvItIes or may take conslderaoly longer 
than 12-15 months to proceed from inItiatIOn through deSIgn completIOn, pliot 
ImplementatIOn and testing, and formal approval by MOl for broader applIcatIon These 
actIVitIes should probably be placed In sequence for InitIatIon In 1997, even If they are not 
to be undertaken untIl 1998 or later 

f 2 Work With MOl on the development of appropriate recOld!'> retentIOn schedules and 
poi1cles (See RecommendatIOn 21 ) 

f 3 AdVise MOl on Issues relatmg to malang the record of COllrt hearmgs (See 
RecommendatIOn 17 ) 

f -I Complete work acivlsmg 'core committee' and chang!! teams all the development 
of common forms m keeplllg With recommended form!'> 'itandarw (See 
RecommendatIOn 7 ) 
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15 Gne advice on any efforts by MOl to develop m-hou'le capaclfy to have long-term 
COllrt facllllles plannmg reflect the applicatIOn of relevant court admmlstratlOn 
WlHlderatlOllS (See RecommendatIOns 5, 15, 20 and 21 ) 

16 Gather datafor comparrson with baselme data, by which to measure progress under 
the ImplementatIOn of reforms III terms of crzterrafor sllcces~ adoptedfor the reform 
effort (See RecommendatIOn 25) 
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APPENDIXA. 

PRELIMINARY DRAFT FORMAT FOR WRIT OF 
SUMMONS, WITH SAMPLE COMPLAINT FORMS FOR 

CIVIL CASES IN US FEDERAL DISTRICT COURTS 

A-I 



MOl Fonn No (Re",sed Draft 2/6/97) Page 1 of 4 

WRIT OF SUMMONS 

COURT OF FIRST INSTANCE 

Attorney Name PlamtlffName 

Address National Number 

Defendant Name 

Attorney Signature NatIonal Number 

Power of Attorney No 

CIvIl Case No 

D Power of Attorney Attached Case Type 

To the Defendant 

In the above-stated matter, \ ou are hereby summoned to appear at the above Court before 

(pand number or name of cIVIl prosecutor) at (time) on (date) You are further directed to submIt a memorandum 

III rc. .. ph to this \\ nt to (name of cIvIl prosecutor or CircUIt clerk) not later than (date) FaJiure to respond to the 

dm .. cuons In thiS summons may result m the ent", of a defaultjudgment In favor of the above -named plamtIff 

SERVICE AND ACKNOWLEDGEMENT 

A Under Penalty of PerJury, I, (name of server), hereby certIfy that 

D Service was made on the defendant 
(name) 

at on 

D ServIce was not made because 
(address) (date) 

(reason) 

BI , hereby acknowledge receipt of service 
(name) 

Datl.. SIgnature 

(Defendant) 



MOl Fonn No (ReVIsed Draft 2/6/97) Page 2 of 4 

REQUEST FOR RELIEF 

Based on the facts set forth below, the plamtlff demands that the defendant _______ _ 
(stat!;! rehd requested) 

The plamtlff also seeks to recover from the defendant the costs of thIS case and such other 

rehef as may be proper 

Rehef IS requested under the followmg statue(s) ______________ _ 

D All documents that statutory section ________ reqUires be filed with thiS 

WrIt of summons are attached 

JURISDICTION AND PARTIES 

The Plamtlff complams of the defendant and shows the court the followmg 

1 The basIs for the court's JUrISdictIOn m tlus case IS ____________ __ 

(allegatIOn of JunsdictIOn) 

2 The Plamtlff resides or has a busmess at -------------------
(address) 

3 The defendant resides or has a busmess at -----------------
(address) 

4 Other defendants are 

National Number Address 



MOl Form No (ReVIsed Draft 2/6/97) Page 3 of 4 

BRIEF STATEMENT OF FACTS SIPPORTING REQUEST FOR RELIEF 

(Must be typed Use next page If necessan ) 



MOl Fonn No (ReVIsed Draft 2/6/97) 

VERIFICA TION 

Thl, Plamtlff hereby states that the foregomg statements are true and correct The plamtIffs 

'lttornc\ certIfies that all statutory reqUirements governmg \\nts of summons have been met 

Page.t of 4 

Date ----------------- Signature _______________ __ 

(Plamtlff) 

