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EXPERIMENTAL CIVIL CASEFLOW MANAGEMENT 
IMPROVEMENT PLAN FOR NORTH CAIRO AND ISMAILIA 

PILOT COURTS 

ExecutIve Summary 

Upon Its adoptIOn by the EgyptIan Mmlstry of Justice (MOJ), thIS plan calls for 
actIOns m MOJ and the pIlot courts that mclude the follOWIng 

A LeadershIp by MOJ and PIlot Court ChIef JustIces Part of the regular and 
ongoIng responsIbIlIty of MOJ and the chIef JustIces wIll be 

• to momtor complIance by the Judge panels With reasonable tIme standards 
(see Table 1), 

• to hold Judge panels accountable for the tImely completlOn of cases, and 
• to asSIst the Judge panels by proVIdIng reasonable means to comply WIth 

such expectatIons 

B TIme Standards Expenmental panel Judges WIll actIvely manage the 
progress of cases from ImtIatIOn through final Judgment In keepmg With the tIme 
standards set forth In Table 1 

C SupervISIon of ServIce Global reorgamzatIOn of the servIce department IS 
essentIal It IS not a necessary prerequISIte, however, before the management steps m thIS 
plan can be Implemented Judge panels WIll pay speCIal attentIOn to problems of serVIce 

• In the return of serVIce shown In AppendIX A, servers wIll be called upon to 
mdlcate the means by WhICh they made servIce 

• After there has been one postponement In a case because of service problems, the 
chIef Judge of a panel or hiS deSignee WIll mqUIre about the case WIth the service 
department 

• In any case WIth more than two postponements for serVIce, the follow-up Judge 
WIll mqUIre about servIce by obtamIng mformatIOn dIrectly from the server and 
hIS supervIsor and wIll report hIS findmgs to the chlefJust'ce, WIth a copy to the 
chIef Judge of the panel 

D SupervISIon of Case PreparatIOn Steps wIll be tak.en to encourage parties to 
submIt documents supportmg theIr pOSitIOns at the earlIest opportumty 

• A manual entItled, "Documents Needed to DeCide CIVil, CommerCial and 
Tax Cases In Courts of FIrst Instance," WIll be prOVIded to lawyers as a 
tramIng and practIce aId and made avaIlable at the court bUIldmg as a 
reference source for lawyers and lItIgants 

• At case ImtIatIOn, the claIm for relIef (see AppendiX A) WIll call for the 
plaIntIff (In complIance WIth ArtIcle 65) to mdlcate what documents he IS 
fihng at case ImtiatIOn to support hIS claIm 
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Once both IItlgants have appeared before the court, expenmental panel Judges WIll 
take actIve steps WIth lawyers and htlgants to schedule the preparatIOn of cases for final 
Judgment m a tlmely manner These steps WIll be the followmg 

• Order SettIng Schedulmg HearIng At the earhest court heanng wIth 
both plaIntIff and defendant present, the court wIll enter an order settmg a 
schedulmg heanng (See AppendIx B) The court's order WIll detall the 
work to be done by the partIes pnor to the schedulIng heanng 

• Schedulmg HearIng and Order At the scheduhng heanng, the 
followmg events WIll occur 

(a) both partIes WIll file all documentary eVIdence m theIr possessIOn 
that they wIsh the court to consIder, 

(b) both partIes wIll mdicate what further documents they need that 
may be In the posseSSIOn of another person or a governmental 
agency, 

(c) the court WIll decIde what Issues, If any, wIll be referred for an 
expert report, 

(d) the partIes WIll make any request for mvestigatIOn of WItnesses, 
and 

(e) at the conclUSIOn of the heanng, the court WIll enter a schedulmg 
heanng order settmg out a tImetable for the completIOn of case 
preparatIOn (See AppendIx C) 

• Order to Produce Documents In the schedulmg heanng, the lItIgants 
may need documents from a person or agency that wIll not provIde such 
documents m the absence of a court order In that event, the court wIll at 
the conclusIOn of the heanng enter an order for the possessor of any such 
document to dehver It to the court (See AppendIx D ) 

• Holdmg Case for Fmal Judgment When all documents that the partIes 
consIder necessary for the decIsIOn of a case have been submItted to the 
court, the Judge panel wIll enter an order closmg the proofs and holdmg 
the case for final Judgment ThIS order may also be entered by the court If 
a party wIthout good cause 

(a) has faIled to submIt documents that he prevIOusly has mdicated 
would be filed by an agreed date, 

(b) has not paid expert fees by a reqUIred date, or 
(c) has failed to appear before an expert or faIled to provIde 

documents reqUIred by an expert for the completIOn of hiS 
report 

(See AppendIx E ) 

E SupervlSlon of E:\pert Work The pIlot courts wIll closely momtor and 
control the elapsed tIme necessary for the completIOn of work by experts ThIS Will be 
done by the followmg methods 

• DeCISIon on Referral to E"(perts In the schedulIng heanng held by the 
court, the Judge panel wIll call on the lItIgants and lawyers to mdlcate 
what specIfic Issues they WIsh to have referred to experts, and the panel 
wIll deCIde whether such Issues reqUIre an expert report The order of 
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referral WIll specIfy whIch Issues are to be addressed m the expert report 
(See schedulmg heanng order m AppendIx C) 

• Court Order Estabhshmg TIme for CompletIOn of E"(pert Report 
Dunng the schedulmg heanng held by aJudge panel, the court's decIsIOn 
to refer a case to experts WIll be reflected m an order of referral that IS part 
of ItS schedulmg heanng order (See AppendIx C) In the referral order, 
the court wIll prOVIde 

(a) the date by whIch all expert fees must be paId by the partIes, 
(b) the date on whIch the court WIll hold a heanng on the status of 

expert fee payments, at the conclusIOn of whIch the court may 
order a case held for final Judgment wIthout an expert report on 
Issues for WhICh a party has requested an expert opmIOn but has 
faIled wIthout good cause shown to have paid the reqUIred expert 
fee, 

(c) the date on WhICh the partIes are to first appear before the expert 
(on WhICh date the expert may schedule a subsequent appearance 
If necessary), so that the expert office does not have to send 
notIce of the first heanng date by regIstered mall to the partIes, 

(d) the date by whIch the expert must submIt hIS report to the court, 
and 

( e) the date on whIch the partIes must be present m the court to 
receIve the report by the expert By mcludIng thIS date m the 
referral order, the court aVOlds the need for any further notIce to 
the partIes of thIS date 

• POSSIble ImpOSItIon of SanctIOns for Litigant Failure to Comply wIth 
E"(pert ReqUIrements If a party fails to appear before the ehpert to 
whom a case IS assIgned or falls to prOVIde documents needed by the 
expert, the court's order of referral dIrects the expert department that the 
expert IS to appear before the court (wIth notIce to the partIes) to notIfy the 
court of the party's failure or refusal to cooperate wIth the expert If that 
party falls to show good cause for such faIlure or refusal, then the court 
wIll bar the non-complymg party from partICIpatIOn In the expert OpInIOn 
process (See AppendIX C ) 

• Court Follow-Up on CompletIOn of Expert Work The court may call 
for an expert to report on the status of hIS work., and to hold a status 
heanng for that purpose If the tIme for submISSIOn of an expert report has 
passed and the ehpert has not gIven the court a satIsfactory explanatIOn for 
the delay, the Judge panel WIll order the expert to appear In court (wIth 
notIce to the partIes) to report on the reasons for delay A follow-up Judge 
WIll aId the court's mqUIry mto the status of expert work and the reasons 
for any delays 

F Cases Pendmg at Program Commencement The followmg actIvlties WIll be 
undertak.en by ehpenmental panel Judges to reduce the SIze and age of the Inventory of 
cases that were pendmg before the panel before commencement of expenmental program 
ImplementatIOn 
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• RevIew all pendmg cases to ascertam the age and status of each case and 
determme what actIOns are needed for It to be decIded 

• Make arrangements for a follow-up judge to address any serVIce 
department or expert office problems 

• Hold a schedulmg heanng (see AppendIx B) and enter a schedulmg 
heanng order (see Appendix C) establishmg a timetable for progress to the 
completIOn of case preparatIOn 

• Where appropnate, enter an order closmg the proofs and holdmg a 
case for final judgment (see Appendix E) 

• For any case m whIch all case preparatIOn has been completed, make the 
aSSIgnment for a judge to wnte a Judgment withm the tIme standards m 
Table 1 

G Prompt DISposItIOn of SIgnature Cases If the partIes to a SIgnature case 
appear at court together WIth all reqUISIte documentatIOn and proof, the court wIll provIde 
means for final court actIOn to be taken m the case on the very same day that the partIes 
appear 

• FIrst, the plamtIff appears at a case ImtiatIOn locatIOn WIth a wnt of 
summons and pays all necessary fees, 

• Second, the defendant IS present and waIves servIce, or personal serVIce IS 
Immediately made on the defendant and acknowledged, 

• ThIrd, the partIes appear before a judge panel aSSIgned on a rotatmg baSIS 
to hear and decIde such "walk-m" SIgnature cases that day, and 

• Fourth, the panel renders final judgment that day and all necessary case 
filmg actIVItIes and court record entnes are completed 

H Alternative DIspute ResolutIOn (ADR) As a means to promote early 
dISposItIOn of cases by partIes WIthout the need for tradItIOnal court procedures, MOl 
should develop a program WIth "ADR neutrals" to prOVIde medIatIOn and early neutral 
evaluatIOn of the value of cases 

I Caseflow Management InformatIOn As part of theIr ongomg caseflow 
management efforts, MOl, pliot court chIef Justices and e'<penmental panel judges should 
regularly reVIew caseflow management mformatlOn reports 

• Pendmg caseload mformatlOn 
• Age of cases at dISpOSItIOn 
• Monthly and annual aggregate data 
• Reports on open cases 

J EducatIOn and Trammg To enhance the chances of successful program 
ImplementatIOn, MOl and the pIlot courts wlll prOVIde appropnate trammg on Issues 
relatmg to caseflow management for Judges, court staff members, and ADR neutrals, as 
well as promotmg trammg for lawyers 
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EXPERIMENTAL CIVIL CASEFLOW MANAGEMENT 
IMPROVEMENT PLAN FOR NORTH CAIRO AND ISMAILIA 

PILOT COURTS 

In May 1998, the AdmlmstratlOn of Justice Support (AOJS) project proposed an 

expenmental program for reengmeenng Egyptian cIvd caseflow management m two pdot 

courts - the courts of first mstance m North CaIro and Ismallia I Upon the acceptance of 

that proposal by the EgyptIan Mlmstry of Justice (MOJ), Judges and court staff m the 

pdot courts began work WIth AOlS court admlmstratlOn speclahsts to prepare dunng the 

summer of 1998 for the lmplementatlOn of the e'<penmental program One element of 

the plannmg for ImplementatlOn has been that the AOJS caseflow management 

consultant would prepare a caseflow management Improvement plan m September 1998, 

for ImplementatlOn by pdot court Judges m the e'<penmental program That caseflow 

management Improvement plan lS set forth below 

EmphaSIS IS placed here on (a) powers that Mal now has, and (b) powers that the 

Judges m each pdot court currently have The plan thus emphasIzes changes that can be 

made WIthout legal reform - WIthout the need for any leglslatlve changes Moreover, the 

caseflow management plan offered here can accurately be vlewed m terms of baslc 

elements of management m general In thIS regard, It has four features 

1 that reasonable expectatIons for tImely case processmg be establIshed, 
2 that mformatlOn be provlded by WhICh Mal, the chIef Justlces and the 

chIef Judges of panels can mom tor system performance, 
that expenmentalJudges be commItted to and accountable for the 
progress of theIr cases from ImtIatlOn to concluslOn, and 

I See DaVId C Steelman, "Reengmeenng Clvd Caseflow Management m EgyptIan Courts of FIrst 
Instance Wod,mg Paper for an Expenmental CIvil Case flow Management Improvement Program m North 
Cairo and Ismallta PIlot Courts (May 19 1998) 



4 that the experImental judge panels apply specIfic techmques to ensure 
that cases progress m tlmely fashlOn to faIr and Just dlSposltlOns 

I LeadershIp, JudIcIal CommItment and OrgamzatIOn 

LeadershIp and JudicIal commItment are essentIal to successful caseflow 

management m any court 2 In order for a case flow management effort to succeed In the 

North Carro and Ismarlra pIlot courts, It must be clear and uneqUIvocal that MOl leaders 

and the chIef Justices of the pIlot courts give hIgh prIOrIty to delay reductlOn and the 

tImely achievement of just outcomes In cases Part of the regular and ongoIng 

responSIbIlIty of MOJ and the chIef JustIces must be 

• to mom tor complrance by the judge panels with reasonable time 
standards (see sectlOn II below), 

• to hold judge panels accountable for the tImely completion of cases, 
and 

• to aSSist the judge panels by proVIdIng reasonable means to comply 
WIth such expectatlOns 

It IS Important as well for the chief judge of each panel to exercise leadership In 

the management of cases Under the leadershIp of the chief Judge, each panel must give 

hIgh prIOrIty to the Just and prompt determInation of all cases aSSIgned to It Panel Judges 

must be commItted to the Just conclUSlOn of cases withm the tIme standards m sectIOn II 

below, and they must view each case once filed as "belongmg" not to the lItigants or the 

lawyers, but to the court Havmg estabhshed reasonable expectatlOns for the time WIthIn 

2 See Maureen Solomon and Douglas K Somerlot Casejlow Management In the TrIG! COllrt Now and/or 
the Future (ChIcago Amencan Bar ASSOCIatIOn 1987) See also DaVId C Steelman John A Goerdt and 
James E McMIllan ImprOVing Casejlow Management to Promote Prompt and Affordable Justice 
(WIlliamsburg VA NatIOnal Center for State Courts forthcommg 1998) 
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whIch lItIgants and lawyers should complete case actIVItIes, they should mOnItor 

complIance wIth such expectatIOns and hold lItIgants and lawyers responsIble for faIlure 

to comply 

ThIS plan contemplates that there wIll not be a "CivIl prosecutor" aVailable In the 

near future to oversee and manage the preparatIOn of cases for deCISIOn In the pIlot courts 

As a result, It calls for the expenmental panel judges to manage case progress actIvely 

from InItIatIOn to final judgment, to ensure tImely and just deCISIons A pIlot court may 

aSSIgn speCIfic judges to serve as ' follow-up judges" to assure tImely completIOn of 

service and tImely completIon of expert reports The chIef justlce of a prIot court may 

speCIally aSSIgn such follow-up judges, or they may be members of each judge panel who 

are deSIgnated to perform thIS functIOn 

Changes 10 the orgamzatIon and structure of the serVIce departments may be 

necessary, 10 k.eep1Og WIth the actIOn steps suggested 10 the report on the servIce functIOn 

that has been prepared by AOJS consultants In September 1998 Global reorganIZatIOn of 

the servIce department IS essentIal It IS not a necessary prereqUisIte, however, before the 

management steps m thIS plan can be Implemented See below, sectIOn III, for actIOn 

steps to be tak.en regardless of when any global changes are made 

MOJ and AOJS have conSIdered whether the prompt completion of reports by 

e>..perts would reqUIre that experts come under the dIrect authonty of the chief JustIce of 

each pIlot court Before such an organIzatIonal change IS made, It IS deSIrable to 

determme If more expedItiOUS completIOn of work. by experts can be achIeved through 

the management steps speCified below In sectIOn III C 
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II TIme Standards for CIVIl and CommercIal LItIgatIon In PIlot Courts 

One of the essentlal features of any management program IS to have reasonable 

expectatIOns about desIred outcomes It IS cntlcal to have some Idea about what 

constItutes "success" EffectIve caseflow management programs use standards and goals 

for thIS purpose 

If one of the ObjectIves of caseflow management IS to promote "prompt" JustIce, 

then It IS desIrable to have measures of what "prompt" justice IS In the summer of 1998, 

AOlS court admInIstratIOn specialists asked the Judges of the expenmental panels In the 

pIlot courts to IndIcate what they believed the tIme standards should be for CIvIl and 

commercIal cases The time standards presented In Table 1 below are based on the 

responses gIven by the judges Under the ImplementatIOn of thIS plan, these tIme 

standards will be applIed on an expenmental baSIS WIth judge panels In the pIlot courts 

They WIll serve to reflect the commItment by MOl and the pilot courts to timely case 

proceSSIng, and they WIll serve other ends as well 3 

• MotIvatIon TIme standards are motIvators, provIdIng goals for 
judges and other partICIpants In the court process to seek to achIeve, 
both m managmg caseloads and WIth regard to IndIVIdual cases 

• Measurement TIme standards prOVIde yardstIcks for measunng 
management effectIveness, servIng as benchmarks for determmIng 
whether the pace of court proceedIngs IS acceptable 

• Management TIme standards prOVIde a startmg pomt for developIng 
speCIfic procedures to meet the goals they set forth 

• InformatIOn System Development TIme standards are useful only If 
judges and other partICIpants III the court process receIve mformatIOn 
on the extent to whIch they are beIng achIeved, and such standards 

, See Mahoney, et al Planning and Conductmg a Workshop on RedUCing Delay In Felony Cases Volume 
One GUidebook/or Trainers (WIlliamsburg VA NatIonal Center for State Courts 1991) page P5-3 
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TABLE 1 
TIME STANDARDS FOR EXPERIMENTAL PANELS IN NORTH CAIRO AND 

ISMAILIA PILOT COURTS 

Time Standards 

DescriptIOn 50% 75% 100% 

Days from WrIt of Summons to 
Defendant's Acknowledgment of SerVIce 30 45 90 

Days from Referral to Expert Office to 
FIhng of Expert Report 60 90 180 

Days from Wnt of Summons to Date Case 
IS Held for Fmal Judgment 

• SIgnature Cases 15 60 90 
• Labor, Tax and CompensatlOn Cases 180 270 365 
• All Other CIvIl and CommercIal Cases 90 180 270 

Days from Date Case IS Held for Fmal 
Judgment to Date Fmal Judgment IS 7 15 30 
Entered 

Days from Entry of Fmal Judgment to 
ExecutIOn of Judgment 30 60 90 
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should lead to the development of systems for momtonng caseload 
status and progress toward caseflow management goals 

III SpecIfic Caseflow Management TechnIques 

In the AOJS sample of pIlot court CIvIl and commercIal cases dIsposed m 1997, 

elapsed times from case mitlatIOn to renditIOn of judgment were analyzed Table 2 shows 

the results of that analysIs As one mIght expect, sIgnature cases had the shortest times to 

dISposItIOn - 50% wlthm 53 days, 75% wlthm 74 days, and 100% withm 215 days Tax 

cases (50% m 724 days) and compensatIOn cases (50% m 504 days) had the longest 

elapsed times As Table 2 mdicates, the cases with the longest times to diSpoSItIon were 

pendmg much longer than the tIme standards m Table 1 

In order to meet the tIme standards set forth m Table 1, It wIll be necessary for the 

expenmental judge panels to adopt practIces and procedures allowmg them to exerCIse 

more actIve management of the progress of cases to deCISIOn Specific steps are set forth 

below These steps wIll focus on what have been Identified as the pnmary causes of 

delay m cIvIl and commerCIal cases service, experts and submIssIOn of documents by 

parties to complete the preparatIOn of cases for final Judgment 

Because each expenmental judge panel has an mventory of cases that were 

pendmg before the ImplementatIOn of the expenmental program, this plan also outlInes 

steps for the panel judges to take to manage that mventory Fmally, the plan bnefly 

descnbes two further steps that would greatly aId the prompt achIevement of Just 

dISpositIOns - one-day dISposItIOn of sIgnature cases (whIch WIll be Implemented 

nnmedIately), and the use ofmedlators/case evaluators to aid the early negotIated 

resolutIOn of cases by lItigants and lav,ryers 
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TABLE 2 
ELAPSED TIMES TO JUDGMENT FOR SAMPLE CIVIL CASES DECIDED IN 

1997 IN NORTH CAIRO AND ISMAILIA PILOT COURTS* 

Days from Wnt of Summons to 
Judgment 

Case Type (number of sample cases) 50% 75% 100% 

SIgnature (80 cases) 53 74 215 

Labor (17 cases) 1,289 1,588 2,192 

Taxes (37 cases) 724 1,050 1,799 

CommercIal (17 cases) 154 216 243 

Contract (49 cases) 210 264 1,513 

CompensatIOn (36 cases) 504 890 3,091 

Rent (90 cases) 157 
..,..,.., 

1,498 .).).) 

Bankruptcy (72 cases) 243 303 796 

Solvency (5 cases) 349 -- 429 

Other (132 cases) 180 293 1,785 

SOURCE AOJS representatIve sample of North CaIro and IsmaIlIa cases dIsposed In 1997 
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A Sen Ice Those responsible for service of process are reqUlred to serve the 

wnt of summons ImtlatIng a case WIthin 30 days after reCeIVing It from the court clerk., 

who IS reqUlred to delIver It to the servIce department WIthin a day after case inItIatIOn 

has been recorded The AOJS sample of pilot court cases dIsposed m 1997 mdicates that 

over 90% of the cases ostenSIbly had Initral servIce made WIthin 30 days after case 

ImtlatIOn 

ThIS statIstIC IS mIsleading, however, because a study of servIce departments by 

AOJS consultants indIcates that servIce In about 70% of all cases IS "admmlstratIve 

servIce" Instead of servmg defendants personally, servers mak.mg such "admInIstratlve 

servIce" SImply leave wnts of summons WIth polIce departments If they have not located 

defendants They then send notIces to defendants by regIstered mall, indIcating that they 

should go to the polIce department to pIck up a wnt of summons 

In the AOJS sample of 1997 dISpOSItIons In the pIlot courts, there was an average 

of 1 1 postponements per case because of serVIce problems, and In one sample case there 

were 13 postponements because of servIce Issues Data are not avaIlable on the percent 

of cases In whIch such adminIstratIve servIce gIves defendants actual notIce of 

proceedings agamst them At the first scheduled heanng m a case, AOJS consultants 

have been told that the defendant typIcally does not appear The court typIcally conSIders 

It necessary to order re-service on the defendant to Increase the pOSSIbIlity that the 

defendant WIll receIve notIce In fact that court proceedmgs have been Imtiated If the 

first servIce effort IS adminIstratIve servIce that may not have gIven actual notIce to the 

defendant, It IS not clear that the court can then be confident about the efficacy of the re

servIce effort 
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The operatIOn of the servIce department has been addressed In separate September 

1998 reports by AOJS consultants, whIch offer recommendatIOns for Improvement 

Because recommended changes In the servIce department may take some tIme to 

Implement, It IS Important to Identlfy any steps that judges can tak.e under the 

experImental program to reduce the effect of serVIce problems on the tImely progress of 

cases to just dISpOSItIOns Such steps can be tak.en before any reforms are Implemented In 

the serVIce department, and they can be continued after such reforms have begun 

Under the e"\penmental program, judge panels wIll pay speCIal attentIOn to 

problems of servIce In the proposed WrIt of summons and return of serVIce shown below 

In AppendI"\ A, servers wIll be called upon to indIcate the means by whIch they made 

servIce - whether It was In person on the defendant personally, to someone else In the 

defendant's household, or the reasons why admInIstratIve serVIce was necessary After 

there has been one postponement In a case because of serVIce problems, the chIef judge 

of the panel or hIS deSIgnee wIll inqUIre about the case WIth the servIce department In 

any case WIth more than two postponements for servIce, the follow-up judge wIll inqUIre 

about servIce by obtammg mformatIOn dIrectly from the server and hIs supervIsor and 

wIll report hIS findmgs to the chIef JustIce, WIth a copy to the chIef judge of the panel 

B PreparatIOn of Cases for Fmal Judgment In response to Inqumes by AOJS 

personnel, judges have indIcated that, once servIce has been made and a defendant has 

been brought mto a case, the filmg of documents IS a reason why progress to read mess 

for final judgment IS often delayed AOJS understands that ArtIcle 65 of the Egyptlan 

Code of CIVIl and CommerCIal Procedures reqUIres 
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1 The plamtIff' to have the statement of commencement of the actIOn 
accompamed by all documents supportmg hIS claIm as well as by a 
wntten memorandum explammg hIs claIm" 

2 The defendant' to file WIth the clerk hIS wntten pleadmg and 
supportmg documents three days before the first scheduled heanng " 

There IS no penalty for noncomplIance WIth thIS code provISIOn, and It appears not to be 

enforced LItIgants do not submIt documents promptly, and they do not submIt them all 

at once In the AOJS sample of 1997 dISpOSItIOns In the pIlot courts, cases were typically 

postponed 2-3 times for reasons other than servIce or experts, and one sample case was 

postponed 28 tlmes for such reasons as the submIssIOn of documents 

AOJS consultants understand further that ArtIcle 97 of the code mstructs the court 

that documents that could have been submItted before the first court hearIng may be 

accepted later If such acceptance does not cause postponement of a case, and that a fine 

must be Imposed If the submISSIOn of a document does cause postponement Moreover, 

ArtIcle 98 provIdes that, "No case shall be postponed more than once for the same reason 

and any such postponement shall be for a penod not exceedIng 3 week.s " 

