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1000AM Welcome and IntroductIOn 
AutomatIOn Overview 

Judge Ron Taylor 
Mr Wally Kuencer 

THE PILOT COURTS CONCEPTUAL DESIGN 

10 45 Case ImtlatlOn 

1200 BREAK 

1230 Case Management 

1 15 Hearmg Support 

200 LUNCH 

330 Tvplng Pool 

400 AdludlcatlOn 

445 AJOURN 

Mr AI Szal 
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Mr Wally Kuencer 

Judge Ron Taylor 
Counselor Omar Hafeez 
Mr Wally Kuencer 

Mr AI Szal 
Mr Wally Kuencer 

Dr Sherif Hosnl 

Judge Ron Taylor 
Counselor Mohamed Saleh 
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Case Initiation 
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Problems & Objectives 
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PROBLEMS 

Proccss takt.s much more tllne tlnn necessary 

2 Process IS confuslIlg and chaotic 

3 Ne..ce..ssary case.. IIlfOnnatlon IS not routlllely collected and pre..served 

4 C1se fllLS 1nd docllmLnts are.. not secure 

5 Public acce..ss to COli It St1ft 1nd oOIcLrs confLrs control 
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Case Initiation -
Problems & Objectives 
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OBJECTIVES 

Improve publIc pelceptton of tile court 

2 Reduce complexIty and labor 1!1 routtne transactIons 

3 RequIre standardIzed II1formatlon submIssion from lawyers/lItIgants 

4 Cleate an olgal1lzed and readable case file folder 

5 Restr ICt publIc access to work. al edS and stat f 15 
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Case Management 
Problems and Objectives 
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PROBLElVIS 

Under-prepared lawyers/litigants 

2 Deltberate delaYing tactics by lawyers/lttlgants 

3 Lack of control of caseloads by Judges 

4 Little monitoring and follow lip on Service and Expert departments 

5 Need to reduce large backlogs 

6 Judgement and Rultng pi ocess too lengthy 25 
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Case lVlanagement 
Problems and Objectives 
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OBJECTIVES 

[1.rly and continuous control of casclold by Court 

2 AdvIce... to Iawye...rs/lttlg1.nts as to the...lr responslbllittes 

3 L1.wye...rs/lJtlglnts re...spe...ct for and ldhe...rLncL to court deadltne...s 

£\ Short-se...tlll1g be...twLLI1 hc..aflngs 

5 [ncOllr1gLlllc..nt of sanctions for l1on-perfornnnee 

6 ApprOpfl1.tL collc..ctlon and USL of casdlow man1.gLlllent IIlformation 

7 Idc..lltlficltlOI1 and addrc..sslIlg of C1SL backlog 

8 Rc..ductlon of tll11e... 111 J udgement/Rulll1g procc..SS 
26 
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Hearings Support 
Problems & Objectives 
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PROI3LEMS 

l3utldlllg emd courthousc lCtlVlly IIlformlllOnll SCrvlCCS clrC lelCklllg 

2 Thc SIte of thc court c llend Irs lPpC Irs to be Inconslstcnt III theIr SIZC ellld contcnt 

J Courtrooms lrc often ovcrcrO\\(led nOIsy lnd unkempt 

4 All schedules itsts emd repolts lIsed III support of the court he Inllg process Ire m lllU Illy prep Ired 

5 The public h IS complete lCCCSS to Clrclllt clerks offices 

(j I he publIc Illustnegotl lte between [\\0 blllldlllgs 1Il order to lind the cOllrtroom lItd othcr CIVIl court 
servIces 
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Hearings Support 
Problems &; Objectives 

PROBLEMS 

Budding and courthouse activity lIlformatlOnal services are lackmg 

2 The size of the court calendars appears to be mconslstent m their size and content 

3 Courtrooms are often overcrowded, nOIsy and unkempt 

4 All schedules lists and reports used m support of the court hearIng process are 
manually prepared 

5 The public has complete access to CirCUIt clerks offices 

6 The publiC must negotiate between two blllldmgs l!1 order to find the courtroom 
and other CIVt! COUI t services 

7 Case files must be carned flom one buddmg to the other for court hearings 

41 



~ 

Hearings Sllpport 
Problems & Objectives 
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OBJECTIVES 

Improve public II1formatlOll services within the court bUilding 
2 The size of the court calendars should be reasonable and contam only those 

matters requlrrng actIon by the Judges 1fl open court 

3 Courtroom assignments should be coordmated on the basIs of the sIze of 
calendars 

4 Reengll1eer and Improve preparatIon of court schedules (agendas) forms and 
procedures 

5 Restrrct publrc access to the cIrcuIt clerks offIces and Improve case ftle securIty 
and rntegllty 

6 In all courts the civIl and family case functions and hearrng rooms should be 
separated where possIble from crtr11lnal case functIOns and hear1l1g rooms 
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Typing Pool 
Problems & Objectives 