Date ________________ _ Signature _______________ __ 

(Plamtlff Attorney) 

STAMPS 

Law Syndicate Fee Auditor Clerk SUpl,r\ Isor 
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Actions in District Court 

Pracbce-onented forms for FederaJ 
JudiCIal and adminIStrative pm-
ceedlngs exhaustively annotated 
keyed to the substantIVe and proce
dural law Integrabng procedural 
and pleading pnnclples with statutes. 
court rules. adrmnlStratrve regulattons. 
checklists, and checkpoints 

Sections 1:1-1:2006 

1993 

1111. 
L1wyers Cooperative Pubhslung 
AqUeduCt Bnildmg. Rochesler New York 14694 
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ACTIONS IN DISTRICT COURT § I 141 

of tbe cllUm showmg that the plamuff IS entitled to rebef and a demand 
for Judgment for the relld the platntlff seeks IS A platnuff n~ not set out 
10 derall the facts upon wluch the plamuffs clatm IS based JI Thus fOT 

example. a Federal Court of Appeals cannot reqwre tnalJudges to demand 
that complaInts under 42 uses § 1983 state ""lth factual detatl and 
paruculanlv the baSIS for the claIm since such a helghtened standard 
cannot be reconaled WIth the hberal svstc:m of nouce pJeadmg under 
FRe? 8(a)(2) :II 

Each claun founded on a separate transactlon Or occurrence must be 
Slated In a "eparate count tn [he complamt whenever sIKh separauon 
facUltates the clear presental/.on of the maners ~et fonh· Reher m the 
alternauve or of several dIfferent types may be demanded If 

2 PROCEDURAL FORMS 

a COMPLAI~rrS GENERALLY 

§ 1-141 Complaxnt-Single count [FRCP 7(a), 8(a)] 

, 
Defendant. 

UNITED $TATES DISTRICT COURT 
FOR THE _'- DISTRICT OF --",,'--_ 

v 

3 DfVIStON 

eMI ActIOn, File No --,,5,"-_ 

COMPLAINT 

Plaintiff ---..7 __ complains of defendant and shows the eourt the follow 
109 

JURISDICTION 

I [Allege lunsdJctJon] 

2! FRCP S(oll 

2'- Conl~} \ G~n (l957) 5S!) US 41 2 L Ed 20 SO 78 S Q 99 9 S"IA I'D' Cas '''9 41 
S-"o\ LRJL\{ 2089 1 CCM EPD ~ 9659 "CCH LC ~ 71077 

!5.. l..e2thC'tllall v Tarratll Countv "arcou~ Intelhg~= &.. Coordmatlon t..n'l (1993 US) 122 
LEd 2d 517 ll~ S Ct 1160 93 COOS H93 93 DaU} Journal DAR 2747 8 BM IER. 
Cas 428 -; FLW Fed S 40 

t6. FRCP 100b) 

27 FRCPS{:a) 

1 Federal Forms 101 

.. 



ID PAGE 

§ I 141 ACTIONS I~ DISTRICT COURT 

PARTIES 

II 

9 [lden1Jfy p/alntJtf and show r9S1dence) 

111 

_t~ [ldentdy defendant and show r8SIdenCeI 

CAUSE OF A.CTION 

IV 

_11_ [Oescnbe facts 9JWI9 nse to cause of action] 

Wherefore pIaJntI1f demands 
1 _,2....-- [Speofy refl9f sought) 
2. That _ntJtf recover from defendant the costs of thiS action _'2..-

[and reasonable attorney's feesj and 

3 That pIaIntItf have such other and further rekef as may be proper 

(If reqt.ared. add venficatJon. as follows] 

VERIACATION 

State of _1L-- l ss. 
Q)unty of _17 __ J 

[Signature and address] 

I. _,,--- [name], pIamtJtf In the above-entltled actzon being first duly 
sworn. say that the foregotng complaint IS !rue and correct. 