Under the expenmental caseflow management Improvement program, steps wIll 

be tak.en to encourage partIes to submit documents supportIng theIr posItIons at the 

earlIest opportumty One of the reasons suggested for the faIlure of lItIgants to proVIde 

documents at case ImtIatIOn IS that lItIgants do not know what documents they need to 

submIt Two measures wIll be employed to address thIS problem 

1 In the summer of 1998, e'<penmental panel judges gave lIsts to AOJS 
project staff members of the specIfic documents that a court needs to 
deCIde specIfic kInds of CIvIl and commercIal cases AOJS project 
staff members have made those lIsts the body of a proposed manual 
entItled, ' Documents Needed to DeCIde CIvIl, CommercIal and Tax 
Cases In Courts ofFust Instance" ThIS manual shOUld be proVIded to 
lawyers as a tramIng and practIce aId It should also be made avaIlable 
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at the court bUlldmg as a reference source for lawyers and lItigants, 
both to help plamtlffs decide what documents they should attach to a 
wnt of summons at the time of case mltlatIOn and to help defendants 
decide what documents to provide m response 

2 At case ImtlatlOn, a standard claIm for relIef (see Appendl\' A), 
provIdmg mformatlOn to the defendant and the court about the 
plamtlff s case and other Important case mformatIOn, also calls for the 
plamtlff (m complIance wIth Article 65) to mdlcate what documents he 
IS filmg at case mltlatIOn to support hiS claim 

Once both lltlgants have appeared before the court, e>..penmental panel Judges wIll 

take actIve steps WIth laW)ers and lltigants to schedule the preparatIOn of cases for final 

Judgment m a timely manner These steps wIll be the followmg 

Order Settmg Schedulmg Hearing At the earhest court heanng 
WIth both piamtiff and defendant present, the court WIll enter an order 
settmg a schedulmg heanng (See AppendIx B) The court's order 
wIll detaIl the work to be done by the parties pnor to the schedulmg 
heanng 

2 SchedulIng Hearmg and Order At the schedulmg heanng, the 
followmg events WIll occur 

(a) both partIes wIll file all documentary eVidence m theIr possessIon 
that they WIsh the court to consIder, 

(b) both partIes WIll mdicate what further documents they need that 
may be m the possessIOn of another person or a governmental 
agency, 

(c) the court WIll decide what Issues, If any, wIll be referred for an 
expert report, 

(d) the partIes WIll make any request for mveStlgatIOn of WItnesses, 
and 

(e) at the conclusIOn of the heanng, the court WIll enter a schedulmg 
heanng order settmg out a timetable for the completIOn of case 
preparatIOn (See AppendIX C ) 

3 Order to Produce Documents In the schedulmg heanng, the 
lItigants may need documents from a person or agency that WIll not 
proVide such documents m the absence of a court order In that event, 
the court wIll at the conclUSIOn of the heanng enter an order for the 
possessor of any such document to dehver It to the court (See 
AppendIX D) 
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4 Holdmg Case for Fmal Judgment When all documents that the 
partIes consIder necessary for the decision of a case have been 
submItted to the court, the Judge panel wIll enter an order closmg the 
proofs and holdmg the case for final Judgment ThIs order may also be 
entered by the court If a party wIthout good cause 

(a) has faIled to submIt documents that he prevIOusly has 
mdlcated would be filed by an agreed date, 

(b) has not paId expert fees by a reqUIred date, or 
(c) has faIled to appear before an expert or faIled to proVide 

documents reqUIred by an e"Xpert for the completIOn of hIS 
report 

(See AppendIx E ) 

The combmed effect of these proceedmgs and orders IS to permIt the court to 

exerCIse management control over the progress of case preparatIon WIthout mterfenng 

m the partIes' deCiSIons about what they want to present to the court for final decIsIon, 

the court order settmg the schedulmg heanng provides a framework. for the efforts of 

lawyers m analyzmg the proofs they WIsh to provIde the court The schedulmg heanng 

order gives a reasonable timetable for case preparatIOn events that the Judge panel work.s 

out with lawyers and litIgants The order to produce documents puts the power and 

authonty of the court behmd efforts to obtam documents m the posseSSIOn of someone 

other than the party seekmg such documents m support of hIS claIm Fmally, the court's 

power to close the proofs and hold a case for final Judgment - after havmg reached a 

reasonable case preparatIOn tlmetable With the la\vyers and litlgants - permIts the Judge 

panel to bnng the case preparatIOn process to conclUSIOn after lItIgants have had a 

reasonable opportumty to produce all the documents they consIder necessary for the court 

to deCide the case 

C Cases m WhICh Referral to Expert Office IS Requested Delay assocIated 

WIth the completIOn of expert reports has consistently been IdentIfied as a major problem 
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In cIvll and commercIal cases before the courts of first Instance In a September 1998 

intervIew With AOJS consultants, two of the expenmental panel Judges mdlcated that an 

expert report IS commonly consIdered "delayed" If It has not been filed withm SIX months 

of the case to the expert department The Judges mdicated further, however, that In most 

cases expert reports can be completed In one or two months, absent such problems as the 

fallure of lItigants to appear before an expert or to provIde documents the e'(pert 

considers necessary for the completIOn of hiS report Based on thiS infOrmatIOn, Table 1 

suggests that 50% of all expert reports should be submitted wlthm two months after 

referral, 75% wlthm three months, and 100% Within SIX months 

In the AOJS sample ofpllot court cases dIsposed In 1997,Judge panels referred 

about 13-14% of the cases for expert reports Over 90% of the ta'( cases m the sample 

were referred to experts, as were 65% of the labor cases CompensatIOn cases (20%), 

rent cases (11 %), contract cases (4%) and all other CIvIl cases (7%) were also referred to 

experts, but less frequently About one case In eight that a Judge panel referred to the 

e'<pert department was referred more than once, and one case In the sample was referred 

three tImes In half the sample cases, the elapsed time from case InItIatIOn to receipt of 

the final expert's report was 501 days or longer, and m 25% the elapsed tIme was 842 

days or more Sample cases referred to experts were postponed an average of 9 tImes by 

the court, and one sample case was postponed 30 times whlle the court and the lItigants 

awaIted the completIOn of work by e\.perts 

To reduce the InCidence of such delays, the pIlot courts Will closely momtor and 

control the elapsed tIme necessary for the completIOn of work by experts ThiS WIll be 

done by the follOWIng methods 
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1 DecIsion on Referral to Experts In the schedulIng heanng held by 
the court, the Judge panel wIll call on the litlgants and lawyers to 
Indicate what specific Issues they Wish to have referred to experts, and 
the panel Will deCide whether such Issues reqUIre an expert report The 
order of referral WIll speCIfy WhIch Issues are to be addressed In the 
expert report (See schedulIng heanng order In AppendiX C) Cases 
WIll not be referred to experts Simply because they Involve calculatIOn 
of numbers, or because thIS wIll permit the panel to remove the cases 
from those It must address and deCide In the near future Whenever 
referral to experts IS not necessary In the Interest of JustIce, the court 
wIll aVOId expert delays by denYIng a referral to experts 

2 Court Order EstablIshmg Time for CompletIOn of Expert Report 
Dunng the scheduhng heanng held by aJudge panel, the court's 
deCISion to refer a case to experts wIll be reflected In an order of 
referral that IS part of ItS schedulmg heanng order (See AppendI,\ C ) 
In the referral order, the court wIll proVide 

(a) the date by which all expert fees must be paid by the parties, 
(b) the date on whIch the court WIll hold a heanng on the status of 

expert fee payments, at the conclUSIOn of which the court may 
order a case held for final Judgment Without an expert report on 
Issues for whIch a party has requested an expert opmIOn but has 
faIled Without good cause shown to have paid the reqUIred expert 
fee, 

(c) the date on whIch the partIes are to first appear before the expert 
(on whIch date the expert may schedule a subsequent appearance 
If necessary), so that the expert office does not have to send 
notIce of the first hearIng date by registered mall to the parties, 

(d) the date by which the expert must submit hiS report to the court, 
and 

(e) the date on WhICh the parties must be present In the court to 
receive the report by the expert By IncludIng thiS date In the 
referral order, the court aVOIds the need for any further notIce to 
the parties of thiS date 

3 POSSIble ImpOSitIOn of SanctIOns for LItIgant FaIlure to Comply 
With Expert ReqUirements In the event that a party falls to appear 
before the expert to whom a case IS aSSigned after referral to the expert 
department or falls to proVide documents needed by the expert, the 
court's order of referral directs the expert department that the expert IS 
to appear before the court (WIth notice to the partIes) to notify the 
court of the party's faIlure or refusal to cooperate WIth the e'\pert If 
that party falls to show good cause for such faIlure or refusal, then the 
court wIll bar the non-complymg party from partICIpatIOn In the expert 
opmlOn process (See AppendIX C ) 
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4 Court Follow-Up on CompletIOn of Expert \Vork It may be 
necessary or appropnate m the CIrcumstances of an mdividual case for 
the court to call for an expert to report on the status of hls work, and to 
hold a status heanng for that purpose If the time for submIsSIon of an 
expert report has passed and the e'Xpert has not gIven the court a 
satisfactory explanatlOn for the delay, the judge panel wIll order the 
expert to appear In court (wIth notIce to the partIes) to report on the 
reasons for delay A follow-up judge wIll aId the court's mqUIry mto 
the status of expert work and the reasons for any delays 

The steps presented above are mtended as a means to deterrmne the e'Xtent to 

whIch the expenmental judge panels can expedIte the completIOn of e'Xpert work 

Immediately upon the commencement of ImplementatIOn for thIS plan, and wIthout 

orgamzatIOnal changes that mIght reqUIre tIme for ImplementatIon If MOl and the pIlot 

courts find that these steps do not YIeld results enablIng the pIlot courts to meet the tIme 

standards m Table 1 above, then MOl should arrange for experts to be transferred under 

the dIrect authonty and control of the pIlot court chIef jUstIces In that event, these steps 

should stIll be employed to assure tImely completIon of expert reports 

D Cases In Pendmg Inventory before ExperImental Program 

Commencement Dunng the summer months m 1998, CIrCUlt clerks reVIewed and 

documented the SIze, age and status of each expenmental Judge panel's mventory of 

cases that were pendIng at that tIme The followmg actIVItIes wIll be undertaken by 

e'Xpenmental panel judges to reduce the SIze and age of the Inventory of cases that were 

pendmg before the panel before commencement of expenmental program 

ImplementatIOn 

ReVIew all pendIng cases to ascertam the age and status of each case 
and deterrmne what actIOns are needed for It to be deCIded 

2 Make arrangements for a follow-up judge to address any servIce 
department or expert office problems 
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3 Hold a scheduhng heanng (see AppendI,( B) and enter a schedulmg 
heanng order (see AppendIX C) establIshmg a timetable for progress to 
the completlOn of case preparatlOn 

4 Where appropnate, enter an order closmg the proofs and holdmg a 
case for final Judgment (see AppendIX E) 

5 For any case m whIch all case preparatIOn has been completed, make 
the assIgnment for aJudge to wnte a Judgment withm the tIme 
standards m Table 1 

Dunng the course of the expenmental program, expenmental panel Judges must 

pay contmumg attentlOn to the SIze, age and status of theIr mventory of pendmg cases, 

whether filed before or after program commencement For thIS purpose, It IS Important to 

have ongOIng InformatlOn about the SIze, age and status of each panel's Inventory (See 

sectlOn IV below) 

E SIgnature Cases SIgnature cases requmng Judges to solemmze contractual 

agreements between partIes should be concluded as promptly as the CIrcumstances In any 

gIven case would permIt If the partIes to a SIgnature case appear at court together WIth 

all reqUIsIte documentatIon and proof, the court should provIde means for final court 

actlOn to be taken In the case on the very same day that the partIes appear 

Each pIlot court WIll proVIde a procedure for thIS to be accomplIshed In the 

foIlowmg fashlOn 

2 

FIrst, the plaIntIff appears at a case InitiatlOn 10catlOn WIth a wnt of 
summons and pays all necessary fees, 
Second, the defendant IS present and WaIves servIce, or personal 
servIce IS ImmedIately made on the defendant and acknowledged, 
ThIrd, the partIes appear before a Judge panel assIgned on a rotatIng 
baSIS to hear and deCIde such "walk.-m" SIgnature cases that day, and 

4 Fourth, the panel renders final Judgment that day and all necessary 
case filIng actIVItIes and court record entnes are completed 
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Such one-day treatment would not be possIble or appropnate for all Signature 

cases Some Signature cases would reqUIre service on a defendant and at least one court 

heanng scheduled m the normal course of court practIce and procedure 

F Mediators and Early Neutral Case EvaluatIOn In the UnIted States, there 

has been consIderable attentIOn gIven to the development of alternatIve dIspute resolutIOn 

(ADR) programs and theIr mtegratIOn WIth the case flow management practIces of courts 4 

Two ADR methods that have been used effectIvely are medIatIOn and early neutral 

evaluatIOn of cases ~ 

MediatIOn A medIator aSSIsts partIes to reach a mutually acceptable 
agreement by facilItatmg dISCUSSIon of partIes' mterests and pnonties 
The medIator has no deCISIOn-making power, but focuses on the 
clanficatIOn of commUnICatIOns, nsk analYSIS, and the development of 
Viable optIOns for settlement 

MedIatIOn IS espeCially helpful when (a) the partIes have an ongOing 
relatIOnship worth preserVing, (b) a creatIve solutIOn IS deSIrable, (c) 
partIes need to express emotions, (d) realIty testing from outside WIll help, 
or (e) the court outcome IS uncertam 

Early Neutral Case EvaluatIOn The neutral case evaluator hears the 
core of the eVIdence from the attorneys, In the presence of the partIes, and 
gIves a candId assessment of the strengths and weaknesses of the case If 
settlement does not result, the evaluator helps pOSItIOn the partIes for 
resolutIOn by medIatIOn or by the court 

Early neutral case evaluatIon IS espeCIally helpful when (a) techmcal 
or complex Issues reqUIre untanglIng, (b) counselor partIes are far apart 
on theIr VIew of the law or the value of the case, (c) counselor partIes are 
unrealIstIC about the weaknesses of theIr case, or (d) early case planmng 
aSSIstance WIll be useful 

In the North CaIro and Ismalha pIlot courts, retIred Judges or expenenced lawyers 

WIth good reputatIons mIght serve as ' ADR neutrals" (case evaluator/medIators), and 

4 See Steelman Goerdt and McMIllan, ImprOVing Casejlow Management to Promote Prompt and 
Affordable JustIce (forthcoming 1998) chapter four 
5 See Nancy Welsh and Barbara McAdoo The ABCs of ADR Mak.mg ADR Work. In Your Court 
System' 37 Judges Journal (No I Winter 1998) II, at 14 
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they would not be decIdmg cases held for final judgment by a Judge panel 6 Appropnate 

cases (especIally compensatIOn cases and others mvolvmg clmms for money damages) 

mIght be referred to an ' ADR neutral" as part of a scheduhng order entered early m a 

case by ajudge panel Based on hIS expenence, the ADR neutral would gIve the htlgants 

a realIstIc and ObjectIve assessment of the strength and value of theIr respectIve pOSItlOns 

m a case that the lawyers for the htlgants could not Based on thIS assessment, the 

htlgants mIght conclude that a negotlated resolutIOn of theIr case would be preferable to 

havmg It be decIded by aJudge panel Tfthe lItIgants needed aSSIstance reachmg a 

mutually satIsfactory resolutIOn, the ADR neutral, Iftramed III mediatIOn technIques, 

could provIde such aSSIstance 

MOl should develop a program for ADR neutrals to be avaIlable for referrals 

from expenmental Judge panels m the pIlot courts The pdot courts mIght e>..penment 

WIth the tImmg of referral to such ADR neutrals In North Cmro, referral mIght be part 

of the court's order settmg the schedulmg heanng for a case, WIth the proVIsIOn that 

referral to ADR not delay the tImely progress of a case to conclusIOn In IsmaIha, the 

chIef jUstIce of the pIlot court has expressed a preference for havmg ADR before a case IS 

filed m the court Under the expenmental program, the relatIve success of the two 

approaches could be evaluated and compared 

6 Havmg lawyers of good reputatIon function With retIred Judges as ADR neutrals serves t\~o purposes 
FIrst It creates a larger pool of such neutrals for use m CIvil and commercial cases Second, It confers 
court-recognized status on such lawyers, whIch IS somethmg to whIch other lawyers ""Ill aspIre If other 
lawyers want to have a high reputatIon and be deSignated by the JudiCIal system to be ADR neutrals, they 
wll! want to be VIewed POSitively by the courts Compliance With the ptlot courts' case flow management 
practices and objectIves might be one valuable way to do thiS 
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IV Caseflow Management InformatIOn 

After commencement of the expenmental program, new cases WIll of course be 

added to the pendmg mventory of each expenmental panel The judges of the 

expenmental panels wIll gIve equal attentiOn to both theIr pnor pendmg mventory and to 

the newly filed cases For thIS purpose, It will be necessary for the expenmental panel 

judges, the pIlot court chIef justices, and MOl to receIve regular mformatiOn about the 

panel Judges' efforts to reduce and aVOid delay 

Successful caseflow management reqUIres mformatlOn on the SIze and age of the 

pendmg caseload, rates at whIch court events are contmued and rescheduled, and trends m 

filmgs and dISpOSItIOns 7 Once thIS caseflow management Improvement plan has been put 

mto effect, mformatlOn IS needed to assess progress toward achIevement of the tIme goals 

m Table 1, as well as to Identrfy ongomg or new problems and to determme what 

techmques or practIces work. well 

As part of theIr ongomg caseflow management efforts, expenmental panel Judges 

should regularly reVIew mformatron about the SIze and age of the pendmg caseload, 

postponements and trends m filmgs and dISpOSItIOns WhIle mformatlon IS VItally 

Important for effectIve caseflow management, It IS pOSSIble to suffer from "mformatlOn 

overload 11 To aVOid such overload, attentIon should be given to the h.ey types of 

caseflow management mformatron 8 

• Pendmg caseload mformatlOn OperatlOnally, thIS type of 
mformatlOn IS of great Importance, smce It gIves a pIcture of the 
court's current work.load and mdicates how many cases are near or 

7 See Steelman, Goerdt and McMillan ImprOVing Caseflow Management to Promote Prompt and 
Affordable Justice (forthcommg 1998) chapter two 
8 ThIS hstmg closely follows the dlscusslon ofk.ey management mformatlOn In Mahoney, et ai, Planning 
and Conducting a Workshop on RedUCing Delay In Felony Cases Vollime One GUIdebook/or Trainers 
(1991), pp P6 3 through P6-6 
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exceedIng tIme standards A good pendIng caseload report WIll show 
the number of cases pendIng, both In total and wIthIn major case types, 
as well as the age of pendIng cases, both from mitiatIon and from any 
key IntermedIate stage 

• Age of cases at dIspOSItIon ThiS should be provided both by case 
type and by method of dISpOSItIOn Whrle InfOrmatIOn on dIsposed 
cases IS hlstoncal by defimtIOn, It IS extremely valuable because It 
provides basehne data at the commencement of a delay reductIOn 
program, It enables the court to measure ItS performance In lIght of 
time standards, and It faclhtates planmng for such efforts as 
"dIfferentIal case management" 

• Monthly and annual aggregate data ThIS Includes penodIc reports 
on fihngs, dISpOSItIOns, and number ofheanngs per case AnalysIs of 
such aggregate data IS particularly helpful If It IS avaIlable for a penod 
of several years and can YIeld InfOrmatIOn on trends and effectIveness 
ofresource utIlIzatIOn It can also prOVIde InfOrmatIOn on filmg 
trends, per-panel filIng trends, whether dIspOSItIOnS are keepmg pace 
wIth fihngs, and whether heanngs per case are mcreaSIng or 
decreasmg 

• Reports on open cases Such reports are basIc management aIds for 
Judge panels as they seek to manage theIr cases effectIvely, provldmg 
more detaIl on speCIfic cases than the summary reports descnbed 
above A good "open cases" report wIll typIcally 11st all of the open 
cases assIgned to a panel In order of chronologIcal age (WIth oldest 
cases lIsted first) and wIth other mformatIOn about each case, such as 
docket number, party names, case ImtiatIOn date, case status, mcludmg 
the date and nature of the last actIOn and of the next scheduled actIOn, 
names of attorneys, and any speCIal case conSIderatIOns 

WIth such reports, the judge panel can appraIse the status of the 
oldest cases on the dod.et, IdentIfy and evaluate problem cases, 
determme whether there are particular attorneys causmg speCial 
caseflow management problems, and Identify case types that 
consistently take longer or need speCIal attentIOn 

InformatIOn by Itself does not solve problems MOJ, pIlot court chIef justices and 

expenmental panel judges must use It to manage cases and caseflow, by askmg key 

questions The panel judges should be askmg themselves such questions as the followmg 

on a regular baSIS 
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• Case-related questIOns What IS happemng m thIS case? Howald IS 

It? What IS ItS status? What should be happenmg next? By when? 

• Calendar-related questions What IS the overall status of our panel's 
pendmg mventory? How many pendmg cases are there, and what IS 
theIr age and status? What are the oldest cases, and are they beyond 
the tIme standards? Why are they old? What needs to be done about 
them? 

For MOl and each pIlot court chIef Justice, there are dIfferent questwns to ask In 

order to use InfOrmatIOn effectively for caseflow management and delay reductIOn 

• Overall status of case mventory How many old cases are there? 
That IS, how many cases are pendmg beyond the tIme suggested by 
tlme standards m Table I? What IS the "backlog" (the number of cases 
that cannot be completed wIthm a tolerable tIme penod, as defined by 
the tlme standards)? 

• Troubleshootmg questIOns Are there problems WIth partIcular types 
of cases? Are there particular procedural bottlenech.s? Are particular 
judges expenencmg difficulties? 

MOl mspectors wIll mclude caseflow management performance among theIr 

cntena for assessmg the qualIty of work done by expenmental panel judges In addltwn 

to revlewmg completed judgments, they wIll reVIew schedulmg orders and orders closmg 

proof and holdmg cases for final judgment In addItion, they wIll reVIew the extent to 

whIch e"\penmental judge panels have been able to meet the time standards set fortn m 

Table 1 

In the mltlalImplementatwn of thIS plan, It wIll be necessary for thIS InformatIon 

to be produced manually CIrCUIt clerh.s and court statIsticians wIll need to have trammg 

and readIly avaIlable means to produce such reports on a monthly baSIS AdditIOnal staff 

support may be needed for CIrCUIt clerks or the statIstIcal department In the pIlot courts to 

prepare the InfOrmatIOn each month After the mtroduction of automatIOn, caseflow-
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management mformatIon should ultImately be provIded as part of the management 

reports produced WIth the md of the automated case management mformatIOn system 

developed under the AOJS project The orders provided m the appendices antIcipate the 

collectIOn of data for reportmg purposes By presentmg dIscreet data elements, the orders 

m the appendIces are easIly adaptable for codmg and computer automatIOn 

V EducatIOn and Trammg Programs 

Provldmg educatIon and traImng about the experImental case flow management 

Improvement program IS an Important factor m enhancmg the hkehhood of ItS success It 

helps those m the court process understand why the program IS bemg mtroduced, and the 

purposes of the JustIce system It IS mtended to address It also should provide detailed 

mformatIOn on how the program IS to operate As a means for commumcatmg about the 

nature and detmls of the program wIth judges, court staff, attorneys, and other 

mstItUtional partIcIpants m the court process, It also serves as a vehIcle for engendenng 

greater commItment to the purposes and success of caseflow management m the court 

MOl wIll provIde educatIon and trammg programs necessary for the success of 

the experImental caseflow management program These programs will mclude 

• trammg for Judges to learn caseflow management technIques, 
mcludmg , best practIces" shared by experIenced and respected 
colleagues, and also mcludmg when NOT to refer cases to experts, 

• trammg for CircUlt clerks and other clerIcal support people on why 
caseflow management IS Important and why the capable performance 
of their 'pIece of the actIOn" IS CrItical, 

• trammg for clerks and statIstiCIanS on the preparatIOn of caseflow 
management mformatIOn reports, 

• trammg for ADR neutrals on mediation and case evaluatIOn 
technIques, and 

• lawyer trammg on caseflow management procedures and forms m the 
pIlot courts and on the manual, ' Documents Needed to DeCIde Cases" 
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VI EvaluatiOn Component 

The AOJS caseflow management consultant wIll evaluate the ImplementatIOn of 

thIS plan In about March 1999, the consultant wIll conduct an Intenm sI"\-month 

evaluatIon and gIve feedback to MOJ and the pIlot courts on ImplementatIOn efforts m 

the pIlot courts The evaluator wIll reVIew ImplementatIOn documents and caseflow 

management mformatIOn reports, mterview MOJ offiCIals, the pIlot court chief JustIces, 

and selected expenmental panel Judges Based on thIS mformatIOn, the evaluator WIll 

prepare a sIx-month mtenm evaluatIon report WIth findings and suggested refinements In 

the ImplementatIOn effort 

In about September 1999, the AOJS caseflow management consultant wIll 

undertak.e a one-year evaluatIOn of ImplementatIOn efforts Baseline data WIll be the 

results from an analYSIS by AOJS court admInIstratIOn speCIalIsts of (a) the AOJS 

representatIve sample of pIlot court CIvIl, commercIal and ta"'\: cases dIsposed In 1997, and 

(b) the SIze, age and status of the pendIng Invent ones of the expenmental panels as of the 

summer of 1998 In July and August 1999, WIth the aid of the pdot courts, the AOJS 

court adminIstratIOn specIalIsts wIll collect and analyze comparable data on (a) a 

representative sample of pdot court CIvIl, commercial and ta"\ cases dIsposed m 1998, and 