~f~ 

~I 

r--.l Y J ~'::).... J= ~I r-ill y y...J1 u~1 

• .l=. J= J.u..,.,u ,ul..:.. ~ J oW.).! tS yo.:11 "'-'-'..&.]1 'O.JP ~ 1 j ~I 'O..>r"-l 'I' 

.uk:. ufo ul ~ tS.1Il <5 ~I tJA y& ~1 ~I ~ -La.ll., <5.1l1 J.,uJ1 tS J-"-"-" r 

~I y.';1 J tS .J1.l1 # y y i"~ 

J.....ll ~ j uI"Iy..1 yy i"~ 0 

PROBLEMS 

1 yplng Pool facllltlCS arc Inadcquate and crowded 

2 Typing ancl officc equIpment IS out of date and 111 poor operattng condItion 

3 Typing Pool production IS well below the level It could be 

t1 LId. of rnalMgement and supcr VISOI y str uctur c 

5 Lac\.. ofslIfficlcnt wor\.. olganlzatlon and ploccdulcs 
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Typing Pool 
Problems & Objectives 
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OllJECTIVES 

RedeSIgn the e\.Istlllg admlllIstIatlve management and supervIsory system 

2 Secure better workIng areas for the TYPIng Pool staff 

3 RedeSIgn the wOIknow procedures 111 the Typlllg Pool 

4 PIOvlde rYPlllg Pool stdff wIth Clil rent word processIng equipment and programs 
and provide npplopn lte offIce equIpment such as chaIrs and typ1l1g tables 

5 Develop n tr,lll1ll1g pi ogram for thc new equlpmcl1t (wd worknow procedures 

6 Devclop Job perfoll1lance stdndards 'wd II1ccntlves 
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Jlldgement_ 
Problems & Objectives 
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PROBLEMS 

Delay In produclllg a usable written Opl11l0n 

2 Resulting encroachment Into dppeal period 

3 Lack of approprtate tlll naround 111 Typtng Pool 

4 Lack of approprtate mechanism of release to lawyers/lttlgants & public 

5 Inapproplldte public access to Judgement preparation process 
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Judgement_ 
Problems & Objectives 
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0I3JEC1IVES 

Reduce tUllC necessary to produce Judgements 

2 PI OVldc Judges with necessal y reseMch and wrIting capabtltles 

3 Reform Judgcmcnt oplllion release procedul e 

4 Plovldc for publIc acccss to Judgements Ill1medlately after signature 

) PIOVIc!C for c\.pec!ltccl dclIvcl y of JLldgell1ent~ to I,l\vyci s/lItlgants 
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CASE INITIATION 

cS§.l1\ liS 
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Claims & Deposits 

Problems ~ Objectives 
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CLAIMS 

PROBLEMS 

rhe losing pal tv IMyS claims fees 1 he wlnlllng party IS entItled to have an 
V{Lcutlon<lblc copy of thc final Judgment even though the claims are not paid by 
the losl ng pat t y 

2 Cnforcement of paylllg the final fees of the Judgment IS very difficult for most 
cou rts 

3 rhe clalll1s process IS too comple" cumbersome and tllne consuming 
4 LItigants do not get closure of their cases wIthin a reasonable tllne, which leads to 

flllSllclllon <lnti dlssatlsf,lctlon wIth thcJustlce system 

- - --
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Cla1l11s 

Claims & Deposits 
Problems ~ Objectives 
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OBJECTIVES 

Streamlrne the clarms filrng, assessment, processrng and collectron systems 
2 Collcct mor e of the fees assessed 
3 Create a system to cnforce collectrng final fees of Judgments In a more trmely 

manner 
4 Create a mar e pr ofcsslonal management and supervrsory structure 
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Claims & Deposits 
Problems &: Objectives 
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PROBLEMS 

+ A payment o( depOSits f10m the court IS a lengthy bureaucratic process 
+ Non case r elated payments Me made to the court's cashier 
+ Case relclted depOSits are assessed a fee Other depOSits are assessed fees 

In addition to case I elated fees 
+ flll,\tlCI(l1 documcnts (II e to be kept for IS years,S years on site after the 

last tl allsactlon In the mattel 
+ The payee must follow all steps In pel son to receive the depOSit payment 
+ rhe depOSits cler k determines If thc depOSit can be IssLled 
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Claims & Deposits 
Problems &: Objectives 
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• The chlefJlIstlce has to sIgn all payment approvals 
• Payments al e often delayed beccluse the rnterest penod for the deposIt has not ended 
• It takes 2 months 01 mOl e for payment to be received 
• The servIce depdl tment notdles other party (payee) of the deposIt 
• Payor Ccln wlthdl aw the deposIt J days .tfter notIfYIng payee through the service 

depal tment (pI esumably I f the payment IS not pIcked lip) 
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Claims & Deposits 
Problems ~ Objectives 

~r~~r 

uul4'i1 (!::IU 

~.i.lA oJl.c.lJ U\..:JI ULb.J1 wi ,..I y.1 ~ ~I oJ\.c.l \ 

~WI ~ ~1..fu',),IJ l.5)IJ')'1 ('Lh.J1 c.S.J-l-"'A t!-> "( 

OBJECTIVES 

RCVICW and streamlIne the present claIms process 

2 Imp! ave the pel sonnel management and superVISO!)' system 
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Claims (continued) 
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Claims (complete) 
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63 
SEND CASE TO CRIMINAL 