[Signature of plambff] 

Subscnbed and sworn to before me on _'ILA __ • 19---1U-

[Signature and trttel 

NO~ 

PracUce AIdk 
Teds Compbuus ~y !7 F~ hoe L ED Pleadsngs ~d \iouol'lS U 6220-
62-44 

§ 1:142 Complamt-Multiple COunts-With same jurisdic
tional basis [FRCP 7(a), 8(a), See)] 

(captzon and tJtIe, see § 11411 

ARSTCOUNT 

PlamtJft complaIn$ agaInSt defendant and for a fu'st claim for rehef alleges-

_, __ {Allege jUt1SdIctIonaI facts} 

102 1 Federal Forms 

~!f~VA~A8LECOPY 
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ACTIONS IN DISTRICT COURT § 1 143 

II 

2 [Allege r8Sldence of partIeS] 

III 

, (Allege facts settang forth cIaun for rekef} 

IV 

c [Allege plamtlfFs damage or InJury resuItJng from defendant's acts 
or or'nISSIOnsl 

SECOND COUNT 

?IaIntItf compIaJns agamst defendant and for a second claim tor relief 
alleges. 

PlaJntrIf mcorporates Paragraphs s [paragraphs allegtng jUOSdIctIonl 
of pIaIntl1rs first eount agaanst defendant and makes such paragraphs a part 
hereof 

n 
, [ADege addrtlonal facts constrtutsng the second count~ 

III 

_7 __ [Allege plamtJff's damage or Injury resulting from defendant's acts 
or onlISSIOnS] 

Wherefore plaintiff demands 
On plalntJ1f's first claim for relief 

1. [Set forth each element of prayet JO separate paragraphl 
On pIambtt's second el8Im for relief 

1 , [Set fol'th each efement of prayer JI'I separate paragraph} 

[SIgnature and address1 

NOTES 

($er MUS m § 114/) 

§ 1:143 Complaint-Multiple COunts-WIth ddferentjuns
dictional basIS for each [FRCP 7(a), 8{a), 8(e)] 

[C8ptJon and btie, see § 1 1411 

FIRST COUNT 

PlaIntiff complains agaanst defendant and for a first cIaun for reh~ alleges. 

1 Federal Forms 103 

BEST AVAILABLE COpy 



PAGE 

§ 1 143 ACTIOf\.~"S I~ DISTRICT COURT 

II 

t [Allege re5ldence of parties) 

11\ 

, [Allege facts settmg forth eIaJm for relief} 

IV 

....... [Allege plalntrfrs damage or IOJUJY resulting from defendant's acts 
or QmIS:SIOnS] 

SECOND COUNT 

Pfalntltf oompIaIns ag&Inst defendant and for a second clam for rerl8f 
alleges: 

Plaintll mcorporates Paragraphs, [paragraphs stating restdenoe of 
partM3S and atrf other paragraphs that are applICable to second count) of 
plasntJll"s firs1 count and makes such paragraphs il part hereof 

1I 

• [Allege JUn$dlctIQn8l facts of second count] 

III 

.-7_ [Allege facts setting forth claim for ~HlIf sought m second count1 

IV 

a [Allege plaintIff's damage or IflJUfY resulting from plamttlf's acts or 
0I'IlIS$00S1 

Wherefore pIaJnbft demands: 

On pIaJntJ1rs tiM cIaan for reflef 

1. [State each element of prayer In separate paragraph] 

On pIalntlfrs second claim for relief 

1 _to...-- [State each element of pra~ m separate paragraph] 

Dated _n_ 19_1?--

[ScgnabSe and address} 

NOTES 

Pracltce AIda: 

TcW. Compbtnt contauung lDult,ple- Junschcuonal grounds 27 FED hoc:. L £0 
Plcadmp and Motions § 62 26 

104 1 Federal Fonns 
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ACTIONS IN DISTRICT COURT § 1 144 

§ 1 144 Complamt-In £astern DIStrict of North Carohna 
[ED NC Rule 3 06] 

THE UNITED STATES DISTRICT COURT 
FOR THE EASTERN DISTRICT OF NORTH CAROUNA 

WILMINGTON OIVlSION 
No_- -

JAMES T SMITH 
Plaintiff 

vs. 
AARON R JONES et aJ 

Defendants 

(ClOSIng) 
I OFFER OF JUDGEMENT 

Rule 68 F R Ctv P 

Thls.-1-day of January '990 

OF COUNSEL 
James M Jones 
Attorney for Defendant 
Jon9s. Jones and Jones 
Attorneys at Law 
1000 Broadway 
Post Office Box 500 
New York. New York 10050 
A1~212}5~12'2 