(b) the SIze, age and status of the pending Inventones of the expenmental panels as of the 

summer of 1999 Based on such data, as well as on mtervIews and a reVIew of 

documents and caseflow management reports, the AOJS caseflow management Will 

prepare a first-year Intenm evaluation report WIth findIngs on progress toward 



comphance wIth the tIme standards m Table 1 and on reductIOn of the size and age of the 

expenmental panels' pendmg mventones 

In about March 2000, the AOJS caseflow management consultant wlll conduct a 

thlrd mtenm evaluatIOn that wdl follow the approach descnbed above for the slx-month 

mtenm evaluatIOn The evaluator wlll prepare an IS-month mtenm evaluatIOn report 

wlth findmgs and recommendatIOns Fmally, m about September 2000, the consultant 

wIll conduct a final evaluatIOn of the expenmental program As they dId m 1999, the 

AOJS court admmlstratIOn speclahsts m July and August 2000 wIll collect and analyze 

comparable data on (a) a representatIve sample of pIlot court CIVIl, commercial and tax 

cases disposed m 1999, and (b) the SIze, age and status of the pendmg mventones of the 

expenmental panels as of the summer of2000 As he did for the first-year mtenm 

evaluatIOn, the evaluator wIll use such data, as well as the results of mtervlews and a 

review of documents and caseflow management reports, to prepare a final evaluatIOn 

report WIth findmgs on progress toward complIance WIth the tIme standards m Table 1 

and on reductIOn of the sIze and age of the e'<penmental panels' pendmg mventones 

VII Program E'\.panslOn 

Dunng the first year of expenmental program ImplementatIOn m North CaIro and 

IsmaIita, the program may be e'<panded to mclude seven more Judge panels m the North 

CaIro pllot court Dunng the second year of ImplementatIOn, the program may be 

expanded stIll further to mclude 12 additIOnal panels III the North CaIro pilot court Such 

expanSIOn should be preceded by educatIOn and trammg programs for Judges and court 

staff III the expanded program 
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At the conciuslOn of the expenmental program, the lessons learned from Its 

ImplementatlOn wIll provIde the basIs for ItS expanSIon to apply caseflow management 

practices In courts of first Instance throughout Egypt Even before the end of the 

expenmental program, however, there may be a number of program elements that might 

be adopted by other panels In the pIlot courts and In other courts of first Instance 
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APPENDIX A 
CLAIM FOR RELIEF, 

WRIT OF SUMMONS, RETURN OF SERVICE AND 
ACKNOWLEDGMENT 

A-I 



IN THE COURT OF FIRST INSTANCE 
NORTH COURT OF CAIRO 

PLAINTIFF 

v 

) 
) 
) 
) 
) 
) 

CASE NUMBER'--____ _ 

DEFENDANT 

CLAIM FOR RELIEF 

CASE TYPE __________ _ 

PLAINTIFF NAME -------------
ADDRESS ----------------

NA TIONAL NUMBER'---_______ _ 
ATTORNEYNAME __________ _ 
ADDRESS ----------------

POWER OF ATTORNEY NO --------
POWER OF ATTORNEY ATTACHED Y N 
ATTORNEYSIGNATURE _________ _ 

DEFENDANTNAME ______________ _ 
ADDRESS _______________ _ 

NATIONAL NUMBER 

REQUEST FOR RELIEF 

Based on the facts set forth below, the plamttff demands that the defendant _____ _ 
(state relIef requested) 

A-2 



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

relIef as may be proper 

Rehef IS requested under the followmg statute(s) 

D All documents that statutory sectIOn ________ reqUlres be filed wIth thIs 

wnt of summons are attached 

JURISDICTION AND PARTIES 

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

1 The baS1S for the court's Junsd1ctIOn m th1S case 1S ____________ _ 

(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 

NatlOnal Number Address 
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MEMORANDUM EXPLAINING PLAINTIFF'S CLAIM AND REQUEST FOR 

RELIEF 

(Must be typed Use next page If necessary) 
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DOCUMENTS FILED IN SUPPORT OF PLAINTIFF'S CLAIM 

A-5 



VERIFICATION 

The Plaintiff hereby states that the foregoing statements are true and correct The plaintiffs 

attorney certifies that all statutory requirements governmg wnts of summons have been met 

Date ------------------ Signature ________________ _ 

(Plaintiff) 

Date ---------------- Signature _________ _ 

(Plamtlff Attorney) 

STAMPS 

Law Syndicate Fee Auditor Clerk. SupervIsor 
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PLAINTIFF 

IN THE COURT OF FIRST INSTANCE 
NORTH COURT OF CAIRO 

v 

) 
) 
) 
) 
) 
) 

CASE NUMBER. ________ __ 

DEFENDANT 

wruT OF SUMMONS, RETURN OF SERVICE AND ACKNO\VLEDGEMENT 
(TO BE PREPARED BY PLAINTIFF'S ATTORNEY AND EXECUTED BY SERVER) 

SERVE __________ _ 
Defendant name 

AT ____________ _ 

Defendant address 

TO THE DEFENDANT 

In the above-stated matter, you are hereby summoned to appear at the above 
Court before ClrcUlt Number at a m /p m on ___ _ 

date 
You are further directed to submit a memorandum m reply to the attached wnt and 
supportmg documents to the ClrcUlt clerk for CIrcuit Number not later than 

date 
Failure to respond to the directIOns In thiS WrIt of Summons mav result In the entrY 
of a default Judgment In favor of the above-named plamtIff 
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SERVER'S RETURN OF SERVICE 

Under Penalty of PerJury, I, hereby certIfy that 
Server 

ServIce was made on the Defendant at "------
name 

_______________ at am /p m on _______ _ 
address date 

by handIng hmllher a copy of the Statement ofClatm and Wnt of Summons 
A physIcal descnptlon of the Defendant IS as follows (to be provIded by the Server) 
HEIGHT WEIGHT ______ _ 
HAIR COLOR EYE COLOR _____ _ 
AGE COLOR OF SKIN GENDER MALE FEMALE 

-or-

ServIce was made on the Defendant at ____ _ 
name 

_______________ at am /p m on _______ _ 

address date 
by IleavIng a copy of the Statement ofClatm and Wnt of Summons WIth 
____________ -', a person of 18 years or upwards who reSIdes WIth 

name of person served 
the Defendant and IS related to the Defendant as follows ----------------
HEIGHT WEIGHT ______ _ 
HAIR COLOR EYE COLOR _____ _ 
AGE COLOR OF SKIN GENDER MALE FEMALE 

-or-

ServIce was made on the Defendant who faded or -------------------
name 

refused to respond to the Server at ___ a m /p m 011 _________ __ 

date 
at ________________________________________________________ _ 

Defendant's address 
by leavmg a copy of the Statement of Claim and Wnt of Summons WIth the polIce 
department located at __________________________________________ _ 

address of polIce statIOn 
and causIng to be maIled to the Defendant a regIstered letter InformIng him/her to Pich. up 
the copy of the Statement of ClaIm and Wnt of Summons deposIted at the above
descnbed PolIce StatIOn 

-or-

ServIce was not made on the Defendant because 
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ServIce was not made on the Defendant because 

__ The address provIded for Defendant does not e"ast 

No person fittmg the descnptIOn of the Defendant was found at the address 
provIded 

Date ------------------
SIgnature of Server 

ACKNOWLEDGEMENT OF SERVICE 

I, ___________________________ , hereby acknowledge receIpt of servIce 
Name 

Date ------- Signature _____________ _ 
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APPENDIXB 
ORDER SETTING SCHEDULING HEARING 
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PLAINTIFF 

v 

DEFENDANT 

IN THE COURT OF FIRST INSTANCE 
NORTH CAIRO COURT 

CIRCUIT NUMBER __ _ 

) 
) 
) 
) 
) 
) 
) 

CASENUMBER~ ____ __ 

ORDER SETTING SCHEDULING HEARING 

The Court havmg JunsdictlOn of the matter and the partIes and all necessary 
partIes havmg been Jomed, It IS hereby ordered 

1 That a Schedulmg Heanng m thIS matter shall be held on ____ -' _____ _ 
day date 

before CIrcUIt Number ----

2 That, on the above mentIOned date, the partIes shall appear before the Court and file 
wIth the Court all documentary eVIdence In theIr possesSIOn whIch they wish to have 
consIdered by the Court m reachIng ItS Judgment 

3 That, at the Schedulmg Heanng, all partIes shall submIt a lIst of documents, not In 
their posseSSIon, that they wIsh to have considered by the Court, and whIch may 
reqUIre the Court's Order to Produce Such lIst shall descnbe the documents to be 
produced and IdentIfy the person or governmental agency In possessIOn of the 
document, Includmg the address at whIch the Court's Order to Produce may be 
served 

4 That the faIlure to file or hst documents at the Schedulmg Heanng shall, wIthout 
good cause shown, serve as a bar to the Court's consIderatIOn of any documents 
not so filed or lIsted 

5 That, at the Schedulmg Heanng, any party seekIng an expert opmlOn must present 
such request to the Court, m wntmg, statmg WIth clanty the specIfic Issue to be 
referred to the Expert Department along WIth the JustIficatIOn of the need for an 
expert to express an opmIOn relatIng to that specIfic Issue 

6 That, at the Schedulmg Heanng, the Court shall determme whIch Issues, If any, shall 
be referred to the Expert Department for opmIons 

B-2 



7 That, at the SchedulIng Heanng, the partIes shall file wIth the Court all requests for 
InVestIgatiOn of WItnesses by the Court Such requests shall provIde the names of the 
wItnesses to be Investigated by the Court 

8 That, at the Schedulmg Heanng, the partIes shall mak.e avaIlable to the Court and 
exchange wIth each other a sufficIent number of copIes of the documents filed or 
lIsted 

ENTER 

ChIef Judge 

Judge 

Judge 
Date ------

B-3 



APPENDIX C 
SCHEDULING HEARING ORDER 
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PLAINTIFF 

v 

DEFENDANT 

IN THE COURT OF FIRST INSTANCE 
NORTH CAIRO COURT 

CIRCUIT NUMBER __ _ 

) 
) 
) 
) 
) 
) 
) 

CASE NUMBER, ______ _ 

SCHEDULING HEARING ORDER 

The matter comIng to be heard for a SchedulIng Heanng, and the Court havIng 
JunsdIctlOn of the matter and the partIes and all necessary partIes havmg been JOIned, and 
the partIes bemg present and the Court beIng fully advIsed In the premIses, the Court 
finds 

1 That the PlaIntIff has filed the follOWIng documents for consIderatIOn by the Court 

2 That the Defendant ------- has filed the follOWIng documents for 
consIderatIOn by the Court 

3 That the Defendant ______ _ has filed the followmg documents for 
conslderatlOTI by the Court 
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4 That the Plallltiff seeks to have the Court's Order to Produce Issued for the followmg 
documents, not m hIs possesSIOn, m order that the documents be made avaIlable for 
consideratIOn by the court 
Document Name and address of possessor 

5 That the Defendant seeks to have the Court's Order to Produce "--------
Issued for the followlllg documents, not III hIS posseSSIOn, III order that the documents 
be made aVailable for consIderatIOn by the court 
Document Name and address of possessor 

6 That the Defendant seeks to have the Court's Order to Produce 
Issued for the followlllg documents, not III hIS posseSSIOn, m order that the documents 
be made avatlable for consIderatIOn by the court 
Document Name and address of possessor 

7 That the Plallltiff requests the referral of the followlllg Issue(s) to the Expert 
Department for opmIOn and states the followmg reasons for referral 

Reason 

8 That the Court finds that referral of PI am tIffs Issue to the -----------------
Expert Department for opmlOn IS not JustIfied 
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9 That the Defendant requests the referral of the folloWIng 
Issue(s) to the Expert Department for opimon and states the folloWIng reasons for 
referral 

Reason 

10 That the Court finds that referral of Defendant's Issue 
__________ to the Expert Department for OpInIOn IS not Justified 

11 That the Defendant requests the referral of the follOWIng 
Issue(s) to the Expert Department for opimon and states the follOWIng reasons for 
referral 

Reason 

12 That the Court finds that referral of Defendant 's Issue 
__________ to the Expert Department for opInIOn IS not JustIfied 

13 That the partIes request an mvestIgatlOn of the followmg WItnesses 

Pursuant to the above findmgs, It IS hereby ordered 

__ That the partIes have reached an agreement that resolves the matter before the Court 
and the case IS hereby dIsmIssed 

__ That all documents deemed necessary by the partIes are present before the Court 
and the matter IS held for final Judgment 
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__ That the possessors of the following documents requested by the parties are ordered 
to produce said documents for conSideration by the Court 
Document Possessor 

That copies of the Order to Produce shall be served on the possessors of saId documents 
at the addresses recited above In the Fmdmgs of the Court 
That the possessors of Said documents are req ulred to file the documents with the Court 
on or before , the date scheduled for the next court heanng 

day date 

That the follOWing Issues requested by the partIes for referral to the Expert 
Department are hereby referred for OpInlOn 

__ All reqUIred e"\pert fees must be paid by the parties on or before 

day date 

__ That a Heanng on the status of payment of expert fees shall be held before the 
Court on (Not more than seven days later than last day for 

day date 
payment of fees) At the Heanng, the Clerk shall notIfy the Court of the farlure by any 
party to pay the reqUIred expert fee Any party requestmg an e"\pert oplllIOn and 
fallmg to pay the reqUIred expert fee by the date set by the Court shall be deemed, 
lHthout good cause shown, to have waived conslderatlOn, by the Court, of such 
expert opmIOn III reachmg final Judgment 

__ That the partIes are to appear before the expert on _________ _ 
day date 

No further notIce of the date for appearance before the e"\pert IS required FaIlure 
to appear before the npert on the date set by the Court, Without good cause shown, 
shall serve as a bar to the particIpatIOn by the non-appeanng party In the expert 
OpinIOn process 

___ That m the event that a party faIls or refuses to appear before the expert or file 
WIth the expert any documents request~d by the expert, the expert shall appear before the 
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Court and notIfy the Court of such faIlure or refusal The expert shall mform the partIes 
of the date that he WIll appear before the Court 
No further notIce of the date for the expert's appearance before the Court IS 
reqUIred FaIlure or refusal to appear before the expert on the date(s) set by the 
expert and\or to file documents requested by the expert, WIthout good cause shown, 
shall serve as a bar to the particIpatIOn by the non-complymg party In the expert 
OpInIOn process 

__ That upon completlOn of hIS mvestigatlOn, the e'<pert shall file the report of hIS 
OpInIOn WIth the court In no event, however, shall the expert file hIS opmlOn WIth the 
Court later than -----

day date (seven days pnor to heanng date) 

__ That the partIes shall be present m Court on __________ _ 
day date 

to receIve the opmlOn of the expert In the event that the e,pert shall file the report of hiS 
opmlOn at a date earlIer than that date set by the court, the e'<pert shall mform the parties 
of the date on which the Court wIll receive hIS opmlOn and a date for a Court hearIng that 
IS not later than seven days after the filmg of hIS report and conforms WIth the weekday 
on which the Court schedules hearIngs on the case No further notice of the date for 
heanng on the report of the e:\pert, other than the Court's mstant Order or the 
npert's notIficatIOn of the parties, shall be reqUIred 

__ That the Court shall conduct an mvestlgatlOn of witnesses on ____ ' ___ _ 
day date 

__ That all partIes shall file theIr closmg memoranda WIth the Court on ____ _ 
day 

_____ (4 weeks after the longest date set for e'<pert report or Court's mvestigatIOn) 
date 

__ That the Court WIll hold the matter for Fmal Judgment on ________ _ 
day date 

Other ----------------------------------

ENTER 

ChIef Judge 

Judge 

Date ------- Judge 
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APPENDIXD 
ORDER TO PRODUCE DOCUMENTS 

D-J 



PLAINTIFF 

v 

DEFENDANT 

IN THE COURT OF FIRST INSTANCE 
NORTH CAIRO COURT 

CIRCUIT NUMBER __ _ 

) 
) 
) 
) 
) 
) 
) 

CASE NUMBER, _____ __ 

ORDER TO PRODUCE DOCUMENTS 

TO __________ __ 
Name of Possessor of Documents 

Department or Agency 

Street Address 

The Court havmg determmed that _________________ _ 
Document(s) to be Produced 

IS necessary to Its Fmal Judgment m the above-captIOned matter and, that the parties have 
represented to the Court that the said document(s) Is/are m your possesSIOn or under your 
control, THE COURT HEREBY COMMANDS YOU to dehver to the CIrCUIt Clerk. of 
the CIrcUIt the above descrIbed document(s) on or before _____ _ 

day 
( date set for status- could be same date as status on payment of expert 

date fees) 
In the event that the saId document(s) Is/are not III "our possessIOn or subJect to 
vour control, vou must appear III Court on the date set above to so mform the 
Court 
FAILURE TO COMPLY WITH THE ORDER OF THE COURT MAY BE 
PUNISHABLE BY FINE OR IMPRISONMENT 

ENTER 

ChIef Judge 

Judge 

Date ------- Judge 
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APPENDIXE 
ORDER CLOSING PROOFS AND HOLDING CASE FOR 

JUDGMENT 
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PLAINTIFF 

v 

DEFENDANT 

IN THE COURT OF FIRST INSTANCE 
NORTH CAIRO COURT 

CIRCUIT NUMBER __ _ 

) 
) 
) 
) 
) 
) 
) 

CASE NUMBER. _____ _ 

ORDER CLOSING PROOFS AND HOLDING CASE FOR FINAL JUDGMENT 

The matter commg to be heard on the Closmg of the Proofs, and the Court havmg 
JUrISdIctIOn of the matter and the partIes and all necessary parties havmg been Jomed, and 
the partIes bemg present and the Court bemg fully advIsed m the premIses, the Court 
finds 

__ That all documents deemed necessary by the parties are present before the Court 
and the matter IS held for final Judgment 

-or-

__ That a Heanng was held on the Issue of the failure of __________ _ 
Name of Party 

to file documents WhICh he had preVIOusly represented to the Court would be filed on thIS 
date The Court finds that such failure to file documents was without good cause 
shown and that, "Ith the exceptIOn of documents not 10 the posseSSIOn of the parties 
WhICh have been ordered by the Court but not yet produced and InvestigatIOns 
ordered by the Court but not yet conducted, the proofs In thiS matter are closed 

-or-

__ That a Hearmg on the status of payment of expert fees was held before the Court 
on ______________ _ 

day date 
At the Hearmg, the Clerk notIfied the Court of the failure by _______________ _ 

Name of Party 
to pay the reqUIred expert fee The Court finds that such failure to pay was" Ithout 
good cause shown, and that has waived consideratIOn 

Name of Party 
by the Court, of such e:\.pert op1OIOn 10 reach10g final Judgment The Court 
therefore finds that, With the exceptIOn of documents not 10 the possessIOn of the 
parties whIch have been ordered by the Court but not yet produced and 

E-2 



InvestigatIOns ordered by the Court but not yet conducted, the proofs In this matter 
are closed 

-or-

__ That the partIes have been ordered to appear before the expert and to present such 
documents as the expert may reqUlre to render hIS opmlon 
The expert has appeared before the Court and Informed the Court that on ____ _ 

day 
_______________ falled or refused to appear before the e\.pert 
date Name of Party 
or to file wIth the expert documents requested by the expert The Court finds that the 
said fallure or refusal to appear before the expert on the date(s) set by the expert 
and\or to file documents requested by the expert was wIthout good cause shown, 
and bars the particIpatIOn by __________ _ 

Name of Party 
In the expert OpInIOn process The Court therefore finds that, WIth the exceptIOn of 
documents not In the possessIOn of the parties WhICh have been ordered by the 
Court but not yet produced and InVestIgatIOns ordered by the Court but not yet 
conducted and the expert report that will be completed WIthout further 
partIcIpatIOn of , the proofs In thIS matter are closed 

Name of Part) 

ENTER 

ChIef Judge 

Judge 

Judge 
Date -----
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ADMINISTRATION OF JUSTICE SUPPORT PROJECT 

CASE INITIATION PROPOSAL 
NORTH CAIRO COURT OF FIRST INSTANCE 

Nlal Raaen 
NatIOnal Center for State Courts 

September 16, 1998 



BACKGROUND 

IntroductIOn 
ThIs document proposes a reorganIZatlOn of the processes for fihng cases m the cIvil, 
commercIal, and tax UnIts The current process reqUIres lItIgants to go through a number 
of steps at vanous locatIOns m the buIldmg before m order to file a case and mItiate 
servIce The proposed procedures and orgamzatIOn are desIgned to greatly sImplIfy thIS 
process for lItIgants by bnngmg the fragmented tasks assocIated wIth case mitratIOn mto 
a smgle office 

The observatIOns and conclusIOns set forth are the result of dIscussIOns wIth court staff 
mvolved m case ImtIatIOn activitles, walkmg though the process wIth staff and attorneys, 
and a reVIew of work flow documents prepared by Systems Research Egypt For the 
lItIgant, the case InItIatIOn process IS defined by those activitles that are performed 
between the tIme the lItIgant bnngs a summons mto the court for filmg and the summons 
IS ready for delIvery to the servIce department From the case processmg perspectlve the 
case ImtiatlOn cycle begms WIth the estimatlOn of fees for a summons brought by the 
lItlgant and ends when the file IS delIvered to the CIrCUIt clerk 

Current Work Flow 
The current patterns of case InItIation work flow are descnbed here for each UnIt 

CiVIl Umt Most of the CIvIl case mitiatlOn process occurs m the large office on the 
ground floor The lItIgant wIshmg to file a case comes to a counter m the office, where 
staff WIll estImate and re-estImate fees The lItlgant wIll then pay costs at the front 
counter Before proceedmg further, the lItIgant must go to the mIcrofilm office on the 
first floor and pay the estImated mIcrofilm fee The summons IS stamped as proof of 
payment Returnmg to the back office of the CIvIl umt, an appearance date and CIrCUIt 
number are assIgned m the schedulmg office In the adjacent office the lItlgant receIves a 
case number before returnmg to the schedulIng office where all servIce copIes and the 
ongmal summons are stamped 

The front counter m thIS area also accepts IPoney for cnmmal cases, such as bonds The 
financIal records of these transactIOns are separate from CIVIl An employee assIgned 
responslbIhty for the offiCIal stamp of the court IS located m thIS area He also noted that 
he has a great deal ofwalk-m traffic unrelated to case mitiatlOn 

The CIVIl umt averages 300 new case filmgs per day PublIc hours are from 9 a m untIl 
1230 pm WhIle the counter prevents members of the pUbIC from entenng the work 
areas, lItIgants crowd the back offices to obtam case numbers, hearmg dates, CIrCUIt 
aSSIgnments, and document stamps After closmg the office to the publIc, the staff 
complete theIr finanCIal record keepmg and the fee transmIttal process Case files are 
delIvered to the mIcrofilm department and upon theIr return sent to the proper CIrCUIt 
clerk 



Commercial Umt CommercIal Unit case filmg actIvItIes are pnmanly conducted on the 
seventh floor The fees are estImated by the head of the Unit before the lItigant proceeds 
to the fee office for venficatIOn and payment The lItIgant returns to the Unit office for 
asslgrunent of a heanng date and CircUlt number before proceedmg to the first floor for 
payment of the mIcrofilm fee Returnmg agam to the mam commercIal office, a case 
number IS assIgned and the summons and copIes stamped by the head of the Unit 
CommercIal filmgs average 40 cases per day 

Ta.x: Umt The filmg of a tax case begms on the sIxth floor, where fee estImatIOn occurs 
m the tax head's office The htIgant must proceed to the seventh floor fee office for fee 
re-estImatIOn, then to the first floor to pay the mIcrofilm fee Returnmg to the sIxth floor 
tax office, fees are paId and the appearance date and CircUlt number assIgned A case 
number IS assIgned m an adjacent office, and the tax head stamps the summons and 
copIes Tax filmgs average 15 cases per day 

CIvIl cases made up approxImately 79% of the new cases filed m the North CaIro Court 
m 1997, followed by commercIal cases (15%) and tax cases (6%) The followmg chart 
Illustrates the general trend m new case filmgs over the past eIght years 
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Proposed Central Case InItIatIon UnIt 

Work Flow 
The fundamental premIse of a central case ImtlatIOn umt IS that all the case mitlatIOn 
functIOns whIch mvolve the lItIgant can be effiCIently performed at a smgle locatIOn It IS 
proposed that the court take advantage of the faclhty that IS currently bemg used on the 
ground floor by the CIvIl UnIt and consolIdate all case filIng functIons mto thIS area The 
area IS well SUited to servmg the publIc as It IS sItuated near the entrance and has a 
reasonably large receptIOn area and counter Court staff who are not engaged m dIrect 
contact WIth the publIc can perform theIr work behmd the counter area WIthout 
mterruptIOn 

LItigants who WIsh to file any of the three major case types WIll enter the case InItlatIOn 
UnIt where theIr fees wIll be estImated at the counter and checked by office staff Movmg 
to the ne'(t pOSItIOn, the litIgant wIll pay the estImated fees to court staff and mIcrofilm 
fees to a representatIve of the mIcrofilm office Upon completmg these tasks, the lItIgant 
wIll Walt while the file IS prepared, a case number and CIrCUIt assIgned, and and the 
heanng date set Once staff have completed these steps the summons WIll be returned to 
the front counter for stampmg and return to the lItlgant The proposed work flow 
combmes these actIvitles for CIvIl, tax, and commerCial mto a SIngle UnIt 