1 Federal Forms 

John B Counselor 
Attorney for Defendant 
Abbot Ball and Counselor 
Attorneys at Law 
200 Main Street 
Post Office Box 50 
RaIe.gh North carolina 27602 
AJ~919}818~7S7 

NOTES 

($H aorD m § / l4/) 

~E~fAVAILABLECOPY 
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IolI-\Y-..JIO-.:l 10 PAGE 

§ 1 145 ACTIO!\$ IN DISTRlcr COURT 

§ I 145 Complamt-In MIddle DLstrict of Tennessee 

I. TU UIlIHD HA~ .,un!~ c:oaH 
~ na: IU:DO{'~ OISTIUCT Of' l'QQI~ 

____ ---~~- Dn'ISIa. 

COIIJ'LAIIIT 

1. $t.~c tbe qroUAds fo~ f'l'~ th~. ea.c 10 Federal Coart 
(1Delud@ f~ral .t.~u~e5 aod/or U S Co .. ~a~v~aoa.l 
pCo~~.~oAa 1~ rou knov thea) 

2 Pl.~otitt 
__________________________________ cea.d.. .t 

~.~t=~c=c~t~.~~~~c~.~~----------------------' ~~~~t~r-------------

.tate 

Cif .. ~ tban one plaintlft prov~de tbe .... ,nto~ .. tIOG tor 
eaeb plalattle ~low) 

106 1 federal Forms 
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ACTIONS IN DISTRICT COURT § 1 145 

2 

3. DefeocSAat, _________ ---____ 11vea at, or It. 

&~P coo. 
(If .oce thaa one defen4aAt proyide the .... lAfocaatlon tor 
•• ch defeadaat belov) 

4 st.t~At Qf ~l.i- ($~te .. br~cflr •• ~a~ble tbe fa~a 
of your case De~crlbe hov eacb defc~At 18 lBYolyed. 
Icelude &lao the n..e. of otber per.onG lAYDlyed, datea, 
.ft04 places. a. _ .pecltlc _ po.al.blc. l'ou _y woe 
.4d~tl.oa.l paper ~f Acceo.ary): 

1 Federal Forms 

BEST AVAIl.ABLE COpy 
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§ I 145 ACTIONS I~ DISTRICT COURT 

J 

5 Prayer. to~ a.l!ef (ll.t Vb.t you v.at th. Court to do) 

a_ 

b. 

c 

, (W.) hereby ~.rtftr ~r pea.ley of ~rjgry that the aboye 
petit"QII "S true to til. b..t of -1 (oue' ",,£oc-_tloOR. kGowledge 
_d beh.' 

S19fted Ufo _______ day of _________ • 19 __ 

NOTES 

(Sq IIItItn m I I f.I I) 

108 1 Federal Forms 
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APPENDIXB. 

PRELIMINARY DRAFT OF PROPOSED CASE 
MONITORING FORM AND SCHEDULING ORDER 

B-1 



MOl Form No (Draft June 2 1997) Page 1 of 5 

CASE MONITORING FORM AND SCHEDULING ORDER 

_______ COURT OF FIRST INSTANCE 

(Plamttff's Name) CIVil Case No -------

(Defendant' s Name) Case Type 

I Case InItiatIOn Steps Before First Hearmg 

A All necessary documents to accompany wnt of summons 

D ProVided by plamtlff on 

D Not provided by plamtIff 

B Service ofumt of summons on defendant 

(Date) 

D Acknowledged by defendant 

D Not accomplIshed Attempted on 

C Reply Memorandum 

D Received from defendant on 

D Not received from defendant 

D Scheduhng Conference 

D Held by CivIl Prosecutor on 

o Not held 

II Case Schedulmg DirectIOns by Civil Prosecutor 

(Date) 

(Date) 

(Date) 

E D Because the Plamtlff has not alleged facts sufficient If true to support the exercise 

ofJunsdlctlOn by tills court, thIs case IS dIsffils~ed wIthout prejudIce 

Date ----------- SIgnature ___________ _ 

CIvil Prosecutor 



MOl Form No (Draft June 2 1997) Page 2 of 5 

II Case Scheduhng DirectIOns by Civil Prosecutor (contmued) 