FunctIOns that are performed behmd the counter area mclude the maIntenance of finanCial 
regIsters, preparatIOn of the dally transmIttal, and maIntenance of alpha and numenc 
Indexes for all new cases The case InItIatIOn office WIll also need to temporanly store 
case files In tranSIt to and from the mIcrofilm office, and for a bnef penod of time 
ImmedIately pnor to theIr transfer to the CIrCUIt clerks CIvIl mdexIng and case 
mamtenance can be performed m the locatIOn currently used for that purpose The 
smaller tax and commerCIal Indexmg operatIOns can be performed In the back offices 
FIgure I (attached) shows the movement of a new summons through the InItiatIOn umt 

Features &. Benefits 
Management - A central case ImtratIOn office places all the functIOns related to case 
filIng m one locatIon for better management ConsolidatIng staff allows for more 
fleXIbIlity to cover shortages and vanatIOns In workloads 

Convemence - LItIgants WIll save a SIgnIficant amount of time and confUSIOn by haVIng 
appear m only one locatIOn to file a case 

StandardIzed Procedures - CombInmg the filIng functIOn of the three UnIts reqUires that 
procedures for filIng be standardIzed, thereby makIng It eaSIer for staff to be cross traIned 
and redUCIng confuSIOn for lItigants 

Securzty - The eXIstIng office deSIgn IS much better SUited for case proceSSIng actlvities 
than other locatlons m the bUildIng By utIlIZIng the counter as the only POInt of contact 
WIth the publIc, It wIll no longer be necessary for the publIc to enter work and file storage 
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areas m order to transact busmess The result WIll be greater secunty for court staff and 
records, less dIsruptIOn for staff, and fewer opportumtles for staff to use theIr mfluence to 
mappropnately manIpulate the process for the benefit of certam lItlgants 

Adaptability - The consolIdatIOn of the case ImtIatIOn process IS deSIgned wIth future 
automatlOn m mmd The proposed work flow desIgn can be further Improved when an 
automated case management system IS added, wIthout the need for e"{tensive 
modIficatIOn of the work area or reassIgnment of personnel 

IMPLEMENTATION STEPS 

In order to Implement the central case ImtIatIOn umt, a number of steps must be taken 

Phased ImplementatIOn - A phased ImplementatIOn approach IS recommended to bnng 
central case ImtlatIOn mto full operatIOn As the CIvIl umt presently occupIes the area and 
has the greatest proportIOn of cases, thIS umt should be reorgamzed first To accomplIsh 
thIS, the work. area should be re-arranged to support the new work. flow, keepmg m mmd 
the need to accommodate the addItIOn of tax and commercial staff and theIr eqUlpment 
Staff from the mIcrofilm department wIll need to be reassIgned to the counter area to 
accept mIcrofilm fees 

a Reorgamze the CIVIl umt fihng process to support the summons processmg deSIgn 
found m Flgwe I Case ImtzatlOn Summons Processmg 

b Request the aSSIgnment of staff from the mIcrofilm office to accept mIcrofilm fees 
at the front counter 

c Merge ta"{ and commercIal staff mto the work flow process 

Personnel - The merger of case ImtlatIOn functIOns wIll reqUlre the movement of 
personnel and m some cases Job dutles WIll change 

a The superVISOry positlOn aSSIgned to the CIvIl umt should be reVIewed and 
upgraded If necessary to reflect new dutIes A complete Job descnptlOn IS 
attached 

b Staff acceptmg cnmmal payments should be transferred to an office m the old 
court bUlldmg 

c The tax and commercial umt heads must deSIgnate staff to be transferred to the 
case ImtlatIOn area to perform the necessary functIOns 

d Court secunty personnel should be statIOned m the publIc area to aSSIst the publIc 
and prOVIde secunty for court staff 

Trammg - The consolIdatIOn CIVIl, ta"{, and commercIal functIOns and staff reqUlres that 
clencal staff be cross-tramed to work m all three areas 
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a Provide trammg necessary for staff to perform the followmg functIOns for all case 
types 

• Fee estImatIOn and re-estlmatIOn and payment venficatIOn 
• AssIgnment of case numbers, circUlts, and heanng dates 

b Involve umt staff m change process trammg seSSIOns 
c ProvIde speCIalIzed superVISOry trammg for the umt supervisor 

Hours of Operation - The current cIvIl umt office IS open for new filIngs from 9 a m to 
1230 p m Hours should be expanded to accommodate the mcreased actIvity expected 
from addmg tax and commercial cases, and for the convemence of the pubhc Staff Will 
still need tIme before closmg to make the dally cash deposIt 

a EstablIsh publIc hours of 9 a m to 1 p m for the case ImtIatIOn umt 
b Post hours m the umt and front lobby 

Space UtilIzatIOn - A proposed space utIhzatIOn plan for the case mltlatIOn office IS 
found m Figure 2 Case In/tzatlon Work DlstrzbutlOn ThIS dIagram of the office area 
shows where specific work actIvltles could be performed wlthm the office 

Furmture &. EqUipment - AdditIOnal desk. and filing space IS needed to support the 
expanded activitles m thIS area 

a Purchase file storage to hold files m transit to microfilm and the ClrcUlt clerk.s' 
offices Appropnate storage m thiS area would be lateral steel file cabmets With 
diVIders and lockmg fronts 

b Purchase a copy machme 
c Purchase carts WIth baskets for case files for staff to use for transportmg files to 

the mIcrofilm and clerks' offices via the staff elevator 
d Provide a counter for htlgants to prepare and review documents 
e Place ropmg to form a line at the first pomt of case mltiatIOn 

Public Access - All publIc contact wIll be at the counter and only court staff should be 
able to enter the won .. areas 

a Install doors that allow ventIlatIOn but restnct public access to the back offices 
b Place SIgns at these locatIOns notlfymg the pubhc to use the front entrance 

DirectIOns - SIgns are needed to dIrect htIgants to the proper office for case ImtiatIOn 

a Place SIgns m the front lobby and elevator area directmg litigants to the case 
mitIatIOn office 

b Instruct receptIOn counter staff of the changes and how to dIrect htigants 
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Advance NotificatIOn - The changes proposed for the case mitiatIOn process wIll be 
sIgmficant for legal practItIOners ConfusIOn can be reduced by commumcatmg these 
changes m advance to lItIgants who regularly appear m court 

a NotIfy members of the bar m advance through an artIcle m local lawyers 
publIcatIOns 

b Post mformatlOn m the lawyers' rooms at the court 
c ProvIde wrItten mformatIOn to lawyers at each of the current case ImtlatIOn 

locatIOns descnbmg the new filmg process and the date of ImplementatIOn 

VentIlatIOn - VentIlatIOn problems m the case ImtiatIOn office need to be addressed 
The mcrease m the number of mdiVIduals worh.mg m thIS area and the need to close off 
the back doors to prevent entry by the pubhc wIll make the SItuatIOn worse than It IS now 
VentIlatIOn could be Improved by replacmg the hIgh wmdows on the back hallway and 
offices wIth secure screens and mcreasmg cIrculatIOn WIth fans Installmg aIr 
conditIOmng m the office would be preferable 

ADDITIONAL CONSIDERATIONS 

Further ConsolIdatIOn of Case ImtIatIOn FunctIOns - The case ImtIatIOn process could 
be further streamlmed by ehmmatmg steps and combmmg payment functIOns 
SpeCIfically, these mclude 

• ElImmatmg the fee venficatIOn step 
• Ellmmatmg the payment venficatIOn step 
• Acceptmg court costs, lawyer fees and mIcrofilm fees as part of a smgle transactIOn 

and receipt, and dlstnbutmg these fees through the transmIttal process Further 
analySIS of the payment and transmIttal process IS needed 

• Installmg a cash regIster for acceptmg payments as a smgle transactIon 

COpies \Vork Flow - Although the process of obtammg copIes of court documents IS not 
directly related to case mitIatIOn, the employee responSIble for the offiCIal stamp IS 
mvolved m the work flow ThIS IS currently a four-step process that reqUIres the publIc 
to appear m both bUIldmgs The process should be SImplIfied and pOSSIbly made a part of 
the case ImtIatIOn umt 

ApplIcatIOn of AutomatIOn to Case ImtlatIOn - The development of an automated case 
management system can have a sIgmficant Impact on the case mitIation process The 
followmg general functIOnalIty should be conSIdered 

• Automatic aSSIgnment of case number upon case entry 
• AbIlIty to aSSIgn CIrCUIt number upon case entry 
• SelectIOn of first appearance date upon case entry 
• AbIlIty to create a receIvable for case fees and accept payment 
• AutomatIC calculatIOn of fee amounts to the e\.tent pOSSIble 
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• AbIlIty to add vanable fees to the receIvable 
• Payment functIOn automatIcally posts fee amounts to a computer ledger 
• ReceIpt generatIOn 

The case mItIatIOn process supported by automatIOn could result m a filmg process 
SImIlar to the followmg 

• The lItIgant appears at the counter WIth the summons 
• The clerk reVIews the summons to make a determmatIOn concernmg case type and 

enters the case mformatIOn mto the system 
• The case number IS automatIcally assIgned 
• The cIrcUlt IS assIgned based on a automatIc draw and the case type 
• A court date IS selected based on pre-set parameters and aVaIlabIlIty of the panel 
• The clerk may also make a prelImmary determmatlOn of fees and create the 

receIvable 

The payment process can be completed by the same clerk, or the lItIgant can move to a 
second pOSItIOn to make payment 

• A receIvable IS created and payment taken agamst the receivable 
• The lItIgant completes the filmg process by havmg papers stamped for serVIce 

PublIc Access - The publIc wIll no longer need to enter the bad. door or the ground floor 
to conduct busmess WIth the case mitIatIOn umt The court may wan to consIder closmg 
the back hallway of all or most of the floors to Improve secunty for Judges 

ATTACHMENTS 

Fzgure 1 Case ImtlatLO'l Summolls ProcesslIlg 
Fzgure 2 Case ImtlatLOIl Work DistributIOn 
Case ImtlatIOn SupervIsor Job DeSCriptIOn 
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(PUBLIC WAITING AREA) 

1 2 
,., 
.J 

(Counter) 

FEE ESTIMATION PAYMENT MICROFILM STAMP&RETURN 
FEE PAYMENT SUMMONS 

FEE RESTIMATION PA YMENT VERlFICATION 

ASSIGNMENT OF 
CIRCUIT I CASE # I HEARING DATE 

FIgure 1 Case InItzatlOn Summons Processmg LItIgants entermg the 
case ImtIatIOn umt have fees estImated at pOSItIOn 1, make a payment at 2, 
and receIve theIr stamped summons and copIes at pOSItIOn 3 Arrows 
mdIcate the flow of summons processmg wIthm the umt 
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ESTIMATE 
FEES 

REESTIMATE 
FEES 

(PUBLIC WAITING AREA) 

(Counter) 
ACCEPT PAYMENT FOR 

COURT FEES AND 
MICROFILM FEES 

VERIFY PAYMENT / 
PREPARE & STAMP 

; RECEIPTS , 

STAMP AND RETURN 
I 

, SUMMONS 

MAINTAIN FINANCIAL REGISTERS 

CIVIL INDEX PROCESSING 
AND FILE MAINTENANCE 

, CREATE CASE FILE, ASSIGN 
I CASE NUMBER, CIRCUIT 
I AND HEARING DATE 

(CIVIL/T AX COMMERCIAL) 

I SUPERVISOR : 

COMMERCIAL INDEXING 
AND FILE MAINTENANCE 

TAX INDEXING Al\JTI FILE 
MAINTENANCE 

FIgure 2 Case ImtIatIOn Work DistrIbutIOn Suggested locatIOns wIthIn 
the case InItIatIOn work area for vanous functIOns 
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Case ImtIatIOn Supen-lsor 

De(imtzon ofworh. 

ThIS IS hIghly responsIble and advanced supervisory and admmistrative work m the 
case ImtIatIOn umt of the North CaIro Court of FIrst Instance 

Work mvolves supervIsmg a large court clencal umt whIch processes a high volume 
of cases Supervision IS exercised over a substantIal number of subordInates mcludIng 
lower-level supervisory and clencal employees Incumbent IS responsible for 
supervIsmg a large clencal umt Involved m case mItIatIon for civIl, commercial, and 
tax cases 

Work may Include or require the abilIty to perform lower level subordmate duties 
Work IS performed under the general supervisIon of a higher-level court manager, or 
admimstrator and IS revIewed through conferences reports and on the baSIS of results 
obtamed 

Examples of War" Performed (Anyone POSitIon may not mclude all of the duties 
lIsted, nor do the examples cover all the dutIes which may be performed) 

• Directly supervises, through subordInate staff, the ImtIal filmg of all CIVil, 
commercial and tax cases filed m the North Cairo Court of First Instance and 
matters relatmg to the estimatIOn and re-estlmatIOn of fees, payment of fees and 
costs, payment venficatIOn, assignment of CIrcuit and case numbers and heanng 
dates, creation of file Jackets and mdlces, transmIttal of case to CirCUIt clerks, and 
transmittal of funds to treasury 

• Directs, supervises, and coord mates the work of subordInate staff of the umt 
makmg prOVIsions for the hIrIng and trammg of such staff 

• Supervises, through subordmates, the preparation of record entnes, and 
finanCial records 

• Balances the workload of staff, mOnItors customer flow m the office and 
customer servIce needs 

• Supervises the preparatIOn of and tImely dispatch of statistical reports, and 
finanCial reports as may be reqUired or requested 

• Determmes how to apportIOn avaIlable staff time to process the paper work for 
cases 

• Coordmates With microfilm umt concernmg fees and file transfer, coordmates 
With ClrcUlt clerks concernmg file transfers 

• Interviews potential employees and makes hmng recommendatlOns 

• Penodically reviews employee performance, submIts wntten evaluatIOns With 
recommendatIOns 



• May prepare forms and manuals for use by employees, 

• PartICipates m prepanng and recommendIng refinements and modifications In 
office processes and procedures, 

• Participates and provides information for financial audit actiVitIes 

• PrOVides liaison between the court and attorneys and the publtc relative to the 
filing of cases, records of the court and office procedures 

• Supervises the preparation of court records, documents and Information for 
Input Into data processing system, momtors data Input 

• Supervises record management actiVities In the area of assIgnment 

• Coordmates WIth the manager of case processmg, and manager of 
computenzatlOn on computenzatlon of the Senior Clerk's office, Implements 
procedures and polICies once established 

• Assures completeness and accuracy of court records, answers procedural 
questions for staff, works WIth supervIsors and subordmate staff to develop and 
Implement new procedures and responds to changes In the law 

• Recommends and prepares changes In procedures relatmg to case processing 
processing of Instruments, indexIng, receIpts and disbursement of money, 
mlcrofilmmg and the transfer of and movement of court records 

Performs related work as reqUIred 

DesIrable educatIOn and e"perzence 

Graduation from general secondary school, supplemented by some supervisory 
expenence 10 a court umt involVing a high volume of clencal activIty 

DesIrable "nowledge abIlIty and ShIll 

• Through h.nowledge of court procedures and polICIes, legal documents 
terminology, laws and legal factors pertaining to the court area of assIgnment 

• Through knowledge of the orgamzatlon, operatIons, functions, and scope of 
authonty of the court and activIty of assIgnment 

• Knowledge of modem office practices and procedures 

• Abt1lty to understand and follow verbal and wntten instructIOns 

• AbIlIty to make worh. decIsIons In accordance WIth laws, regulations and 
departmental poiJcles and procedures 
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• AbIlIty to malOtalO a vanety of complex records and prepare reports from such 
records 

• AbIlIty to plan, aSSIgn and supervIse the work of subordmate employees 
engaged m a vanety of actlVlties m a high volume work umt 

• AbIlIty to tram subordmate staff and momtor performance 

• AbIlIty to express Ideas concIsely and clearly, orally and m wntmg 

• AbIlIty to establIsh and mamtam effectIve workIng relatIonships WIth others 

• AbIlIty to learn the operatIOn of a VIdeo dIsplay computer termmal 
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PRELIMINARY RECOMMENDATIONS FOR IMPROVEMENT OF THE 
MANAGEMENT OF THE SERVICE DEPARTMENTS OF THE NORTH CAIRO 

AND ISMAILIA COURTS 

INTRODUCTION 

The functIOns of acqumng jUnSdictIOn over parties to legal disputes and provIdmg 
those partIes WIth notice of the nature of the legal case, as well as, what actIons are 
expected of the parties by the Court, when those actlOns must be completed, and the 
consequences of faIlure or refusal to perform the expected actlOns are cntlcal to the 
admmistratIOn of Justice WIth farrness and due process m mdividual cases In the Courts 
of Fust Instance, these functlOns have been assIgned to the SerVIce Departments The 
mformatlOn gathered by the Project Staff and consultants presents a pIcture of system
WIde dIssatIsfactIOn WIth the way the SerVIce Departments perform these essentIal 
functIOns Problems With the servIce of the Court's process have been ulllversally 
IdentIfied as a major contnbutor to the delay III reachmg final Judgments m the court 
Many reasons have been theonzed as to the cause of the delays m the Service 
Departments, mcludmg unfair worh.loads, underpaid staff, poor facIhties and lach. of 
resources and supphes However, underlymg all of the dIscussIOns of the shortcommgs 
of the Service Department, IS the perceptIon that employee mIsconduct and abuse of 
pOSItIOn IS at the heart of the farlure of the Department to promptly and appropnately 
perform the Important JustIce functIOns that have been entrusted to It The prehmmary 
recommendatIons contamed m this report attempt to address the' bIg pIcture" changes 
that need to be made and provIde some orgalllzatIOnal and operatIOnal reforms that Will 
reduce the OPPOrtulllty for employee mIsconduct and abuse of positIOn It must be 
stressed, however, that effectIve and lastmg removal of cOITuptmg mfluences depends for 
Its success on a strong declaratIOn by the JudICIal leadership of the Court that mIsconduct 
and abuse of positIOn wlll not be tolerated accompallled by vigorous management and 
SWIft pUlllshment for mIsconduct 

Due to the limited time avaIlable on site, the author has gathered mformatIOn on the 
ServIce Department through mteT"\'lews WIth expenmental panel judges and a review of 
the ServIce Department Study prepared for the AdmIlllstratIOn of Justrce Support Project 
by Mostafa Shawh.I and Company The Shawh.1 Study has been of great benefit m 
gammg a detaIled portrayal of the operatIOns of the ServIce Department, recountmg the 
opmlOns and statements of many particIpants m the Court system, and provldmg a 
number of valuable suggestIOns for Improvements m the Department The author, based 
on hIS expenence and expertIse, has augmented the Shawh.I conclusIOns With addItIOnal 
recommendations 
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RECOJl!fiVlENDATIONS 

1 JUDICIAL LEADERS SHOULD ASSUME A VISIBLE ROLE IN THE 
MANAGEMENT OF THE SERVICE DEPARTMENT APPOINTNfENT OF AN 
ADMINISTRATIVE JUSTICE FOR SERVICE OF PROCESS IS AN 
IMPORTANT SYMBOL OF THE COURT'S COMMITil1ENT TO BRING 
ABOUT MEANINGFUL AND LASTING CHANGE IN THE SERVICE 
DEPARTMENT 

The ServIce Department should be clearly IdentIfied wIth the JudIcIary of the Court 
It appears that staff perceIves that the JudICIal leaders do not tal-..e an actIve Interest In the 
management of the Department ThIS has created a SItuatIOn such as that reported In the 
report of ShawkI and Company, whIch was commIsSIOned by the ProJect, In whIch the 
ChIef Server avoIded attendIng meetIngs that would have placed hIm In contact WIth the 
Judges The report mdicates that dISCIplIne In the Department IS handled by an InspectIOn 
Unit from MIniStry of JustIce whIch IS not responsIble to the ChIef JustIce of the Court 
ThIS, In tum, fosters a lack of respect for the WIshes of the JudIcIary as they relate to 
effectIve operatIOns and freedom from employee mIsconduct 

In order to exert the maXImum control over the operatIOns of the Department and 
symboIrze that control In a hIghly VISIble fashIOn, the ChIef JustIce should aSSIgn a Judge 
as the AdmInIstratIve JustIce for ServIce of Process The functIon of the AdmInistratIve 
JustIce would be to oversee the day-to-day operatIOns of the Department WIth the goal of 
ensunng that the polrcies of the Court are adhered to, that the operatIOns of the vanous 
field offices are conSIstent and legally appropnate, that the Department IS adequately 
eqUIpped and funded, that offices of the Department are up to standard In terms of space 
and filIng faCIlItIes, and that traInIng and retraInIng needs of staff are prOVIded 

The AdminIstratlve JustIce would be responsIble to the ChIef JustIce for the 
operatIOn of the ServIce Department and would respond to concerns expressed by the 
chIef Judges of the varIOUS panels regardIng dIfficultIes In IndIVIdual cases The 
managenal staff of the Department would be responSIble to the AdmInIstratIve JustIce for 
the everyday management and control of the staff and dutles of the Department 

2 THE COURT SHOULD DEVOTE IMMEDIATE ATTENTION TO IMPROVING 
THE FACILITIES OCCUPIED BY THE SERVICE DEPARTMENT IN ORDER 
TO ACHIEVE RECORDS SECURITY, PERSONAL SAFETY OF LITIGANTS 
AND EMPLOYEES AND TO REDUCE THE OPPORTUNITY FOR EMPLOYEE 
MISCONDUCT AND AB USE OF POSITION 

ImmedIate attentIOn must be gIven to prOVIdIng work. space for the Department that 
facIhtates the work of the Department and ItS employees ServIce counters, filIng 
cabInets, and In-office worl-.. space for field personnel to orgamze theIr dally work and 
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complete paperwork as well as provIdmg a physIcal separatIon between the employees 
and the publIc are of hIghest pnonty 

The Department's facIlItIes are descnbed m the ShawkI report as overcrowded and 
chaotIc workplaces wIth papers thrown on the floor, files m no apparent order or system, 
filmg cabmets placed m the publIc cOrrIdors The offices lack sufficIent space to allow 
for rearrangement of furnIture and fixtures The spaces are poorly lIt and ventIlated wIth 
msufficient space for employees to perform theIr Job functIOns 

If It IS the Court's goal to brIng about genume and lastmg reform of the ServIce 
Department and to prOVIde the publIc and the employees WIth a VISIble SIgn of that 
commItment, renovatIon and reorgamzatIOn of the offices, publIc areas and workmg 
spaces of the Department must be gIven a hIgh prIOrIty A necessary prereqUIsIte to 
Improved functIOnmg of the Department IS the creatIOn of facIlIties that proVIde 
reasonable work.-space and file management areas to that allow employees to perform 
theIr Job duties whIle proJectmg an Image of a discIplmed and effiCIent orgamzatIOn 

A filmg system for the documents and records of the Department must be created 
Currently files are m disorgamzed and kept m a manner that IS prone to cause loss of and 
damage to the documents contamed therem FIlmg cabmets are m short supply and those 
that are aVailable are m poor condItIOn The phYSIcal spaces aSSIgned to the Department 
are msufficient to prOVIde room for file storage that IS both adequate for the Department's 
needs and can prOVIde securIty for the Department's files and documents The 
recommendatIOns of the Project consultants relatmg to the renovatIOn of the offices of the 
Court Clerk can prOVIde valuable aSSIstance to the Court m the redeSIgn of the SerVIce 
Department offices 

3 THE COURT SHOULD RECOGNIZE THAT THE SERVICE OF THE COURT'S 
PROCESS IS A FUNCTION POLICE-LIKE IN ITS NATURE AND REFORM 
THE SERVICE DEPARTMENT IN A WAY THAT VISIBLY SIGNIFIES 
ATTENTION TO DISCIPLINE AND EFFICIENCY CONSIDERATION 
SHOULD BE GIVEN TO PROVIDING UNIFORMS TO THE FIELD SERVERS 
AND REDESIGNATION OF THE MANAGEMENT TITLES TO REFLECT 
COMMAND RANK 

The perceptIon of the ServIce Department held by the Court, Mmistry of Justice, and 
the publIc IS of such low character that a VISIble symbol of change IS necessary at the 
soonest pOSSIble opportumty Servers of the Court's process are officers of the Court and 
m some sIgmficant ways are polIce-lIke When VIewed from thIS perspective, steps 
should be taken to prOVIde the Department Vvith the appearance of a discIplmed orgamzed 
work. force ThIS should mclude Issuance of umforms and the retItlIng of the Department 
supervISOry personnel to mdicate rank. as m polIce orgamzatIOns 
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In discusslOns With the consultants and Project Staff, judges have e\.pressed the 
thought that the servIce functIOn could be gIven to' JudIcial polIce" By reorganIzmg the 
ServIce Department as a UnIformed, discIplmed field force, the spmt of the Judges' 
deSIres IS recogmzed WIthout the need for legal reform 

The changes recommended m thIS sectlOn wIll also serve as a publIc SIgn that the 
Court IS addressmg the publIc concerns related to the operatlOn of the Department and 
mdicatmg to the pubhc that a 'new" Department IS m operatlOn whIch does not tolerate 
employee misconduct and abuse of pOSitIOn 

4 THE COURT SHOULD REORGANIZE THE DISTRIBUTION OF THE WORK 
OF THE DEPARTMENT IN A WAY THAT RECOGNIZES THE REALITY OF 
THE DEPARTMENT'S STAFFING CONSIDERATION SHOULD BE GIVEN 
BY THE COURT TO CHANGING CURRENT PRACTICE TO ALLOW WOMEN 
ASSIGNED TO THE FIELD SERVER DIVISION TO SERVE PROCESS AT 
LOCATIONS THAT DO NOT PRESENT RISKS TO PHYSICAL SAFETY 

The mformatlOn prOVIded to the consultant by the ShawkI and Company study 
mdicates that, whIle the total number of employees assigned to the Department may be 
adequate, the adminIstratIve component IS too large and the field component IS, 
effectIvely, much smaller than It appears on personnel rosters ThiS IS due to the hIgh 
number of field server pOSitIOns filled by female employees who, under current 
Department practIces, are not permItted to go out onto the street to serve process Care 
should be taken not to fill field vacancies With women or, m the alternatIve, the Issue of 
whether women should be allowed to serve process should be revIsIted The Court could 
conSIder the pOSSIbIlIty of allowmg the women m the field sectlOn to serve process to 
busmesses, hospItals, banks and government agenCIes where the nsk of phYSical danger IS 
greatly reduced ProvIdmg the staff WIth UnIforms, as recommended m RecommendatIOn 
2, above, may also Improve the safety of women servmg process m the field 

5 THE COURT SHOULD ADDRESS THE ISSUE OF ADMINISTRATIVE 
SERVICE OF PROCESS AND TAKE STEPS TO MINI1vJIZE ITS USE AS AN 
ALTERNATIVE TO GOOD FAITH EFFORTS TO PERSONALLY SERVE 
DEFENDANTS THE COURT SHOULD CONSIDER THE TRANSFER OF 
THE ADMINISTRATIVE SERVICE PROCESS FROM THE FIELD SERVER 
DIVISION TO THE ADMINISTRATIVE DIVISION OF THE DEPARTMENT 

The results of the surveys of the judges mdicate that the judges IdentIfy the SerVIce 
Department as one of the pnncipal sources of delay m the Court The data collected 
from the mdlvldual case files mdlcates that, m the vast majonty of cases, servIce IS 
completed wlthm 30 days ThIS seemmg contradIctIOn IS e-xplamed by the results of the 
Shawkl study commISSIOned by the Project The field force of the Department IS 
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msufficlently staffed with males who can go out of the office to serve process 
Consequently, each of the servers has more process to be served than can physically be 
served Wlthm the time allotted Smce the process must be served wlthm the time allotted, 
the servers have created a practIce of leavmg the documents wIth the pollce and maIlmg 
notIce to the party to be served that the Wnt of Summons IS avaIlable to be pId.ed up at 
the police statlOn As many as 70% of the Wnts of Summons lodged for servIce are 
served m thIS manner 

ThIS procedure of depOSIt wIth the polIce followed by maIlmg of notIce IS reported as 
accomphslunent of servIce The judges have saId that they do not conSIder the use of thIS 
procedure to be sufficIently trustworthy to support a default of the Defendant, at least not 
as a result of the first serVIce The judges, therefore, routmely order that serVIce be re
attempted It appears, however, that the second time m the case that the scenano IS 
played out, many judge panels wIll accept the service and default the Defendant The 
default rate may be as high as 50% ThIS situatlOn may be an example of two wrongs 
makmg anght 

The consequence of thIS Imperfect serVIce situatlOn, m all lIkelIhood IS that, at some 
later pomt m tIme, the Defendant finds out about the default judgment and comes to court 
to seek Its vacatIOn Smce the Judges know that the serVIce functlOn IS mherently 
untrustworthy, they are constramed to vacate the judgment prevIOusly Issued and begm 
the process of mak.mg the case ready for deCISIOn m a much delayed posture In addItIOn, 
the Impact on the budget for postage IS enormous 

ImmedIate attentIOn must be paId to changmg the condItIOns whIch encourage thIS 
SItuatIOn The Court must make realIstIC assessment of the number of personal serVIce 
events that can be performed m a day by a reasonably motIvated server An analYSIS of 
the relatIve average numbers of Wnts that are lodged for servIce withm the eXlstmg 
geographIC servmg areas must be performed WIth the goal of slZlng geographIC servmg 
areas by volume of work rather than by volume of terntory There must be a 
determmatIOn of the reasonable percentage of mail notlficatlOn cases that should be 
expected per month and staff should be prOVIded WIth enough mallmg supplIes to meet 
the expected need Further requests for Issuance of supplies should not be forthcommg 
WIthout mtensive JuStIficatIOn 

A umt should be created wIthm the AdmlmstratIve DlVISIOn of the Department to 
perform the regIstered maIlmg functIOn and momtor the requests of the field force for 
maIlmg of notIces 

A umt of thIs kmd WIll proVIde effiCIent centralIzed processmg of the mall preparatIOn 
and document delivery to police statIOns Trackmg of the work performed by thIS umt 
wIll proVIde managers WIth mformatIOn relatmg to the numbers of cases m WhICh 
admimstrative process IS bemg used and also mformatIOn relatmg to the nature of the 
work bemg performed by mdividual servers 
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Another benefit to the centrahzatlon of the admInIstratIve servIce functIOn m the 
Admmistrative DIvIsIOn of the Department, IS that field servers wIll have more tIme m 
theIr workday to accomphsh personal servIce of the Court's process The Shawk.I report 
quotes servers who complam that theIr work.mg day IS extended because of the paper 
work mvolved III preparIng mall notIce to defendants of the deposIt of the WrIts of 
Summons wIth the polIce Smce the mall functIOn wlll be performed by admimstratIve 
employees, field servers wIll recover the tIme formerly devoted to mall paperwork and 
should be expected to utIlIze thIS addItIOnal time servmg process m the field 

6 THE COURT SHOULD REORGANIZE THE DIVISION OF THE 
DEPARTMENT THAT ENFORCES THE COURT'S JUDGlvfENTS IN A 
MANNER THAT ENSURES FAIRNESS IN THE PROCESS OF ATTACHMENT 
OF PROPERTY TO SATISFY THE COURT'S JUDGMENTS AND PROVIDES 
SAFETY FOR THE EMPLOYEES WHO ARE ASSIGNED TO PERFORM 
THESE DUTIES CONSIDERATION SHOULD BE GIVEN TO CREATING 
TEAMS OF THREE SERVERS TO PERFORM THE ENFORCEMENT 
FUNCTION AND EXPLORE THE WAYS IN WHICH PROPERTY SEIZED TO 
SATISFY THE JUDGMENTS OF THE COURT MAY BE SAFELY AND 
APPROPRIATELY TRANSPORTED 

A speCial umt wlthm the ServIce Department should be created to deal WIth 
enforcement of the Court's Judgments Staff assIgned to thIS umt would reqUire specIal 
trammg m the assessment of moveable property subject to attachment and sale to satIsfy 
the court's Judgment In addItIOn, there IS or may be danger of phYSIcal harm to the staff 
whIle performmg enforcement functIOns EmotIOns may be hIgh and It IS natural to 
expect that anger at the outcome of the Judgment of the Court may be focused on the 
person of the agent of the Court's process It should also be noted that the enforcement 
of Judgments often mvolves the selzmg of property of SIgnIficant bulk or value or both 
Secunty and transportatIOn needs of servers assIgned to thIS Job functIOn must be 
addressed 

ConSIderatIOn should be gIven to asslgnmg enforcement-type work. to teams of three 
servers Judgment enforcement teams should be prOVIded means of safely transportmg 
seIzed property ThIS mIght be accomplIshed by purchasmg vans or truck.s and aSSIgnIng 
them to enforcement teams Another optIon may be to hIre vehIcles as needed Care 
must be gIven to ensure that any such hIrIng process has safeguards bUilt mto It to reduce 
the opportumty for mIsconduct 

ConSIderatIon mIght also be gIVen to the pOSSIbIlIty of armmg the servers aSSIgned to 
Judgment enforcement dutIes ThIS IS a deCISIOn that can have unfortunate consequences 
If not Implemented m a thoughtful and thorough manner No Server should be armed 
WIthout extenSIve trammg m weapon use and, more Importantly, WIthout a clearly 
demonstrated understandmg that use of the weapon IS the chOIce of last resort gIven the 
CIVIl nature of the task. aSSIgned 
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7 THE COURT SHOULD DEVOTE ATTENTION TO A REALISTIC SALARY 
AND REIillfBURSEMENT POLICY AS WELL AS DEVELOPING A CAREER 
ADVANCEMENT STRATEGY THAT ENCOURAGES PRODUCTIVE 
EMPLOYEES TO TREAT EMPLOYllt!ENT WITH THE DEPARTMENT AS A 
CAREER 

The Importance of the functIOn prOVIded by the Department, not only to the Court, but 
to the mdlvldual cItizens IS not recognized by the government either m tenus of 
compensatIOn or m tenus of mfrastmctural support ThIS conclusIOn IS contamed m the 
Shawki report PerceIved meqUltIes of salary stmcture and ImplementatIOn of bonuses 
milItate agamst the employees approachmg theIr Jobs wIth senousness and promotes a 
sItuatIon where the bulk of the staff mdulge m self help to provide mcome for 
themselves Court leaders deplore the mIsconduct and abuse of posItIOn by theIr 
employees but have not provIded realIstIc salary and pay bonus ImplementatIOn to 
counter the employees' self JustificatIOn for their need to supplement their officIal 
compensatIOn wIth money received from lItigants and lawyers The salary and 
supervIsIOn polICies have created a self-fulfillmg prophecy The decIslOns not to mvest 
realIstic salanes, bonus allocatIOns, and expense reimbursements, hands-on management, 
and trammg m the Department appear to be based on the assumptIOn that the operatIOns 
of the Department are so dismal and the employees of the Department are of such low 
qualIty that mvestment of fundmg and attentIOn to trammg and development would be a 
waste of resources Due to lack of day-to-day, hands-on management, lad. of 
trammg,conslstent dIscIplIne, and predIctable pay and reimbursement polIcIes, the 
Department operatIOns are dIsmal and the employees are of low quality 

Steps must be taken to resolve the salary and bonus meqUltIes and the dIstnbutlOn of 
work assIgnments to encourage employees to VIew employment m the Department as a 
career which mcludes recognitIOn of good performance, adequate compensatIOn, 
predIctable management and dlsclplme, manageable work.loads and the POSSibilIty of 
upward mobilIty wlthm the Department The offiCial pay rate and the government bonus 
system must be Implemented m the Service Department Sufficient funds should be 
allocated to ensure that employees m the Service Department are treated m the same 
manner as other employees wlthm the Mmlstry of Justice The prOVIsIOn, by the 
Department, of bus passes, as a means of provIdmg transportatIOn for field staff, would 
address the concerns of unrelmbursed expenses and have the addItIonal benefit of more 
effiCient use of employees' tIme gettmg to the areas where they are assigned to serve 
process The Court and the MInIstry should create a promotIOn track wIthm the 
Department that can prOVIde upward mobilIty for employees who perforn1 theIr dutIes 
well and faIthfully 

At the same tIme, the Court must make clear to the employees of the ServIce 
Department that no mIsconduct or abuse of pOSItion, however mmor, wIll be tolerated 
The employees must recognize that the Court WIll be VIgIlant regardmg matters of 
misconduct and that, If the nllsconduct IS of the nature that mcludes abuse of pOSItIon, the 
Court WIll vIgorously and SWIftly move to termmate the employment of those who solIcIt 
and accept bn bes 
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Day-to-day management of the Department must also mclude supervIsIOn and 
evaluatIOn of the work performed by the employees Unsatrsfactory performance should 
be noted and revIewed wIth employees wIth the goal of lmprovmg the performance If 
the employee does not respond appropnately to such reVIews, progressIve dISCIplIne 
should be admmistered The process of Improvmg employee perfonnance depends for Its 
success on the clear expreSSIOn of the expectatIOns of the Court, tImely supervlSlon and 
correctIOn of performance that does not meet expectatrons, predIctable rewards and 
mcentives for meetmg expectatIOns and predictable ImpOSitIOn of dismcentlves and 
sanctIOns for faIlure to meet e'CpectatlOns Rewards and mcentlves for employees mIght 
mclude performance-lmked ment pay bonuses and a promotIOnal career path wlthm the 
Department DIsmcentives mIght Include withholdmg of bonuses, suspensIOn of 
employment and termmatIOn of employment when correctrve measures have proven 
unsuccessful 

When these steps have been accomplIshed, the Court WIll have created an atmosphere 
where department employees approach theIr Job dutIes wIth pnde and look upon theIr 
employment In the Department as an honorable and respected career 

8 THE COURT SHOULD TAKE IMJl1EDIATE ACTION TO ACHIEVE BETTER 
USAGE OF THE EMPLOYEES' TIME DURING THE OFFICIAL WORKING 
HOURS OF THE DEPARTMENT 

The reports of conversatIOns wIth the employees of the SerVIce Department contaIned 
m the Shawki study descnbe the server as havmg a workday of 10-12 hours, or 2-4 hours 
longer than other employees of the Court, but WIthout addItIOnal compensatIon 
ConversatIOns WIth project staff, Judges, and others, however mdicate that, whIle the 
offiCIal workmg hours for servers are 7 00 a m to 5 00 pm, no servIce of process 
actrvity begms before 11 00 a m despIte the perceIved lack of tIme In the workday to 
address the aSSIgned workload ThIS SItuatIon wastes four hours daIly that could be 
devoted to performance of the aSSIgned workload m a tImely and legally expected 
fashIOn 

Servers should be out of the offices and on theIr servIce routes no later than 8 00 am 
ThIS earIrer start of field work WIll prOVIde almost fifteen hours per week of addItIOnal 
tIme per server aVaIlable to complete the work reqUIred by the Court WIthIn the tIme 
frames expected by the Court In addItIOn, the field work of servmg the Court's process 
may be more successful when commenced earlIer m the day There may be mcreased 
opportumty of findmg people m theIr homes early m the mormng The early departure of 
the field servers wIll also act to reduce the congested and overcrowded condItIOns m the 
vanous ServIce Department Offices 
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9 THE COURT SHOULD DEVELOP AND IllfPLEkfENT A 
COMPREHENSIVE TRAINING PROGRAil,.1 FOR DEPARTlvfENT EkfPLOYEES 
AND MANAGERS 

The consultants and the ShawkI Study recommend formal trammg for servers before 
they begm work ImmedIate attentIOn should be gIven to ImplementatIOn of thIs 
recommendatIOn The ShawkI Study found that most servers currently have lImIted 
educatIOnal backgrounds and learn their jobs on the street sometlmes wIth gUIdance by 
theIr fellows, sometImes not CorrectIOn for Improper performance of theIr duties comes 
from the InspectIOn Department of the Mmistry of JustIce, usually followmg a complamt 
of some sort In mterviews conducted by ShawkI and Company the servers complamed 
that the InvestIgators have no understandmg of the work and are capncIOus and 
mconsistent m theIr findmgs 

A standardIzed trammg program must be developed and presented for eXIstmg staff 
and all new hIres The trammg program must mclude onentatIOn to the Court's 
expectatIOns relatmg to the functIOnIng of the Department as a whole and to the 
performance of the employees withm the Department The trammg should prOVIde a 
clear statement of the Court's polIcy of "zero tolerance" of mIsconduct whIch mcludes 
abuse of posItIOn on the part of ItS employees The trammg should also proVIde detaIled 
descnptIOns of the dutIes of the employees and the prescnbed manner for the 
performance of these dutIes AttentIOn should also be gIven to provldmg employees WIth 
an understandmg of the relevant legal reqUIrements apphcable to the process servmg 
functIOn whIch they perform Care should be taken to Impress, upon the employees, the 
Importance attnbuted, by the Court, to the functIOn that they are bemg called upon to 
perform 

The management of the Department must be tramed, as well, to ensure that they 
clearly understand the expectations of the Court and the job functIOns of the employees 
that they are assIgned to supervIse Managers must take an actIve role m measunng 
employee performance agamst the reqUIrements of the job as descnbed to the employees 
m the trammg program The actIVItIes of the Inspectors from the Mmlstry of JustIce 
should focus on complamts of corruptIOn or abuse by Servers but stop short of what IS 
generally agreed to be managenal correctIOn of employee shortcommgs and routme 
p~ogressive discIplme 

The successful management of the Department reqUIres that the correctIOn of 
substandard employee performance be the responSIbIlIty of those who have day-to day 
supervISOry authonty rather than the responSIbIlIty of an outSIde organIZatIOn whose 
pnmary responSIbIlIty IS to perform mvestlgatIOns In the event that the Inspectors, m the 
course of pursumg a complamt, reach the conclUSIOn that the cause of the complamt IS 
poor performance rather than mIsconduct, theIr findmg should be reported to the 
Department's management to ensure tImely and appropnate correctIOn of the 
performance 
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10 THE COURT SHOULD UNDERTAKE THE USE OF STANDARD 
DOCUMENTS FOR THE RETURN OF SERVICE AND THE CREATION OF 
REPORTS THAT CAN PROVIDE INFORMATION THAT WILL ENABLE THE 
MANAGERS OF THE DEPARTMENT AND TO THE JUDGES TO BETTER 
ASSESS AND MANAGE THE WORK OF THE DEPARTMENT 

The Expenmental CIvIl Caseflow Management Plan Includes a Return of ServIce 
document, Included In thIS report as AppendIx A, whIch can be adopted for use by the 
ServIce Department The Return of ServIce document reqUIres the server to IdentIfy 
the manner In whIch the process was served, the date on whIch serVIce was made, a 
phYSIcal descnptIOn of the person served, a descrIption of the relatIOnshIp to the 
defendant of the person served In the event that the person served IS not the defendant 
and the address at whIch the serVIce took place The document also reqUIres that the 
server descrIbe the reasons for the faIlure to serve process on the defendant 

The InfOrmatIon collectIOn made possIble by the completIOn of thIS document wIll 
allow the Judges to make better Informed deCISIOns relatIng to whether the notIce and 
JunsdictlOnal reqUIrements of the law have been met In IndIVIdual cases The 
InfOrmatIOn, when It IS aggregated, wIll aSSIst the managers of the Department and the 
AdmImstratIve Justice In evaluatIng the work of IndivIdual employees and the overall 
success of the Department In meetIng the needs of the Court and the publIc 
AdditIOnal documents can be deSIgned and reports created to aSSIst the Department's 
management, control of actIVItIes, and evaluatIOn of the processes of the Department 
At a mmimum, these reports should mclude InfOrmatIon on the tlme from referral of a 
Wnt of Summons to the ServIce Department to the tIme of completIOn of serVIce and 
return of the Wnt to the office of the Clerk Reports can be created to IdentIfy cases 
In WhICh serVIce has not been completed withm lImIts and goals set by the Court 
Reports can also be generated WhICh IdentIfy employees whose servmg success rate 
falls below the goals set by the Department A reVIew of the CIrcumstances WIth the 
employee In questIOn can then prOVIde an opportumty to rectIfy the SItuatIOn 

CONCLUSION 

The ServIce Departments of the Courts of FIrSt Instance are entrusted WIth the 
Important functIOn of acqumng JunsdictIOn for the Court over partIes to laWSUIts and 
of provldmg notIce to those partIes of the nature of the laWSUit In which they are 
mvolved as well as notIce of scheduled dates at whIch tIme events of legal 
sIgmficance to the partIes wIll take place At the present tIme there IS an 
overwhelmmg unhapPIneSS on the part of Judges, lItIgants and lawyers With the 
manner In whIch the SerVIce Departments perform the Important functlOns entrusted 
to them 

Of specIal concern IS the perceptIOn of partICIpants In the system that the poor 
performance of the Departments IS not the result of overwork or underpayment of the 
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employees but IS rather the product of wIdespread employee mIsconduct and abuse of 
pOSItIOn The remedIes for poor performance are dIfferent from those for mIsconduct 
and abuse of pOSItIOn The JudICIal leaders should VIew the mIsconduct of the 
employees In the same lIght as If It Involved theft from the government The 
resources consumed by heanngs made necessary by the mIsconduct of employees 
who have not completed their duties constitute a great cost to the government whIch 
could otherwIse be used to address other needs of the CItIzens In additIOn, such 
misconduct reduces respect for the Court and the Justice System Surely no one 
would disagree that a proper remedy for theft from one's employer IS termInatIOn of 
employment Undertakmg to nd the ServIce Department of employee misconduct 
and abuse of pOSItIOn WIll constItute a monumental task Unfortunately the 
development of forms and procedures WIll not alone be suffiCient to the task 

The JUdICIal leaders must clearly express to the employees their determmatIOn to 
deal With the problem Trammg programs should be developed that stress the Court's 
mSIstence that misconduct wIll not be tolerated and that abuse of pOSItIOn wIll be 
cause for ImmedIate termmatIon of employment Employees found to have abused 
theIr pOSItIOn must m fact have theIr employment term mated ThIS polrcy IS not a 
temporary undertakmg V IgIlance IS necessary to ensure that gams made m nddmg 
the Departments of misconduct are not lost by a complacent outlook m the future 

In addItIOn to the pubhc expreSSIon by the Court of ItS efforts to root out 
mIsconduct, the Court should proVIde to the public and the employees some VISIble 
symbols that change has taken place and that busmess as heretofore usual IS no longer 
how the Department wIll operate The first such VISIble symbol of the Court's 
commitment to permanent and pOSItIve change should be the appomtment of an 
AdmInIstratIve JustIce for the SerVIce of Process who WIll assume control of the 
Department's operatIons and be responsIble to the ChIef JustIce for the 
ImplementatIOn of Improvements and the contmued overSIght of the work of the 
Department Another VISIble symbol of change that Will Improve servIce and 
performance m the Department IS a much needed renovatIOn of the Department's 
offices and work spaces to express to the employees and the publIc that quality work, 
deservmg of respect, IS performed m these surroundmgs Another change that 
suggests to the publIc and the employees that a new day hrts come to the Department 
IS the prOVISIOn of umforms for field servers ThIS change reflects the pohce-hke 
nature of the service functIOn and symbolIzes the new attentIOn bemg paId by the 
Court to orgamzatlOn and dISCIplIne 

A profeSSIOnal approach to management and attention to fiscal matters WIll help 
ensure that employees WIll feel that they are bemg treated farrly and prOVide mcentlve 
to perform theIr dutIes m a manner that meets the expectatIOns of the Court 
Managers of the Department must ensure that employees make effiCIent use of their 
tIme durmg the workday Managers should also be seekmg ways to better utIhze the 
staff aSSigned to the Department These approaches could mclude aSSIgnment of the 
admmIstratIve servIce of process functIOn to the AdmmlstratIve DIVISIOn of the 
Department The women who occupy field server pOSItIOns could be aSSIgned to 
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serve the court process to busInesses, hospItals, umverSItIes, and government offices 
whIch would not expose them to the rIsk of physIcal harm often present In the field 
and would Increase the number of staff avaIlable to serve process wIthout the need to 
Increase the SIze of the Department 

FInally, the Court should develop the capacIty to collect and manage mformatIOn 
related to the operatIOns of the ServIce Department InformatIOn about the manner In 

whIch process IS served and the tIme from Issuance of process to the completIOn of 
serVIce IS a necessary prereqUlsite to effectIve management of the Department The 
use of documents such as the recommended Return of SerVIce, whIch IS attached as 
an appendIX to thIS report, wtll facllItate the collectIon of needed InfOrmatIOn The 
Court should be lookIng for opportumtIes to create documents that can be used both 
to substantIvely perform the work of the Department and to provIde a convement 
source of InfOrmatIOn elements that can facIlItate the management deCISIOn-makIng 
process 

It IS clear that there IS much to do before the Court and the publIc can feel proud of 
the SerVIce Department However, the longest and most arduous Journey starts WIth a 
first step The JudICIal leadershIp has IndIcated that they are ready to take that first 
step Further study of the practIces of the Department wIll proVIde gUIdance for the 
later portIOns of the Journey and IdentIfy other steps necessary to reach The Court's 
goals It IS the hope of the project consultants that the Court's leadershIp wIll begIn 
the reform process WIthout delay 
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PLAINTIFF 

IN THE COURT OF FIRST INSTANCE 
NORTH COURT OF CAIRO 

v 

) 
) 
) 
) 
) 
) 

CASENUMBER~ ______ __ 

DEFENDANT 

WRIT OF SUMMONS,RETURN OF SERVICE AND ACKNOWLEDGEMENT 
(TO BE PREPARED BY PLAINTIFF'S ATTORNEY AND EXECUTED BY SERVER) 

SERVE ____________________ _ 
Defendant name 

AT ____________ __ 

Defendant address 

TO THE DEFENDANT 

In the above-stated matter, you are hereby summoned to appear at the above 
Court before CircUlt Number at am /p m on _____ _ 

date 
You are further directed to submit a memorandum m reply to the attached WrIt and 
supportmg documents to the CircUlt clerk for CircUlt Number not later than 

date 
Fmlure to respond to the directlOns m thIS WrIt of Summons may result m the entry of a 
default Judgment m favor of the above-named plamtlff 

I) 