F 0 This case will be dismIssed, and servIce of a wnt of summons wIll not be made on the 

defendant, unless the plaintIff submIts supporting documents reqUIred by statute on or 

before (Date) 

Date ------------------- SIgnature _____________ __ 

CIvIl Prosecutor 

G D Since servIce has not been made on the defendant 

(I) D The servIce department IS directed to __ C..;..ln_s_tru_c_tI_o_ns_t_o_s_e_rv_e_r) ___ 

(2) D The Plamttffls dIrected to (mstructIons to plamtIff) 

(3) D ThiS Case IS dismissed With! without prejudice 

Date -------------- Signature ________________ __ 

CivIl Prosecutor 

H 0 Smce the defendant has acknowledged servIce but has not submItted a reply memorandum 

as directed by the court, 

( 1 ) 0 A default Judgment for the plamtIff and agamst the defendant will be entered unless a 

reply memorandum IS submitted not later than (Date) 
-------------------

(2) D Other instructions to defendant 

Date Signature ______________ __ 

Clvli Prosecutor 



MOJ Fonn No (Draft June 2 1997) 

II Case Schedulmg DIrections by CIvIl Prosecutor (contmued) 

I D DIfferentlated Case Management Track Assignment 

(1) D Tills case IS assigned to the expedited track 

(a) D A final decIsIon IS attached 

Page 3 of 5 

(b) D Plamtrff and defendant are directed to appear at a first and final heanng set at 

(time) on (date) before panel no 
----~--~----- ---------

Date _____________ _ Signature _____________ _ 

CivIl Prosecutor 

(2) D This case IS assigned to a standard track 

(a) D PlamtIff and defendant are directed to appear at a first heanng at (time) 

on (date) before (panel number) 
-----------

(b) D Plamtlffls dIrected to submIt the followmg documents to the assigned panel's 

CirCUIt clerk (with copies prOVIded to the defendant) not later than three days 

before the above heanng date (specify documents) 

(c) D Defendant IS dIrected to submIt the followmg documents to the assigned panel's 

ClrcUlt clerk (wIth copies provided to the plamtlff) not later than three days 

before the above heanng date (specIfy documents) 

NOTICE FaIlure by piamtiff or defendant to provIde the above documents by the date due may 

result m the ImpOSItIOn of sanctions by the court 

Date ---------- Signature -----------------



MOl Fonn No (Draft June 2 1997) 

II Case Scheduhng DirectIOns by CIVil Prosecutor lcontmued) 

D Differentlated Case Management Track Assignment 

(3) D This case IS assigned to the pre-appeal track 

Page 4 of 5 

(a) D PlamtIff and defendant are dIrected to appear at a first heanng at ( tIme) -----

on _---'('-da_t-l.e ):.....-__ before (panel number) 

(b) D Plamtlff and defendant have agreed 

(I) D to waIve proceedmgs m the Court of FIrst Instance 

(II) D to the followmg (enter terms of agreement) 
--------~--------~----~~--------------

(c) D Plamtlffls dIrected to submtt the followmg documents to the assIgned panel's 

CIrcUIt clerk (wIth copIes to the defendant) not later than three days before the 

above heanng date (specIfy documents) 

Cd) D Defendant IS dIrected to submtt the followmg documents to the assIgned panel's 

CIrcUIt clerk (wIth copies to the plamtIff) not later than three days before the 

above heanng date (specIfy documents) 

l\OTICE FaIlure by plamtIff or defendant to provide the above documents by the date due may 

result m the ImpOSItIOn of sanctions by the court 

Date --------- SIgnature ________________ __ 

CIvil Prosecutor 



MOJ Fonn No (Draft June 2 1997) Page 5 of 5 

III Expert Referral Screenmg DecIsIon by CivIl Prosecutor 

(j) D Tills case can be decided Without referral for an expert report 

Date 

D Not later than the second court heanng before the assIgned panel, tills case 

should be referred for an expert report, whIch should be completed and received 

by the CirCUit clerk for that panel WithIn ____ days after the date of referral 

----------- Signature ________ _ 

CIVil Prosecutor 

IV Other Case InstructIOns by CivIl Prosecutor 

(k) D The folloWIng further InstructIOns are directed to 

and are to be carned out not later than (date) 

(specify) 

Date --------------- SIgnature __________ _ 

ClvIi Prosecutor 