SERVER'S RETURL'l' OF SERVICE 

Under Penalty of Perjury, I, , hereby certIfy that 
Server 

__ ServIce was made on the Defendant at ____ _ 
name 

_______________________________ at am/pm on ______________ _ 
address date 

by handmg hIm/her a copy of the Statement of ClaIm and Wnt of Summons 
A physIcal descnptIOn of the Defendant IS as follows (to be provided by the Server) 
HEIGHT WEIGHT ______ _ 
HAIR COLOR EYE COLOR _____ _ 
AGE COLOR OF SKIN GENDER MALE 
___ FEMALE 

-or-

ServIce was made on the Defendant at ---------
name 

_____________________________ at a m /p m on ___________ _ 
address date 

by Ilea"mg a copy of the Statement of ClaIm and Wnt of Summons wIth 
______________________ , a person of 18 } ears or upwards ,\ ho resIdes wIth 

name of person served 
the Defendant and IS related to the Defendant as 
follows ------------------------HEIGHT _______ WEIGHT _______ _ 
HAIR COLOR EYE COLOR _____ _ 
AGE COLOR OF SKIN ______ GENDER MALE 

FEMALE 

-or-

ServIce was made on the Defendant who failed or 
name 

refused to respond to the Server at a m /p m on _________ _ 
date 

at --------------------------------------------------
Defendant's address 

by leavmg a copy of the Statement of ClaIm and Wnt of Summons "Ith the polIce 
department located at _________________________________________ _ 

address of polIce statIOn 
and causmg to be maIled to the Defendant a registercd lettcr mformmg hIm/her to 
PICh up the copy of the Statement of ClaIm and Wnt of Summons deposIted at the 
above-descnbed PolIce StatIOn 
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ServIce was not made on the Defendant because 

__ The address provIded for Defendant does not e,,(Ist 

No person fittmg the descnptIOn of the Defendant was found at the address 
provIded 

Date --------------------
SIgnature of Server 

ACKNOWLEDGEMENTOFSERVICE 

I, _____________________ , hereby acknowledge receIpt of servIce 
Name 

Date --------Szgnatllre _____________ _ 
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BACKGROUND 

IntroductIOn 
The recommendatIOns presented m thIS report are the result of VISItS to the North Calro 
archIves department, mterviews wIth the umt supervIsor Mr Mohamed EI Sayed 
Bandeery and hIs staff, a reVIew ofbmldmg blueprmts and statistIcal mformatIOn 
proVIded by AOJS and court staff These recommendatIOns call for specific actiVIties 
mtended to aclueve the followmg records management obJectlves 

• To proVIde safe and secure storage for archIved case files and related records 
• To mamtam these records to meet legal, admmistratlve, histoncal and fiscal 

reqUIrements 
• To respond to requests for archIves mformatIOn m a tImely manner 
• To provIde an on-gomg system for records management that will meet future needs 

To achieve these ObjectIves a number of actlvitles need to be undertaken In general 
terms the followmg areas have been addressed to the extent possIble withm the available 
tIme 

• Facilitles desIgn and use 
• Staffing 
• Records retentIOn 
• EqUIpment needs 
• OrganIzatIOn and procedures 

ImplementatIOn of these recommendatIOns can begm as soon as approval IS receIved from 
the Mmistry A follow-up report WIth more specific recommendatIOns for storage IS 
pendIng further work. by the archItect Proposed procedures and poliCIes WIll also be 
provIded at a later date 

DescriptIOn & DefimtlOn of Records and Indexes 
The staff In archIves IS responsIble for the mamtenance of all closed court files and a 
varIety of mdexes and Journals Court files whIch have reached Judgment and are past 
the appeal penod are eligIble for storage m the archIves AddItIOnal records that are 
mamtamed m archIves mclude ledgers, agendas, mall, Judgment drafts, and requests for 
copIes A complete lIstIng of these non-case records are found m FIgure 3 

Current Storage ConditIons 
The storage condItIOns noted In prevIOUS reports are essentIally unchanged Case files 
and mdexes are mamtamed m an area that occupIes approxImately one quarter of the 
courthouse basement Access to the area IS from the front lobby by a flIght of staIrs The 
records are stored on open steel shelvmg, and m piles on the floor that tak.e up almost all 
of the aVallable space Most court files are mamtamed m three-sIded cardboard folders, 
held together WIth stnng to secure the files and k.eep them upnght WhIle these folders 
were desIgned for approxImately twenty-five cases per folder, many have had fifty or 
more cases crammed mto them, accordmg to staff As a result, many of the bmders have 



broken and the records are tom by the stnngs used to secure them Large numbers of 
files are held together only by stnng, and left m pIles on the floor and on shelves Case 
files mamtamed m thIS manner appear to be rapIdly detenoratmg due to damage from 
handlIng and the practIce of bmdmg them WIth stnng 

VentIlatIOn for the archives comes pnmarIly from street-level wmdows that are covered 
WIth bars and ngld mesh A great deal of dust filters In through these wmdows, and 
many files are covered WIth a layer of dirt and gnme DespIte the wmdows, aIr 
cIrculatIOn IS poor There are vIrtually no open work areas avaIlable for staff 

The archIves are partIcularly vulnerable to damage from fire Smoh.mg m the archIves IS 
common, as IS the use of hot plates to heat water Several tImes dunng the SIte VISIt 
employees were observed smokmg m the file storage area, and CIgarette ashes were found 
on files The dry enVIronment and combustIble nature of the files makes thIS an aCCIdent 
WaItIng to happen FIre suppressIOn eqUIpment IS lImIted and there are no smoke or fire 
detectors 

Water damage has also been a problem Staff provIded several examples of water 
damage to files In some areas ofthe archIve files are stored under sewer pipes and other 
areas that appear to be prone to mOIsture Cats roam freely m the area, and theIr feces 
and unne have damaged files as well 

Access to the records IS hampered by poor lIghtIng, walh.ways filled WIth un-shelved 
records, and a lack of eqUIpment needed to access and transport files Staff CIted mJunes 
that have resulted from falls and handlIng heavy bundles of records 

Personnel 
InformatIOn proVIded by the court lIsts 21 employees assIgned to the archives UnIt One 
of them IS on leave Included m thIS number are 19 archive clerks, the UnIt head, and a 
deputy UnIt head The UnIt IS authonzed for 32 POSItions Many of the pOSItIOns have 
been vacated by employees because of work-related health problems 

Records Access 
The flow of mformatIOn m and out of records IS a dynamIC process Documents contmue 
to flow m and out of court files after the files arnve In archIves Complete case files are 
often removed for further proceedmgs m the Courts of Appeal and CassatIOn 

Although archIves staff have the responsIbIlIty for locatmg and pullmg records at publIc 
request, members of the publIc routmely enter the records storage area to obtam 
documents There IS no counter or work area aVaIlable for the publIc PrevIOUS efforts to 
maIntam a front counter and lImit publIc access by arrangmg tables mto a makeshIft 
counter were abandoned It IS estImated that 70% of the cases are pulled for the purpose 
of returnIng ongInal documents to lItlgants The frequency of these requests dImmishes 
as the cases grow older Members of the pubhc also request copIes of documents from 
archIves 
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Complete court files are transferred to the Courts of Appeal and CassatIOn upon request 
These requests are logged by the archIve supervIsor and the ongmal file IS replaced by a 
dummy Jacket untIl the file IS returned The records superVIsor reVIews hIS log each year 
to determme If files have been out for an exceSSIve penod of tIme, and wntes a letter to 
the requestmg court to determme the status of the mlssmg file 

After files have reached archIves there may be addItIOnal documents which wIll be sent to 
archIves for storage The department IS responsIble for loggmg these documents and 
placmg them m the proper file 

Current RetentIOn ReqUIrements 
Court files are mamtamed m theIr entirety for a penod of fifteen (15) years beyond the 
date of Judgment The files are delIvered by the respective CircUlt clerks, logged m, and 
checked for completeness by archIves staff ArchIves clerks are assIgned responsIbIlIty 
for speCIfic case types and years A comprehenSIve mventory of record types by locatIOn 
m the archIve rooms does not appear to eXIst The supervIsor relIes on mdividual clerks 
to IdentIfy the locatIOn of speCIfic records 

When a case file ages fifteen years beyond Judgment the staff IS authonzed to remove and 
destroy all case documents except the followmg 

• Complamt and summons 
• Judgment 
• Expert opimons 
• Ongmal case file Jacket WIth notatIOns 

The archIves currently holds over 754,000 case files Of thIS number, over 209,000 are 
greater than fifteen years beyond Judgment and elIgIble for removal to the natIOnal 
archIves Measurements tak.en m the archIves reveal that appro'\Imately 200 case files 
occupy a lmeal meter At thIS rate the current storage needs for case files IS 
approXImately 3,770 meters Removmg the files over 15 years of age would mak.e a 
sIgmficant dIfference FIgure 2, at the end of thIS report, IS a detaIled summary of the 
number of files m archIves by case type and age 

Related records (other than case files) total over 697,000 Items A large percentage of 
these records are also elIgIble for removal from active storage Figure 3, found at the end 
of thIS report, summanzes the type and number of non-case records currently mamtamed 
m archIves, as well as retentIon reqUIrements for each type of record 

Trends 
Mr Bandeery mdicated that the number of files bemg sent to archives contmues to 
mcrease each year FIgure 1 prOVIdes an example of the trend m the number of CIVIl 
cases sent to archIves 
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AvaIlable Storage - The current record storage area totals 674 square meters ThIS area 
mcludes space bemg used for an office and work area The addItional rooms whIch have 
been made aVailable to the mmIstry wIll add another 753 square meters An evaluatIOn of 
actual capaCIty IS pendmg further work. by the archItect 
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IMPLEMENTATION STEPS 

Staffing It WIll be necessary to assign addltlOnal staff to accomphsh the changes 
recommended m archives and to provIde contmued management of the center This 
mcludes both temporary staff to reduce mventory and the restoration of sufficient full 
tIme staff resources, If needed 

a Temporary Reassignment of Internal Staff-Identify mdlvlduals from other 
departments who can be temporanly assigned to the archives to assist with 
records removal and re-mde'(mg Suggested staffing mcludes one mdividual with 
supervIsory authorIty over the temporary staff who WIll be under dIrectIOn of Mr 
Bandeery These mdlvlduals wIll be responsible for orgamzmg files that are 
moved to new locatIOns 

b Temporary Contractual Staff-Secure additIOnal unskilled, temporary labor for 
the purpose of movmg and cleamng files, Includmg pOSSibly pnson laborers or an 
outSide contractor These mdlvlduals would be under superviSIOn of court 
personnel 

c Full Time Staff-The archives umt IS substantIally below authOrIzed staffing 
levels Staffing needs should be reViewed and vacant posItIons filled to assist With 
the reorgamzatIOn It IS also recommended that Job descnptIOns and duties be 
modified and that the follOWIng general pOSItIOns be Included In the archIves umt 

• Head of Archive 
• Deputy Head of Archive 
• Records Management Clerk (archive clerk) 
• Records Management ASSIstant (runner) 
• Cashier (could be performed by an archives clerk.) 

StabIlIze Records - FlIes which are In Immediate danger of damage from water or other 
elements should be stabIlized and removed to a safe place of storage as soon as pOSSible, 
even If the storage locatIOn IS temporary 

a Remove files In Immediate danger to a temporary storage locatIOn m one of the 
new storage areas and record their locatIOn for reference 

b FlIes that have already suffered damage from \vater, ammal excrement, should be 
mspected and restored If pOSSible 

c Water damaged files should be removed to a locatIOn where they can be allowed 
to dry 

d Documents that have been damaged to the extent that they are no longer useful or 
present a health hazard, should be destroyed DocumentatIOn of the destructIOn 
should be placed m the file or a dummy file prepared to account for gaps In the 
record 

e Records that have been rehabilItated should be returned to their appropnate 
locatIOn In the archIve 
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DIsposal of Current Records The records destructlOn process should be current before 
files are re-Indexed to provIde addltlOnal storage space and reduce the amount of matenal 
to be moved 

a Case files - All case files 15 years past Judgment should be purged and the records 
vacuumed pnor to re-storage The files should be placed In labeled and covered 
storage boxes and removed to a remote storage 10catlOn 

b Logbooks & Indexes - All documents that do not have admInlstratlve, legal, or 
histoncal value beyond the reqUIred retentlOn perIod should be destroyed on an 
annual baSIS 

SIte Preparation - AddItIonal storage space has been made avaIlable to the MInlStry for 
record storage Further work needs to be done before these areas can be used for record 
storage 

a Clear all remaining refuse and eqUIpment from new storage areas 
b Check rooms for water problems, make necessary repaIrs to new and current 

storage areas 
c Remove non-structural walls In e'\Istmg storage areas to maXImIze avaIlable 

space 
d Floors should be In sound conditlOn and level The room dIrectly behind archIves 

wlll need to be leveled and solId before It can be used 
e Install recommended ventIlatlOn and lIghting 
f PrOVIde fire e}"Its In rooms WIth Single entrances 
g Install locks on all doors leading to storage areas 
h Prepare an off-SIte storage area to receIve records whIch have exceeded the 

reqUIred retentIOn penod 

AIr qualItv - For the comfort of employees and preservatIOn of documents, a clean and 
dry enVIronment must be prOVIded 

a Install a system If' each room that prOVides posItIve ventIlatIOn and filtered aIr 
b PrOVIde ceIlmg fans m each work area 
c EstablIsh a regular mamtenance schedule for replacmg or cleanmg aIr filtration 

eqUIpment 

LIghtmg - Lightmg should be suffiCient for staff to eaSIly IdentIfy and read documents 
m the storage area 

a Install fluorescent lIghts In all storage areas suffiCIent to prOVide 30 candles of 
IllummatIOn at eye level 

b When pOSSible, mstalllIghtmg directly over Isles and work areas 
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CommUnICatIOn - Staff should be able to commUnIcate by phone from each storage area 
to expedIte the processmg of requests and for emergency notlficatlOn 

a Install phone lmes and sets m each record storage room where staff wlll work 
b Install data lmes at records center workstatlOns for future computer access 

Work Areas I Back Storage Rooms - Areas should be prOVIded m each archIve storage 
area for staff to work wIth files 

a PrOVIde a table and chair m each of the back storage areas, as well as necessary 
office supplIes for clerks to mamtam files 

b PrOVIde small tables m large storage areas at severallocatlOns 

Fire Safety Equipment - A limIted number of fire extIngUIshers are avaIlable In the 
event of an emergency FIre detectlOn and suppreSSIOn needs should be addressed 

a Purchase at least one dry chemIcal fire extmgUIsher for each of the smaller rooms, 
proVIde several m the larger storage areas 

b Install fire extIngUIshers m vISIble locatlOns and marh. wIth red sIgns 
c Install smoke detectors In a manner that the staff located m the front office area 

can IdentIfy the locatlOn of a fire 
d Post no smokmg sIgns at the entrance to and InsIde the archIves 
e ProVIde ashtrays outSIde the archIves area for the publIc and staff to extmgUIsh 

cIgarettes 

Storage ReqUirements -
SlzelvlIlg - Based on the records center plan, and wIth the assIstance ofMr Bandeery 
IdentIfy the need for addItIOnal shelvmg UnIts ThIS should mclude tah.mg mto account 
the storage capaCIty of the new storage areas and the need to replace damaged UnIts 

The purchase oflateral shelffilmg UnIts WIth movable diVIders would elImmate the need 
for case file boxes to keep files upnght, but would be more costly 

Bo\ Files - Box files are needed for pennanent off-SIte storage of purged records 
Examples are attached Among the optlOns are self-stackmg boxes that elImmate the 
need for additlOnal shelVIng for storage 

Case File Boxes - The three-sIded boxes currently used for stonng case files are 
margmal, but If no other optlOns are avaIlable WIll at least h.eep files m order on the open 
shelf files SuffiCIent numbers of these should be ordered to meet current and future 
needs 

Examples of these Items are attached to the report 
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Record RotatIOn - The current records storage system mamtams the most recent, and 
therefore most frequently accessed records, where they are most easIly reached An 
estabhshed polIcy for file rotation should mamtam a system for k.eepmg records m the 
most convenIent locatIOn 

a Orgamze records m accordance wIth the plan 
b Records whIch have exceeded theIr retentIOn penod should be purged and 

removed to off-site storage, accordmg to retentIOn polIcy 
c Room should be made avaIlable for the upcommg year's records by rotatmg the 

oldest records m the front area to one of the back rooms 

LabelIng &.. Inde"Xmg - An mdexmg system IS necessary to prOVide qUIck IdentIficatIOn 
and access to records, which are routmely rotated Each senes of records wIll be mdexed 
by an address 

a Each sectIon and row of the storage umts should be labeled m a manner sImIlar to 
that descnbed m Figure 4 

b Designate room numbers for each room m the archives 
c Mamtam a log that descnbes the room, sectlOn(s), and rowes) for each senes of 

records 

Office eqUIpment -
Front Office Area EqUIpment IS needed for file mamtenance, record k.eepmg, and copy 
services 

a PrOVide tables for work areas 
b Purchase a copy machme 
c Purchase lockmg lateral file cabmets for storage of office records 
d Purchase a cash register for acceptmg copy fees 
e PrOVide a typewnter or computer termmal with pnnter for correspondence and 

record keepmg 

FIle Storage Areas SpeCialIzed eqUIpment for access and mamtenance of archived files 
IS needed m each of the file storage areas 

a Purchase safety stools for each of the smaller records storage areas, and for every 
three to four aisles m the larger rooms Safety ladders should be avaIlable for 
reachmg Items m higher shelves 

c Purchase mail carts with file bms The carts wIll be used for transportmg files to 
the front area and returnmg them to the shelves for filmg 

Examples of recommended eqUIpment are attached to the report 

Procedures - Adopt procedures for the followmg areas 

• FIle check out 
• PublIc access 
• FIle secunty 
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• ProvidIng copies 
• Payment processIng 

Work Area OrganIZatlOn - The expanSlOn of space available for record storage, 
combIned wIth a concerted effort to reorgamze and purge files, should provIde much
needed workspace ThIS wIll allow staff to reorganIze the work. flow to provIde better 
servIce 

Front counter The front counter will provide a pnmary access POInt for publIc 
InteractlOn and the transactIOn of busIness wIth the archives umt 

Office area The office area should be desIgned to give employees suffiCient space to 
process requests for documents and files, purge and orgamze files, complete necessary 
paperwork and correspondence, and provIde copy servIces ThiS area should be restncted 
to staff 

SpecIfic layouts Will be provIded With the assistance of the architect 

Records Storage Plan - A records storage plan Will be prepared WIth the assistance of 
the architect The follOWIng speCificatIOns for placement of files should be followed 

MaXimum she/fslze (height) 
WIdth of Isles between shelves 
WIdth of mam Isle 

five shelves 
70 cm to one meter 
olle meter 

RetentlOn Schedule ReVIew - At some time In the near future the MInistry may WIsh to 
review current records retentIOn reqUIrements The deCISIOn to maIntaIn a record In 
archives IS based on several cntena 

Admlllistrative Value - A record retaInS admInistrative value If the Information IS needed 
to perform current work, such as post-Judgment actiVItIes 

Legal Value - Records have legal value as long as the InfOrmatIOn contaIned In them can 
be used to enforct: legal nghts or oblIgatIOns 

FIscal Value - Fiscal value IS retaIned as long as the record IS Important for audit 
purposes 

Hlstonc Value - Records have histone value If they Include InformatIOn about Important 
events or they are of Interest to hlstonans or researchers Usually histoncal value IS 
hmlted to speCific cases or documents 

With these cntena In mInd, the current retention cycles should be reviewed and modified 
to reflect the value of maIntaInIng them In the archIves umt 
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RELATED ACTION ITEMS 

There are addItional actlOn steps that can be undertah.en to Improve record management 
These recommendatlOns are listed separately as they Impact other areas of case 
management 

Case FIle Folders - The need for more durable folders IS supported by numerous 
comments from staff Improved folder deSIgn wIll protect Important court records and be 
eaSIer for staff to file and access 

a Purchase file folders for use begInrung In 1999 Preferred specIficatIOns are as 
follows 

• Legal SIze 
• ManIla, heavy weIght 
• Pleated bottom 
• End tab for case number 
• Acco fasteners on each sIde for documents 

b Purchase compatIble hole punches and provIde to each office responsIble for file 
mamtenance, Includmg archIves 

c When the amount of documents exceeds the capaCIty of the case folder, create 
additlOnal folders for the case For example, when two folders are used, label the 
first one "1 of2", then "2 of 2" for the second folder 

Case FIle OrgamzatlOn - The process of purgmg court files would be made eaSIer If 
case files were orgaruzed WIth permanent documents acco-fastened to one SIde of the file 
as the file IS assembled In case InItIatIOn and the clerh.s' offices ThIS would faCIlItate 
eaSIer venficatIOn of these Important documents 

Forms - Standards for forms generated by the court and e'<perts office WIll make It eaSIer 
for staff to purge files and reduce the potentIal for error All forms and InfOrmatIOn 
should be contamed withm the case file Jacket 

a Pnnt the case mformatlOn form, now found on the case file Jacket, on a separate 
pIece of paper, card stock, letter SIze 

b Develop standard formats for Judgments, summons, and e'<pert reports 

Case Codes - IdentificatlOn of case types can be made eaSIer by the development of case 
type codes and the IncorporatIOn of these codes Into the case numbenng scheme ThIS 
change WIll support later automatlOn procedures 

a Develop codes for each type of case type filed In the Court of FIrst Instance, 
preferably a two or three dIgIt code, concurrent WIth the use of new file folders 

b Include the code as a suffix to the case number on the file folder at case InItiatIOn 
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DIstributIOn of OrigInal Documents - Many of the documents Included In the court 
case file are ongInal documents WhiCh lItigants need to retneve The number of requests 
for these documents places a considerable burden on the archives umt LItigants should 
be encouraged to obtain these documents at the conclusIOn of the case 

a At the entry of Judgment ask. lItlgants to speCIfy the documents whIch they would 
lIke to have returned 

b ProVIde the lItIgant WIth an opportumty to have these documents maIled by 
certIfied mall at the end of the appeal penod for the case, at the lItIgant's expense 

ATTACHMENTS 

ArchIved Case Fzles by Case Type and Age (FIgure 2) 

Non-Case Records Inventory and Retentzon (Figure 3) 

Shelfumt labelmg and mdexes (Figure 4) 

SupplIes & eqUIpment e"'{amples 
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FIgure 2 
Case Fzles In ArchIves by Case Type and Age 

CASE TYPE 1-15 Years Over 15 Total Flies 
Years 

CIvIl 352,639 127,014 479,653 

Commerclal 16,403 7,012 23,415 

Bankruptcy 27,510 3,338 30,848 

Taxes 22,528 37,307 59,835 

Labor 13,959 12,226 26,185 

Labor Appeals 1,623 1,113 2,736 

CIVIl Appeals 13,687 5,120 18,807 

RenovatIon 1,856 1,500 3,356 

ExemptIOn 593 698 1,291 

Court Orders 14,840 13,560 28,400 

Dlsclplme 60 135 195 

InvestigatlOn 1,196 620 1,816 

Commerclal Contracts 54,548 23,378 77,926 

TOTAL 521,428 233,036 754,463 
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FIgure 3 
Non-Case Records Inventory and Retelltloll 

Record Type Umt of OngIn Total In BegInnIng ReqUIred 
ArchIves Year RetentIOn 

In/out mall CIvIl 1,224 1979 5 

In/out mall Experts 2,432 1971 15 

In/out mall (general) 764 1971 15 
CopIes of Judgment CopIes 1,642 1971 15 

ServIce files & ledger SerVIce 771 1990 5 

CIVIl mdex Index 398 1918 15 

CIVIl agendas Heanngs 2,147 1990 5 

Semor clerk ledger SenIOr clerk 1,229 1990 5 

ChIef JustIce corres CJ secretary 987 1998 10 

Attendance book All umts 125 1991 2 

CopIes requests COpIes 36,498 1991 2 

Judgment files CIVIl 479,653 1971 15 

Judgment files Taxes 41,622 1971 15 

Judgment files Labor 26,185 1971 15 

Judgment files Labor appeals 2,736 1971 15 

Judgment files CIvIl appeals 18,807 1971 15 

Agendas Taxes 425 1990 5 

Agendas Labor 172 1990 5 

Agendas Labor appeals 83 1990 5 

Agendas CIVIl appeals 90 1990 5 

Mall Taxes 225 1995 3 

Schedule CIVIl appeals 38 1971 15 

Schedule Labor 59 1971 15 

Schedule Labor appeals 25 1971 15 
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Indexes CIVIl appeals ?~ 
-) 1971 15 

Indexes Labor 25 1971 15 
Indexes Labor appeals 15 1971 15 
Judgment files Taxes 35,922 1971 15 

Agendas CommercIal 497 1990 15 

Mall CommercIal 425 1995 
..., 
-' 

Judgment drafts Clvll 1,732 1990 5 

Protesto files Protesto 35,346 1979 10 

Personnel files Personnel 5,497 Unknown 5 

TOTAL RECORDS 697,811 
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Figure 4 Shelf Unit Labelmg and Indexes 

The d1agram tllustrates a slmple labehng system for the file storage area Th1s 1S a V1ew 
of the filmg umt from the end The umt refers to an attached senes of shelvmg umts The 
row refers to the shelf level The combmatlOn of room number, umt and shelf forms an 
, address" for records 

Umt 1 
RowA 

UnIt 2 
Row A 

- -UnIt i--- - Umfz---
RowB RowB 

DOlt 1 
RowC 

UnIt 1 
RowD 

i-- - ---

UOlt2 
RowC 

UOlt 2 
RowD 

--- ---i--- - --
Umtl Umt2 
RowE RowE 

The 10catlOn of all records can be accurately mamtamed through the use of records 
mventory Journal The followmg IS an e\.ample of Journal entnes that would be 
mamtamed for the purpose of coordmatmg storage 

ROOM UNIT ROW RECORD TYPE AND SERlES 

2 1 A C1vil files 1994 1 to 3000 

2 1 B C1vIl files 1994 3001 to 4020, 1993 1 to 1080 
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In order to find the 10catlOn of a specIfic record, each record senes IS also lIsted In a 
Journal wIth Its address In the archIves 

TYPE YEAR SERIES LOCATION (room/umt/row) 

CIvil Files 94 1 to 4020 Room 1, Umt 1, Rows A & B 

r----- -- -- -93 -- --1 to 1080 --- -- --Room 1: UmtT;Row-B-- --CIVIl Files 

-- -- ---- ------- - ----- - - - - - ------ ----- - --

ThIS Journal would be prepared m a logIcal sequence, lIstmg files by case type, then 
descendIng or ascendIng year By haVIng thIS Journal avmlable and the filIng umts 
clearly labeled, any staff member would be able to qUlck.1y locate a record 
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RecommendatIons 

OrgamzatIOn and Human Resources Areas 
North CaIro Court 

I Basic changes lfl the orgalllzatLOn and management oftlze office of 
SeniOr Clerk 

An exammatIOn of the organIzation chart for the office of SenIor Clerk mdlcates that 
there are eighteen (18) sectIOn heads reportmg dIrectly to the clerk These mclude the 
followmg heads CIVIl, commercIal, taxes, claIms, deposIts, archIves, copIes, experts 
office, correspondence, follow up, orders, InVestIgatIons, statIstIcs, accountmg, 
personnel, penSIOn, collectIons and typmg pool 

In order to decrease the number of section heads reportmg directly to the senIor clerk 
there must be a consolIdatIOn of functIOns to reduce the span of control and make the 
office of senIor clerk more manageable and accountable 

Along WIth the consolIdatIOn of functIons there must be created a management 
mfrastructure, whIch will Implement and momtor the changes recommended by the 
AOJS project The recommendatIOns here call for the creatIon of a cadre of mId level 
managers who WIll function as a team, along WIth the Semor Clerk, for the 
ImplementatIOn of changes m the office 

The recommendatIon to consolIdate functIOns wIll result m an organIZatIon, WhIch 
moves towards a consolIdatIon of SImIlar work processes and bnngs together 
components of related work 

II Placement of the Servers Department 

The report on the server's department pomts out many problems assocIated WIth the 
operatIon of thIS UnIt There are problems WIth organIZatIon and management, Job 
clasSIficatIOn and pay, control of work, work procedures and dlstnbutIOn, supervIsIon 
and technIcal mcompetence of servers 

These defiCienCIes relate to the day to day operatIons of the server's department and 
the operatIon must be subject to close management and mOnItonng of operations In 

order to bnng about changes to address these defiCienCies 

It IS for thIS reason that It IS recommended that the server's department be brought 
under the supervIsIOn of an admInIstratIve Judge who reports directly to the Chief 
JustIce 
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III Creation or mId-level management posItions III lite office OrSenIOr 
ClerA-Nortlz Cazro COllrt 

In order to Implement the consohdatlOn offunctlOns m the North Calro Court and to 
create a court management team that wlll assist m the ImplementatlOn of AOJS 
recommendatlOns, It IS recommended that five (5) mid level management pOSItIons be 
created In the office of semor clerk 
The dutIes of these managers wIll be to manage the day to day operations of the North 
Cairo Court TheIr duties wIll be exclusively management They will report dIrectly to 
the semor clerk 

The departments recommended for creation Include the follOWing along With the 
functlOns to be mcluded therein 

1 Department of Case processing and CircUlt Clerks 

To mclude the followmg sectlOns Civil, commerCial, taxes, Circuits clerks, 
expert's office, orders and follow up 

2 Department of Accounts and Personnel 

To mclude the foIlowmg sections claims, collectlOns, depOSits, accounting, 
treasury office, personnel, Insurance and pensions and mvestlgatlOns 

3 Department of Archives, Court Services and Mamtenance 

To mclude the followmg sections archive, copies, microfilm overSight, typmg 
pool, correspondence and dlstnbutlOn, hbrary, duplicatlOn, mamtenance/ 
Jamtonal, warehouse/garage and secunty Also mcludes the form management 
functlOn 

4 Department of Partial Courts 

To Include tl}e management of all partIal court operatIOns In Al Galaa, 
Hehopohs, MadInat, and North CaIro 

5 Department of ComputenzatlOn and TelecommumcatlOns 

A new function that will deal With the ImplementatlOn of computenzatlOn and 
telecommumcatlOns (telephone, fax etc) 

6 Department of Service 

To be managed an admIn'stratlve Judge responSible for the management of 
servers operatlOns m 17 10catlOns 

Some additlOnal staffing conslderatlOns mclude the potentIal addItion of staff to the 
statIstlcs umt and the CircUlt clerks operatlOn to aSSIst m the achievement of caseflow 
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management objectives Also the addition of a case mltlatlOn supervIsor IS mdicated 
to Implement a consolIdated case mitiatlOn functIon A form management functlOn IS 
also recommended for creatlOn 

The followmg positlOns are recommended for creatlOn These are further reflected on 
the draft organIZatIOn chart for the office of SenIor Clerk 

-< Manger of case processmg and CircUlt clerks 
-< Manager of accounts and personnel 
-< Manager of archIves, court servIces and mamtenance, Deputy Manager 

archIves, court servIces and mamtenance 
-< Manger of partIal courts 
-< Manger of computenzatIOn and telecommUnICatIOns 

IV Rede(illltlOn of ClerIcal Work and Tral111ng Needs 

RedefinitIOn of Clerical Work under Conso/u/ated Case FIlIng 

A redefinItIon of clencal responsIbIlItIes based on the concept of" One Stop" filmg 
for CIVIl, commercIal and tax cases would result m the followmg changes m job 
responsIbIlItIes 

Case mitIatIOn clerks must learn! know the followmg to be able to InItIate cases for 
any of the three jUnSdictIOnal areas 

1 AbIlIty to understand the dIfferences and simllanties among and between the 
three case types cIvIl, commercIal and tax 

2 AbIlIty to learn! understand the differences In estimated fee structures for the 
three types of cases They must know the differences m the fixed fees and 
van able fees by case type 

3 AbilIty to learn/ understand the differences m (2) above for the purpose of fee 
re-estimatlOns 

4 The loggmg of fees mto journals wIll reqUlre the abIlIty to learn/understand the 
types of logs used for the three types of cases and the detaIls associated wIth 
financIal entnes and summary financIal reportmg 

5 AbIlIty to learn the steps mvolved m 

(a) Case file creation 
(b) Case numbenng 
( c) Heanng date aSSIgnment 
(d) CIrCUIt aSSIgnment 

These formally were separate tasks however, under the "One Stop Counter" approach 
they wIll be consolIdated tasks that wIll be done at one tIme 
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Further, these tasks wlll apply to all three case types so clerks have to be cross tramed 
m these four steps for the three case types 

Clerical TraznIng Requirements 

The recommendatIons of the AOJS consultants have trammg ImplIcatIons for 
personnel m the office of Semor Clerk Because of recommendatlOns on the 
consohdatlOn of case processmg, caseflow management and archives Improvement 
there are certam areas oftrammg that need to be addressed eIther to expose employees 
to new concepts reqUlred because of work reconfiguratlOn or reacquamt them With 
eXIstmg matenals or procedures 

SpecIfically, the followmg areas WIll need to be addressed m a trammg program 

1 Case processmg clencal staff m CivIl, commercIal and tax 

• 
• 
• 
• 
• 
• 
• 
• 

OrgamzatlOn of the Court 
Case types and JunsdictlOn of the court as related there to 
Fee structures and fee estimatlOns 
Case file creatIon 
Case numbenng 
Heanng oate aSSIgnment 
CircUlt aSSIgnment 
Customer servIce 

2 CIrcuIt Clerks/ StatIstIcal Clerks/ any addItIonal statIstical staff 

• 
• 

StatIstIcal record keepmg for caseflow management 
StatIstIcal reportmg for caseflow management 

3 ArchIves Clerks 

• 
• 
• 
• 
• 
• 
• 
• 
• 
• 

OrgamzatlOn of the Court 
BaSIC records of the Court 
BaSIC forms of the Court 
OffiCial records retentIon schedules 
Case filIng systems 
Flle secunty 
Copy machme operatIOn 
Customer servIce 
AlphabetIC and numerIcal filmg systems 
DeterIoratIon of records 
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V Job DescrzptLOllS- Drafts 

To aSSIst m the ImplementatIOn of the recommendatlOns on case InItIatIon and 
caseflow management, drafts of Job descnptIOns have been prepared for an 
mformatIOn clerk, case InItIatIon supervisor, CIrcUIt clerk and case manager The full 
text of these Job descnptions follows thIS sectIon In summary, the followmg wIll help 
the reader understand the basIc mtent of these descnptlons 

1 InformatIOn Clerk ThiS pOSItIOn WIll staff the mformation desk wlthm the 
lobby of the CIvIl court bUIldmg of the North CaIro Court of FIrst Instance In 
addItIon to provIdmg general mformatIOn to court patrons thIS pOSItIon will also 
provIde a checklIst of mformatlon and filmg reqUIrements to those lItIgants who 
deSlfe to file a SIgnature case In thIS manner lItigants can determme, early m the 
process, whether they have all the reqUIred documents and mformatIOn so that 
they can proceed WIth an expedIted filIng process ThIS reduces congestIon m the 
case mitiatIOn office 

2 Case ImtlatIOn Supervisor ThIS POSItIon wIll prOVIde supervIsIOn over the 
consolIdated case mitiatIon functIon ResponSIbilIties wIll also mclude balancmg 
the workload of staff, meetmg customer service needs, report preparation, 
revIewmg employee performance, Improvement of office procedures, and 
Implementmg new procedures and partIclpatmg m the Implementation of 
computenzation 

3 CIrCUIt Clerh These POSItIons are pnmary JudiCIal support pOSItIOns for 
Judges and are key pOSItIOns m promotmg the movement of cases It IS not clear 
whether a Job descnption has ever been wntten for these positions so the AOJS 
consultant has prepared a draft Job descnption to mclude pre-court dutIes, m-court 
duties and post-court duties In addItIOn these pOSitIOns wIll have a key role m the 
achievement of caseflow management objectives particularly m the area of 
statistical reportmg 

4 Court Manager ThiS Job descnptIOn applIes to the five mid level 
management pOSItIOns that are recommended The descnptlon contams language 
applIcable to the speCific areas of management responsibilIty aSSigned to each 
POSition These pOSitions, once hired, should be given mtenslve general 
management and court management trammg such as that offered by the Institute 
for Court Management of the National Center for State Courts ThiS trammg 
should also be reqUIred for the SenIor Clerk who IS the overall manager for the 
North CaIro Court 

VI Staffing Patterns for the Office of Semor Clerh 

One of the tasks undertaken by the AOJS human resource consultant was to secure 
lists of staff m the office of Semor Clerk as well as current Job descnptIOns These 
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matenals WIll aSSIst In the creatlOn of staffing patterns and orgamzatlOn charts for the 
vanous work umts WIthin the office of Semor Clerk 

Once these matenals are prepared, a more detaIled analYSIS can be made of the Job 
classificatlOn structure and assocIated pay levels Based on thIS analYSIS there may be 
further opportumtles for consohdatlOn of Jobs and work tasks 

Further, thIS analYSIS WIll gIve a clearer pIcture of current staffing levels than IS 
presently avaIlable 
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InformatIon Clerk 

DEFINITION OF WORK 

ThIS IS clerIcal work provldmg mformatlon services of a routme nature to the general 
public 

Work Involves close supervisIOn from a c1encal or admlOlstratlve supervisor 
ASSignments are carned out In accordance with standard office clencal practIces and 
general work mstructlOns 

EXAMPLES OF WORK PERFORMED 

(Anyone pOSitIOn may not mclude all of the duties hsted, nor do the examples cover 
all the dutIes, WhICh may be performed) 

• Greets VISItors, determlOes purpose of VISit, obtams reqUIred lOformatlOn, 
answers routme questIOns, refers VISItor to appropnate personnel or office, may 
dIrect people mformatIOn 

• AdVIses VISItors of the whereabouts of personnel 

• Issues mformatIOnal and checklIst matenal to mdlVlduals, directs mdlvlduals to 
services 

• Keeps related alphabetical, numencal and/or chronological records and files 

• Assembles InfOrmatIOn and matenals for dIstnbutlOn 

• ASSIStS In openIng and sortIng maIl 

• Performs related work as reqUIred 

DESIRABLE EDUCATION AND EXPERIENCE 

GraduatIOn from elementary school and expenence In clencal work, preferably that 
WhICh has Involved direct contact With the publIc 

DESIRABLE KNOWLEDGE ABILITY AND SKILL 

• Some knowledge of office practices and record keepmg procedures 

• Some knowledge of filIng techmques and procedures 

• AbIlIty to elICit and dissemmate InfOrmatIOn 
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• AbIhty to communicate effectlvely wIth others 

• AbIhty to meet and deal wIth the publrc and to mamtam a helpful busmess 
attItude 

• AbIhty to learn baslc court functIOns, orgamzation and operatIOnal procedures 
and to commumcate them to the pubhc as apphcable 
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Case ImtIatIOn SupervIsor 

DefinItzon ofworA. 

ThiS IS highly responsIble and advanced supervisory and adminIstratIve work In the 
case mltlatlOn umt of the North Cairo Court of FIrst Instance 

Work Involves supervisIng a large court c1encal urnt whIch processes a high volume 
of cases SupervIsion IS exercIsed over a substantIal number of subordInates Includmg 
lower-level supervisory and c1encal employees Incumbent IS responsible for 
supervisIng a large clencal umt Involved In case Initiation for CIVIl, commercial, and 
tax cases 

Work may mclude or require the abilIty to perform lower level subordmate dutIes 
Work IS performed under the general superVlSlOn ofa higher-level court manager, or 
admInistrator and IS reviewed through conferences, reports and on the basIs of results 
obtamed 

Examples of Work Performed (Anyone pOSItion may not Include all of the duties 
lIsted, nor do the examples cover all the duties which may be performed) 

• Directly supervises, through subordInate staff, the InItial filIng of all CIVIl, 
commercial and tax cases filed In the North Cairo Court of FIrst Instance and 
matters relatIng to the estImatIon and re-estimatlOn offees, payment of fees and 
costs, payment venficatlOn, aSSIgnment of CircUlt and case numbers and heanng 
dates, creation of file Jack.ets and IndICeS, transmittal of case to CircUlt clerks, and 
transmIttal of funds to treasury 

• Directs, supervIses, and coordInates the work. of subordInate staff of the umt 
makIng provlslOns for the hmng and traInIng of such staff 

• SupervIses, through subordInates the preparatIon of record entnes, and 
financIal records 

• Balances the workload of staff, momtors customer flow III the office and 
customer servIce needs 

• SupervIses the preparatlOn of and tImely dispatch of statIstIcal reports, and 
financIal reports as may be requIred or requested 

• Determmes how to apportIOn avaIlable staff tIme to process the paper work. for 
cases 

• Coordmates WIth mIcrofilm umt concernIng fees and file transfer, coord mates 
WIth ClrcUlt clerks concernIng file transfers 

• IntervIews potentIal employees and makes hmng recommendatIOns 

• Penodlcally reviews employee performance, submits wntten evaluatIOns WIth 
recommendatlOns 
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• May prepare forms and manuals for use by employees, 

• PartIcIpates In prepanng and recommendIng refinements and modIficatIons III 
office processes and procedures, 

• PartIcipates and provIdes InformatIOn for financIal audIt activItIes 

• Provides lIaison between the court and attorneys and the publIc relative to the 
filIng of cases, records of the court and office procedures 

• SupervIses the preparatIOn of court records, documents and InformatIOn for 
Input Into data processmg system, momtors data mput 

• SupervIses record management actIvItIes In the area of aSSIgnment 

• Coordmates With the manager of case proceSSIng, and manager of 
computenzatlOn on computerIzatIOn of the SenIor Clerk s office, Implements 
procedures and poliCIes once establIshed 

• Assures completeness and accuracy of court records, answers procedural 
questIOns for staff, works WIth supervIsors and subordmate staff to develop and 
Implement new procedures and responds to changes III the law 

• Recommends and prepares changes In procedures relatmg to case processmg, 
processmg of Instruments, IndexIng, receIpts and dIsbursement of money, 
mIcrofilmIng and the transfer of and movement of court records 

Performs related work as reqUIred 

DesIrable educatIOn and ex:perzence 

GraduatIOn from general secondary school, supplemented by some supervisory 
expenence m a court UnIt Involvmg a high volume of c1encal activity 

DesIrable knowledge abIlzty and skIll 

• Through knowledge of court procedures and polICIes, legal documents 
termInology, laws and legal factors pertammg to the court area of aSSIgnment 

• Through knowledge of the organIzation, operations functions, and scope of 
authOrIty of the court and activity of assignment 

• Knowledge of modern office practices and procedures 

• Ablhty to understand and follow verbal and wntten InstructIOns 

• AbIhty to make work deCISions In accordance With laws, regulatIOns and 
departmental poliCies and procedures 
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• AbIlIty to mamtam a vanety of complex records and p'fepare reports from such 
records 

• Ablhty to plan, assign and supervise the work. of subordinate employees 
engaged In a vanety of actIVItIes In a hIgh volume work umt 

• Ablhty to train subordinate staff and momtor performance 

• Ablhty to express Ideas concisely and clearly, orally and III wntIng 

• Ablhty to establIsh and maintain effective working relatIOnshIps with others 

• AbIhty to learn the operatIOn of a VIdeo dIsplay computer terminal 
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CIRCUIT CLERK 

De{imtzon or Work 

This IS highly responsible courtroom clencal and admIll1stratlve work for a panel of 
three Judges III a Court of FIrst Instance 

Work assignments mclude servmg as a pnnclpal court room assistant and provldmg 
secretanal support to the panel of Judges as well as performmg the more complex and 
detaIled clencal functions Work mvolves responsIbility for prepanng cases for court 
proceedmgs, attendmg court, recordmg all court dispOSitional actIons and performmg 
other tasks requmng the applIcatIOn of specIalIzed court room or clencal knowledge 
The CircUlt clerk IS responsible for the custody of all case files consIdered by the 
CircuIt The nature of activItIes conducted necessitates a high degree of accuracy and 
completeness m work performed Work IS performed under the superviSion of the 
head clerk of the CIvIl, commerCial or tax section respectIvely and IS reVIewed through 
personal consultatIons and evaluatIOn of work products 

Examples or work performed (anyone positIOn may not mclude all of the dutIes 
lIsted, nor do the examples cover all the dutIes whIch may be performed) 

• ReceIves case files from case mitiation umt of clerk's office receives new and 
revised cases, renewed and enhanced cases and appealed cases 

• Assesses fees for acknowledgements submItted by the publIc 

• RegIsters case data accordmg to heanng date, receIves and processes requests 
from lItIgant's for settmg an earher date for a heanng 

• Prepares case files before court hearIng date, arranges case files accordmg to 
case roll, makes lIsts of case roll for judges 

• FlIes documents m case file where cases have been contmued pendmg the 
receipt of an expert report 

• Takes notes at court heanngs mcludmg mformatlOn on case, heanng, court 
panel, documents submItted at heanng, contmuances and court deCISion, secures 
judge's SIgnatures on deCISion 

• Records mformatlOn dunng court heanng such as IdentIficatIon for lItIgants, 
attorney's and WItnesses, requests, documents and pleadmgs submItted, 
mtervenmg partIes requests, requests for Jomder of new lItigants and requests for 
abandonment or WIthdrawal from lItigatIOn 

• Collects fee from mtervenmg partIes and Issues receipt for same, Issues 
certificates of case expenses 

• Executes the court's deCISIons WIth regard to case postponements, judgements 
and referral of case to experts department or servIce department, records 
mformatlOn reflectmg these actIons 
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• Delivers stayed case files to experts department for safe keepmg pendmg the 
receIpt of expert's report, transmIts appropnate case documents to servIce 
department, another CIrcuIt or another court as necessary 

• Prepares notIces to lItIgants mformmg them of the receIpt of expert's report 

• ReceIves Judgement draft from Judge and submIts to typmg pool for typmg, 
receIves typed copy and transmIts to court panel for correctIons and reVISIOn, 
receIves requests from lItIgants for correctIons m Judgements, transmIts same to 
Judge for decIsIOn 

• Transmlts copy of Judgement to mlcrofilm UnIt, mamtams copy of Judgement 
m permanent file 

• NotIfies mterested partles of bankruptcy Judgements, takes mventory of 
bankrupt property and seals bankrupt property 

• Closes cases after dISposition, delivers casefile to archIves 

• Prepares monthly statIstIcs on Judgements Issued by partIcular panels and cases 
pendmg 

• Performs related work as reqUIred 

DeSirable educatIOn and experience 

GraduatIOn from general secondary school and conslderable court clencal e\.penence 
m a Court of FIrst Instance 

DeSirable hnowledge abIlIty and shill 

• ConsIderable knowledge of narratIve compOSItIon, spellmg and punctuatIOn 

• Considerable knowledge of office practices and procedures 

• Considerable knowledge of court procedures and polIcIes, legal termmology 
and documents, laws and legal functIons pertammg to the court 

• AbIllty to recogruze matters requlflng confidentIalIty 

• Ablhty to mamtam accurate records of court proceedmgs 

• Ablhty to prepare wntten and statistIcal reports 

• Ablhty to commUnIcate effectively v,lth others both orally and III wntmg 

• Ablhty to establIsh and mamtam effectIve workIng relatIonshIps with others 
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COURT lVIANAGER 

DefinItIOn of Work 

ThIS IS management work mvolvmg the supervlSlon of major functIOnal areas 
mcludmg centralIzed and partIal court operatIOns for the North Cairo Court of First 
Instance 
ThIS job specificatIOn applIes to the followmg pOSitIOns, Manager of case processmg 
and Circuit clerks, Manager of accounts and personnel, Manager of archives, court 
services and mamtenance, Manager of partIal courts and Manager of computenzatIOn 
and telecommUnICatIOns 

Work mvolves management responsibilIty for the supervision of assigned court 
human resources, which support court operatIOns 

POSitIons reqUIre that an employee functIOn as an court manager reportmg to the 
Semor Clerk of the North Cairo Court ResponsIbIlIties mclude management over 
major organIzatIonal and functIonal areas SupervlSlon IS exerCIsed over vanous 
levels of subordmate supervisors reportmg to this POSitIon The combInatIOn of 
organIZatIOn and functIOnal UnIts, sectIOns and dIVISions managed vanes dependmg 
on the organizatIOnal structure of the department of the court 

Work IS performed under the general superVISIOn of the Semor Clerk and IS revIewed 
through conferences, observation, reports and results obtamed 

Examples of Work Performed (Anyone positIOn may not mclude all of the duties 
lIsted, nor do the examples cover all the duties which may be performed) 

• Plans for court operatIOns, staffing patterns, and growth projectIOns based on 
statistical records, analyzes Impact ofpendmg of new legislatIOn 

• Directs fiscal and personnel record keepmg, mvestlgatIve and management 
activities, Ie, accountmg, collectIOns, claIms, deposIts and fiscal controls 
Ensures ImplementatIOn of audIt report findmgs, dIrects and evaluates the 
personnel program mcludmg recrUItment selectIOn of employees, momtonng, 
trammg, dlsclplme, performance evaluatIOn and plannmg of staffing 

• Manages and directs partIal court operations, allocates staff to fulfill the 
operatIOnal needs of the court, coordmates, organIzes and supervises, through 
subordmate supervisors, the vanous case processmg actIvities of the partial 
courts With regard to gUldelmes, work procedures caseflow and reportmg, 
supervises the financial aspects of partial court operatIOns mcludmg the 
collectIOn, receIpt and accountIng for fees, prepares finanCial statistical, and other 
admmlstratlve reports, dIrects court personnel management mcludmg 
recruItment, hmng, trammg, motivatIOn, evaluatIon, asslg'l.ment, dIsclplme and 
dIscharge, evaluates publIc servIce needs and converts that mformatlOn mto 
programs and work plans consistent With needs 



• DIrects archIves and records management, oversees mIcrofilm operatIOns, 
duplIcatIOn, storage of records and court servIces such as typmg pool, 
correspondence and dIstrIbutIOn, lIbrary, buIldmg mamtenance and janItonal 
servIces, secunty services, directs personnel m IdentIficatIOn and evaluatIon of 
court record materIal and m the applIcation of proper record filIng and 
dISpOSItIOn procedures, Plans and orgamzes space management, plans court 
faCIlitIes, mamtenance ofbulldmgs and secunty offacliItles, meets WIth offiCials 
to plan and momtor procedures, office layout and desIgn, plans and mOnitors 
flow of workers and court users 

• DIrects and coordmates case processmg, manages caseflow of judges, momtors 
case levels to determme balance between judge panels, desIgns systems and 
estabhshes procedures for assIgmng cases, and momtors system for adequacy, 
supervises CIrcuIt clerks, dIrects the preparatIon and dIstnbution of court orders, 
partIcIpates m the plannIng and ImplementatIOn of computenzatIon 

• FunctIOns as project manager m representmg the court or vanous dIVISIOns 
thereof m computenzatlon and telecommumcatIOn actIvItIes, reVIews project 
programs With computenzatlon staff, develops and mamtaInS documentatIOn of 
the current status of the operatmg software and the procedures for ItS use by 
systems analysts/ programmers, studIes, evaluates and adVises regardmg 
performance specIficatIOns for hardware-software compatibIlIty pnor to 
acquISItIOn or m relatIOn to ongoIng adjustments, reviews and mal--es 
recommendations on computenzed applIcatIOns, recommends pnontles 
deadlInes, and costslbenefits, partIcipates m feasIbIlIty studIes of hardware and 
software and makes recommendatIOns for procurement, acts as a techmcal 
consultant, supervises network admmistrators, mstallers, operations, tramers and 
help desk analysts, analyzes work and mformation flow, determmes need for 
onlme transactIOns and management reports, defines deSigns, and reVIews 
statlstical reports, tests output of reports and makes changes, Identifies system 
Input and deSIgns output, develops and deSIgns screens and reports, creates and 
revises forms, prepares WrItten reports, reviews polICies and procedures and 
recommends changes, deSigns and develops trammg matenals, conducts trammg, 
acts as halson With the JudicIal InformatIOn Center concernmg reportIng 
reqUirements 

• Confers WIth judges, attorneys, publIc and pnvate agencIes and other court 
system particIpants to ensure adequate commumcatlon, admInIstratIve servIces 
and provIde for changmg or unusual demands 

• ProvIdes staff support to vanous judge's committees and plans agenda Items 
for meetmg 

Performs related work. as reqUIred 
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Desirable EducatIOn and Experience 

GraduatIOn from a four-year umversity wIth a Bachelor's degree In bUSIness, 
commerce, accountIng, management or a related field supplemented by a certIficatIOn 
In court management ExtenSIve expenence In court supervISOry work may be 
substituted for the umversity degree however, certificatIOn In court management 
should also be obtamed 

DeSirable Knowledge, AbIlIty and SkIll 

• ExtenSive knowledge of court procedures, legal documents records, laws and 
legal factors pertammg to the court ofreqUlred by the POSItIon 

• ExtensIve knowledge of the orgamzatIOn, functIOns, responSIbilIties and 
procedures of the courts 

• ExtensIve knowledge of effective executIve management and superVISOry 
techmques 

• ExtenSive knowledge of modern pnnclples and practices of court and publIc 
admInIstratIOn 

• ExtenSIve knowledge of statistICS and analYSIS necessary to evaluate problems 
WIth regard to costs, benefits and optImIzatIOn of a computer and 
telecommumcatIOns system as reqUIred by the pOSitIOn 

• AbIlIty to orgamze, direct and coordmate admInistrative actiVitIes m a manner 
condUCive to full performance and high morale 

• AbilIty to commumcate Ideas clearly and conCisely, both orally and III wntmg 

• AbilIty to comprehend techmcal matenal 

• AbIlity to establish and mamtam effectIve workmg relatIOnshIps With others 

3 
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Ser Name 

1 Zaher Abdul Soud All 

2 Reda Gabr Shaaban 

3 AZlza Mohamed All 

4 Hoda All Radwan 

5 Hanaa Abdul Hakim Ahmed 

6 Howalda MahJoud Solalman 

7 Iman Moustafa Moheb 

8 Ragaa Moustafa Sherif 

9 Azza Youssef Hassan 

10 Roushdy Kamel Ebeld 

11 Ahmed Hamdy Ahmed 

12 Mohamed Hafez Khallfa 

13 Sherin EI Sayed All 

14 Sameer Sallb Farag 

15 Fawzy Mohamed EI Sayed 

16 Thoraya Abdul Shafy Abdul Fattah 

-~ 

NORTH CAIRO COURT OF FIRST INSTANCE 
ChIef Clerk's OffIce 

Job Level Title Summary Job Responslbthtes 

Third A Chief Clerk's Office Mgr 
Secretary to General Mgr - prepare deCIsions -
supervise the executIOn 

Fourth Employee receive incoming mall from MOJ and penalty lists 

Third Clerical Employee reclve circulars - responsible for attendance sheets 

Third Clerical Employee receive incoming from Chief Justice's Secretary 

Fourth Clerical Employee 
register incoming mall from MOJ - use the 
typewriter 

Third Clerical Employee 
receive mall - responsible for attendance sheets -
use the typewriter 

Third Clerical Employee use the typewriter 

Third Clerical Employee photocoPYing 

Second Clerical Employee receive complaints 

Third Clerical Employee decIsions execution 

Fourth Clerical Employee assist In office work - photocopYing 

Fourth Clerical Employee 
assist In office work - receive and deliver penalty 
sheets 

Fourth Clerical Employee assist In office work - deCISions execution 

Second Clerical Employee Follow up employee 

Second Clerical Employee 

First A Employee 
--- -------

Latest Salary In 

1.£ 

37000 

38700 

45400 

45400 

32000 

34000 

33540 

I 

355001 

35500 

451 00 

22400 

22400 

22400 

30500 

70000 
~ -
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Set' Name 

1 Gameel Farrag Abdul Rahman 

2 Awatef Attla Kenawy 

3 Safeya Mahmoud EI Shobokshy 
4 Youssrrya Sanad Hassan 

• 5 Fatma Ahmed All 

6 Madeeha Ahemd Abdul Khalrk 

7 Samla Saad Khodary 

8 Mona Moustafa Mohamed 

9 Amany Ahmed Mansour 

10 Sanaa Sa ad Maghazy 

11 Amal Mahrous Mohamed 

12 Mohamed Ahmed Farrag 

13 Hatem Rlzk Kamel 

14 Mohamed Hassan Mohamed Abbad 

North CaIro Court of FIrst Instance 
ServIce Dept 
list of Names 

Job Level rlUe Summary Job- ~esponslbllttas 

General Mgr Senior Server Supervise Service Depts 
Deputy Senror Undertake Senior Server's responsibilities while 

First 
Server absent 

First First Server Responsible for montly and secret reports 
First First Server Inspect the attendance and record the circulars 
First First Server In-coming mall 

Third 
Deputy First Responsible for inspection reports (AI Galaa 
Server courts) 

Third 
Deputy First Type on the typewrrter and responsible for Claims 
Server lists and personnel books 

Second 
Deputy First 

Lists of Penalties 
Server 

Second 
Enforcement Responsible for inspection reports (Helropolrc 
Server courts) 

Second 
Enforcement 

Enhancement of inspection reports 
Server 

Second 
Enforcement 

Outgoing mall (InSide Cairo) 
Server 

Fourth 
Acknowledgmen 

Help with the work In the Dept 
t Server 

Third 
Judicial 

Help with the work In the Dept 
ASSistant 

Second First Server ASSist Senror Server 
.~-. -. -----_ .. _-- --

Late$t Salary Iii 
LE 

1 011 00 
I 

61278! 

82850 
801 50 
601 00 

32400 

22320 

45656 

31600 

31600 

18600 

21272 

241 83 

48943 



-Ser. Name 
< 

1 Fekry Besheer Ewals Nosselr 
2 Mohamed Sehm Ahmed Hassan 
3 Fathy Ibrahim Michael 
4 Hesham Abdul Rahman Mohamed 
5 Gameel Mohamed Solalman 
6 Fayek Mohamed Darweesh 
7 EI Sayed Mohamed Okasha 
8 Medhat Moustafa Mohamed Hares 
9 Antar Atallah Abdullah 

10 Magdy Kamel Moustafa 
11 Mohamed Ahmed Solalman 
12 Ahmed Mohamed Hawa 
13 Samy Hanafy Mohamed 
14 Hassan EI Sayed EI Sawaf 
15 Maged Abdul Raheem Omar 
16 Sameer Khalaf Salama 
17 Abdullah Abdul Monem Abdullah 
18 Ibrahim Abul Ela Mohamed 
19 Saleh Haggag Salem 
20 Mohamed Mohamed EI Sayed Lasheen 
21 Intlsar Mohamed Awad 
22 Ilham Hussein Khodelr 
23 Hussein EI Tohamy Mohamed 
24 Reda Abdul Hakim Gad EI Kareem 
25 Nadia Ibrahim EI HusselnY 
26 Mahmoud Hussein Mahmoud 
27 Ahmed Abdul Kader Hussein 
28 Alaa Ahmed Abdul Fattah 
29 Yehla Salem Hemdan 

~ 

NORTH CAIRO COURT OF FIRST INSTANCE 
C(U ~e ~ Hearing Dept t.~\ t-

Job Leve. rltle Summary Jot) Responslbtl\tes 

First Clerk Head of CIvil Dept and Deputy Chief Clerk 
Second Clerk head of Dept for setting hearings and Deputy CIvil Dept 
Second Clerk Deputy CIvil Dept 
Third Clerk responsible for complaints documents 
First Clerk Assistant Dept Head 
First Clerk CircUit Clerk 
Second Clerk fees assessment 
Second Clerk Circuit Clerk 

moved to partial Labour Court 
Second Clerk CircUit Clerk 
Second Clerk Circuit Clerk 
Third Clerk CircUit Clerk 
Third Clerk Circuit Clerk 
Third Clerk Circuit Clerk 
Third Clerk CirCUit Clerk 
Third Clerk Circuit Clerk 
Third Clerk Circuit Clerk 
Third Clerk Circuit Clerk 
Fourth Clerk Circuit Clerk 
Fourth Clerk CirCUit Clerk 
First Clerk Circuit Clerk 
Second Clerk assistant circuit clerk 
Third Clerk Circuit Clerk 
Third Clerk fees assessment 
Third Clerk fees assessment 
Third Clerk Circuit Clerk 
Third Clerk Circuit Clerk 
Third Clerk CirCUit Clerk 
Third Clerk CirCUit Clerk 

--- ---- -- ---

Page 1 

Latest Salary 
mLE 

89300 

74800 

79000 
75300 
70700 

76215 
50500 
46400 
42000 
42500i 
43500 
40000 
40000 
37500 
37500 
35000 
76600 
721 67 
51500 

31500 

33200 



Ser 

30 
31 
32 
33 
34 
35 
36 
37 
38 
39 
40 
41 
42 
43 
44 
45 
46 
47 
48 
49 
50 
51 
52 
53 
54 
55 
56 
57 
58 

--

~ 

Name 
Ahmed Kamal Bayouml 
Sobhy Mohamed Ashmawy 
Gamal Fares Ghelt 
Mohamed Hamdy Mohamed 
Ashraf Abdul Monem Attlya 
Sameer Heshmat Abdul Hak 
Nasr EI Om Mohamed Ali 
Khaled Shawky Tolba 
Hesham Sayed Sayed Badawy 
Essam Sayed Abdul Shafi 
Mohamed Mohamed EI Taweel 
Mohamed EI Kamel Ahmed 
EI Safy Youssef Mohamed 
Gamal Abdul Hahm Mahmoud 
Nagul Moustafa Ali 
Osama William GUIrgUIs 
Mohamed Abbas Sayed 
Amr Hamed Hassanem 
Mahmoud Moustafa Mohamed Shaaban 
Mohamed Saad Ahmed Morgan 
Badel Wanees Philis 
Fadl Morgan Beshai 
EI Sayed Abdul Ghany EI Sayed 
Bahgal Anwar Zekry 
Maher Mounlr Hanna 
Emad Abdul Fattah Ahmed 
Awad Abdul Azeem Awad 
Khaled Abdul Sabour EI Sayed 
Ibrahim Mohamed Abdul AZlm 

NORTH CAIRO COURT OF FIRST INSTANCE 
~0\. Q ~\-- Hearing Bept 1....'--'v\..A..'\-

Job Level Tltte Summary Job Responslbtltte-s 

Third Clerk Circuit Clerk 
Third Clerk Circuit Clerk 
Third Clerk Circuit Clerk 
Third Admin Circuit Clerk 
Third Clerk CirculI Clerk 
Third Clerk CirculI Clerk 
Third Clerk CirculI Clerk 
Third Clerk CirculI Clerk 
Third Clerk Circuit Clerk 
Third Clerk CirculI Clerk 
Third Clerk Assistant CirCUit Clerk 
Third Clerk Circuit Clerk 
Third Clerk CirculI Clerk 
Third Clerk Circuit Clerk 
Third Clerk Circuit Clerk 
Third Clerk CirculI Clerk 
Third Clerk Circuit Clerk 
Third Clerk Circuit Clerk 
Third Clerk Circuit Clerk 
Third Clerk CirCUit Clerk 
Third Clerk CirculI Clerk 
Third Clerk Circuit Clerk 
Third Clerk Circuit Clerk 
Third Clerk Circuit Clerk 
Third Clerk Circuit Clerk 
Fourth Clerk Circuit Clerk 
Fourth Clerk Circuit Clerk 
Fourth Clerk Circuit Clerk 
Fourth Circuit Clerk 

---- ---- -----.. -- ~!k_ --------- --

Page 2 

Latest Salary 
lrt LE 

31500 
415 00 
36400 
430 00 

290 00 

31500 
315 00 
290 00 
31000 
279 00 

300 00 
308 00 
290 00 

270 00 
289 00 

305 00 

28000 

275 00 

_ .. _---------



Ser . Name 

59 Mousaad Abdul Fattah Amln 
60 Moustafa All Tawfeek 
61 Moustafa Abdul Razek Ibrahim 
62 Moustafa kamel Agamy 
63 Fouad Abdul Rahman Ahmed 
64 Albelr Isaak Rlzkallah 
65 Khaled Mohamed Tawfeek 
66 Ahmed Mohamed Abdul Azeem 
67 Ramadan Saad Abdul Kader 
68 Farag Farouk Abdul MagUid 
69 Said Mohammady Ahmed 
70 Ahmed All Imam 
71 Ihab Imam Abdul Razek 
72 Mohamed Touny Ahmed 
73 Mohamed Moursl Mohamed Moursl 
74 Abdul Hakim Hafez Hassan 
75 Mohamed Hassan All 
76 Nasser Hamdy EI Sherbemy 
77 Mohamed Awad Solalman 
78 Ashraf Mahmoud Youssef 
79 Youssef All EI Sayed 
80 Moustafa Faymy Khalil 
81 Hamada Sayed Sayed 
82 All Mohamed All Moussa 
83 Sayed Ismail Oarweesh 
84 Magdy Atef Sobh 
85 EI HusselnY Sayed Youssef 
86 Adel Mohamed Gad 
87 Saber Ibrahim Oessouky 

,:::. 
~ 

NORTH CAIRO COURT OF FIRST INSTANCE 
c...0~ e ¥ Heanng gept \...L .... ~~ \-

Job l~ver TItle Summary Job- Responslbtltte.s 

Fourth Clerk Circuit CierI< 
Fourth Clerk CircUit Clerk 
Fourth Clerk Circuit Clerk 
Fourth CierI< Circuit Clerk 
Fourth Clerk Circuit Clerk 
Fourth Clerk Circuit Clerk 
Fourth Clerk Circuit Clerk 
Fourth Clerk Circuit Clerk 
Fourth Clerk Circuit Clerk 
Fourth Clerk CirCUit Clerk 
Fourth CierI< Circuit Clerk 
Fourth Clerk Circuit CierI< 
Fourth Clerk CirCUit CierI< 
Fourth Clerk Circuit Clerk 
Fourth Clerk Circuit Clerk 
Fourth Clerk CirCUit Clerk 
Fourth CierI< Circuit Clerk 
Third Clerk Circuit Clerk 
Fourth Clerk Circuit Clerk 
Fourth Clerk Assistant Circuit Clerk 
Fourth Clerk CirCUit Clerk 
Third Clerk Circuit Clerk 
Fourth Clerk Circuit CierI< 
Fourth Clerk Circuit Clerk 
Third Clerk fees assessment 
Third Clerk Circuit Clerk 
Fourth Clerk Circuit Clerk 
Fourth CierI< Circuit Clerk 
Third Admin Circuit Clerk 

---

Page 3 

Latest Salary 
111 lE 

26850 

129 00 
290 00 

i 
I 

220 OOi 

24300 
243 00 
247 00 
247 00 
264 00 
250 00 

24500 

245 00 

248 00 
24850 

300 00 
261 99 
25800 

--



Ser. 

88 
89 
90 
91 
92 
93 
94 
95 
96 
97 
98 
99 

100 
101 
102 
103 
104 
105 
106 
107 
108 
109 
110 
111 
112 
113 

.-

~ 

> Name 

Sameer Mohamed Hamed 
Ahmed Youssef Mahmoud 
Osama Samy Youssef 
Mahmoud Saad Hefny 
Hamdy Ahmed Abdou 
Hesham All Mahmoud 
Mohamed Zaky Mohamed 
Wagdy Amm Shehata 
Mohamed Zakanya Seddlk 
Mohamed Ebeld Abdul Maksoud 
Mohamed EI Sayed Ahmed 
Hany Mohamed Mohamed Solalman 
Amr Abdul Rahman Mahmoud 
Ali Hassan hassan 
Khalid Ahmed Mohamed 
Mohamed Abdul Hafeez Taha 
Mootaz Youssef Mohamed 
Heshmat Abdul Fadeel Omran 
Ameer Abou EI Ghelt Masoud 
Ghareeb EI Delb Hussein 
Mohamed Farghaly Kamel 
Mohammedy Manousr Thabet 
Hussem Hassan He\a\ 
Hesham Abbas Sayed 

NORTH CAIRO COURT OF FIRST INSTANCE 
C(Jl~ d.Lrt Hearing 9ept ~\.t-

Job Level T.tte Summary Job- Responslbtlltes 

Fourth Clerk CircUit Clerk 
Fourth Clerk CircUit Clerk 
Fourth Clerk Assistant CircUit Clerk 
Fourth Clerk Assistant CircUit Clerk 
Fourth Clerk Assistant CircUit Clerk 
Fourth Clerk Assistant CircUit Clerk 
Fourth Clerk Circuit Clerk 
Fourth Clerk CircUit Clerk 

moved to Al Azbakeya partial Court 
Fourth Clerk Circuit Clerk 
Fourth Clerk Assistant Circuit Clerk 
Fourth Clerk Circuit Clerk 
Fourth Clerk Assistant Circuit Clerk 
Fourth Clerk Assistant Circuit Clerk 
Fourth Clerk Circuit Clerk 
Fourth Clerk Assistant CircUit Clerk 
Fourth Clerk CircUit Clerk 
Third Clerk Assistant Circuit Clerk 
Third Clerk Assistant CircUit Clerk 
Fourth Clerk Assistant CircUit Clerk 
Fourth Clerk Circuit Clerk 
Fourth Clerk Assistant CircUit Clerk 
Fourth Clerk Assistant Circuit Clerk 
Fourth Clerk Assistant Circuit Clerk 

Mahmoud Moustafa Mohamed Abdul Mottaleb Fourth Clerk Assistant Circuit Clerk 
Sameer Mllad Michael £~urth Clerk Assistant Circuit Clerk 

~-
_._-
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Latest Salary 
ml...E 

25300 
24300 
22300

1 

25400 
23300 

22300 

231 50 
20900 
22400 
23500 

23300 

21500 

21200 
23850 
27000 
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NORTH CAIRO COURT OF FIRST INSTANCE 
CIvil Dept 9,JroI:JttCIerks 

~~t-~ 
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111ntlsar Mohamed Awad First Renovation Committee c;;;.u:etrClerk I Renovation Commltte~f Clerk 

2111ham Hassan Khodelr Second Clerical IAsslstant Asslstant9retrJt Clerk 

31Hassanetn IIhamy Mohamed IThlrd Clerical CJwttrt Clerk ~ Clerk for JudiCial Assistance Committee 

., 

:1' 
Latest Salary 

.~',' In LE '. 

76263 

69407 

51555 
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ARCHIVE 

I SCI N,lIl1c Job levcl fltle Stllll III '11 Y Job I espOllSlbdltle<; L'1tcst 5'1111 y ! 

! 
In LE 

I Mr Mohamcd EI Sayed Second I lead of IIead of Ar chive Depts And I esponslble fOI 618 
Gandeer y Ar clllvC cleltvellllg Cdses fOI ca<;sattOl1 and appeals 

Dept 

2 Mr Sameer Shohdy Mnas6D1 Second Archrve ResponsIble fOI cases of year s 82, 84, 93 WIth 719 
clerk numbers fr am I trlI 8000 and I enovatlon Cdses 

3 Mr Galal Abdul Rahman Kotb Second ArchIve ResponsIble for cases of the yea! 88 and Oldels as 742 
clerk and well as cases WIth even numbel s of year s 94 and 97 
dept deputy With the numbel s ft am 1 till 6000 

4 Mr Matrawy IbrahIm IbrahIm Fourth Alchive ResponsIble fOI commerCIal cases flam 1971 ttll 298 
clerk 1998, suspended cases and appealed commcl clal 

cascs 

5 Mr Gamal Abdul Saud Abdul TlllI d Archive ResponsIble fO! cases of the years 87 and 79, 489 
Hameed clerk exemptIon cases, and of the yeal 97s1 tatll1g fr 0111 6001 

ttll 14000 

6 Mr All Attya Mohamed Tlmd ArchIve ResponsIble from cases of the yeals 81, 83, cases WIth 413 
clerk odd numbers for the year 1994, labour cases and those 

of97 With numbers flom 14600 tIll the end of the yeal 

7 Mr Nagy Sameer Awadallah TI1ll d Alchlve ResponsIble for companIes contI acts summa! y f, om 379 
clerk the yeal 71 to date as well as commercial caples book 

fOI caples hom 1971 to date 

C0 

~" 
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9 

10 

11 

12 

13 

14 

15 
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Nnme Job level Tltlc Summ1lY Job IcsponslblhtIcs Lntcst snl:\1 y 
111 LE 

Mr Nageh farag Kozman Fifth Archive Responsible fOI cases of the yeals 71 85 and that of 349 
clerk 1995 nom cac:;e nllmbel 10000 ttll end oCthe yeal 

MI Yassll1 Ahmed Mohamed fourth AI cillve ResponSible fOI cases of the years 75,91 froIll cases 301 
EI Sayad c1el k wIth numbel s 1200 I tIll end of the year, appealed 

civIl cases, cases of the yeal 97 flom I tIll 6000 

Mr Mahmoud Ragab fOUlih Alchlve ResponSible Cor the cases o[the years74, 91 staItll1g 283 
Mahmoud Abdul Aal clelk from nUIl1bel S 12000 and cases of 1995 stal tlng n 0111 

1 tIll 10000 

Mr Mohamed Haddad Hassan Fourth Archive ResponSible fO/ cases of the yems 77,80,86, and 285 
Halawa clerk have of the cases of 1993 CivIl 

Mr Talaat Israel AZlz fOUlth Alchlve ResponSible fOI suspended cases fI om 1996 to dClte, 291 
clerk Indexes, agendas, cCllendars, outgoing and II1COI11I1lg 

Mr Khaled Reyad Mohamed fourth Arcillve ResponSible fOI cases of 78, and CivIl cases of 1992 288 
AI Gazzar c1elk 

MI Imam Ghareeb Imam TllIl d Archive and ResponSible for book of outgoing to COUI t of Appeals 324 
AttIya follow up and InCOI1lIllg from COlli t of Cassation as well as 

clerk books for othel courts 
I 

Mr Abdul Rahman Mohamed Third ArchIve ResponSIble fOI notIces nom COUI ts of cassatIon and 325 
Abdul Rahman appeals, follow up fetching cases gOIng for appeals 01 

cassation and I eCOI d them 

@) 
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16 

17 

18 

19 

20 

21 

Namc 

Mr Tarek Mohamed Nour EI 
Alaby 

Mr Mohamcd Abdul SOLId 
Mohamed 

Mr [mad Thabet Yofanlees 

Mr Samch Sobl)! Demcltl y 

Mr [mad Lours Mild 

Mr Sameer Michel GUIrguIs 

Job level Tltlc 

fourth Archive 
clerk 

fourth Arclllve 
clelk 

foU/ih Archive 
clerk 

Fourth Archrve 
clerk 

Fourth ArchIve 
clelk 

@ 

SlIIlllll '11 Y Job I CSpOIlSI 01" lies Latest sa 1:11 Y 
III LE 

ResponsIble fOl banklllptcy and commel clal cascs fOf 244 
the yeal s f! 0111 71 t1l1 98 conciliation befol e 
bankl L1ptcy declal atlon and a pal t of the cases of the 
yeal 96 star tll1g fr om nLl mber s 1 t1l I 6000 

Responsible (01 cases of the yeals 89, 96 staltlng from 243 
numbers 6001 t!ll 11600 

Responsible fOl cases of the yeals 72,73, and cases 230 
with even numbers of the year 95 stmtll1g from2 till 
8000 as well as ta\.es cases fl om 1986 t!ll 1990 

Responsible for taxes cases f! om the year s 82 t!ll 85 244 
and fr am 91 ttll 98, as well as tahes and Civil cases 
WIth even numbcr s [Of the year 1995 sLal tll1g [!Om 
numbel 8002 t!ll end of the year 

Ta\.es cases fOJ the ycar s fr 0111 71 t!ll 81 and cases fOJ 243 
thc year 97 stanng fr om 14001 t!l I the end of the year 

(new) Movcd to Ar chrve Dept stal trng fl 0111 Aug II, 
1998 and on leave 