PROSECUTOR 
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66 
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CLAIMS 
DETAIL SHEET 

WORKFLOW 

• If a flat fee, no claims procedures 
• If not a flat fee, there are a number of alternative procedures 

• Judgment available to claims department from CMA 
• Claims fees and any other expenses, mcludIng plamtlff s reImbursement of the flat 

fee determined 
• LOSing party served for total amount offees and fines due 
• LOSIng party options 

• Pay at banI-.. or at front counter or at post office 
• Appeal the Judgement (40 days) or gnevance the claims (8days from date of 

service) 
• FIle an appeal and gnevance the claims 

• Proceedings stop untIl appeal and grIevances of claims processes completed 
• Proof of appeal With a wnt of summons 
• LItIgant IS acl-..nowledged With the claims fees due 
• If no appeal or proof of an appeal lItigant IS to pay fees 
• If he does not pay the claims fees hiS case IS referred to the crIminal prosecutor 

for refuSIng to execute a court order 
• After appeal all fees Includmg claims fees and any other e>..penses Includmg 

p amtlff s reimbursement of the flat fee reassessed 
• LOSIng party served With Judgment for total amount of reassessed fees and fines due 
• LOSing party comes to mformatlon services desl-.. or front counter 

• Options 
• Pay at banI-.. or at front counter or at post office 

• LOSing party has to pay WithIn 60 days regardless If appeal Ing or not 
• Can appeal the Judgment or file a gnevance to the claims fees 
• If fees paid the case IS closed 
• Case file archived 
• If fees not paid by lOSIng party the case IS sent to the prosecutor or the collectIons 

umt 

OTHER 

• Provide public mformatlOn packets and charts about the rules and procedures for the 
assessment of fees, fines, payments, collectIOn rules and methodology 

• Develop a computer-based system to follow up and momtor fee collection actIVity 
• ReqUIre more accurate addresses from lItIgants and attorneys 

A.lternatlves 
• CalculatIOns for claims and service be made pnor to the Judgment heanng 
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• Serve htIgants wIth actual costs to be assessed (or the estimated costs If the actual 
costs cannot be calculated) 

• Direct htlgants to deposIt part of the estimated fees wIth the court 
• RequIre the deposIt of the full outstanding claIms due amount when a litigant files an 

appeal in the case 
• ReqUlre all fees and fines to be collected ImmedIately after they are assessed or the 

litIgant faces a default Judgment 
• Alternatlves 

• PnvatIze the collectIOn of fees and fines 
• Provide incentives for service department servers to collect more fees and fines 
• Modify the Egyptian tax collectIOn system to collect overdue fees and fines 
• Create a specIal collectIOns enforcement umt to enforce present court rules and 

laws concerning claims procedures 
• Develop a stronger supervisory structure with training programs for supervisors and 

worlers 
• Ellmmate the seizure and auction actIVities In the service department 
• Change the law to permit 

• Not accept 109 appeals unless claims paid 
• Not accept 109 fil!ng of new cases unless claims on old cases are paid 
• Not paYlOg fine IS a cnmmal offense 
• Service of documents on a lItigant's attorney 

• Issue a mlnlstenal decree to comblOe appeal of gnevance of claims With appeal of 
case before the same appellate circuit 

DepOSits 

• Litigant comes to courthouse (front counter) to make a depOSIt-he IS dIrected to the 
claIms and depOSIt Window In the front counter area 

• DepOSit received by the court depOSIt desk 
• Front office clerk checks the case hIstory to see If any claims or fees are due from the 

gaming litigant 
• If fees are due the clerk. subtracts the amount from the depOSit payment 
• Clerk. determlOes new amount due to be paid to litigant 
• Clerk sends acknowledgement to the service department for delivery to the 

litigant 
• LitIgant comes to front counter With acknowledgement paper from the service 

department 
• He shows hiS IdentificatIOn and he gets paid 

• All depOSIt transactIons sImultaneously posted to the accountlOg department records 
case hIstory records and the depOSIt ledger 
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OTHER 

• Develop a new system for PICk. up and transport of deposits/fees momes from the 
courthouse to the banks 

• Set up a system for all claims and fee payments to be made dIrectly to banks 
• Create an Index system that cross-references claims fihngs and deposits With the 

underlYIng case 
• Share InformatIOn between the front counter, front office and the Information 

services center 
• Set up a separate claims and deposit statIon at the front counter 
• Post financial InformatIOn to the case history or put copIes of the fmanclal 

documents In the case file 
• Establish a standard set of rules, regulatIOns and deCISion tables for clerks to follow 
o Assess a flat admmlstratlve fee for all depOSits or have 3 or 4 categorIes of fees for 

different kmds of depOSits 
• DismiSS the case If certam fees are not paId wlthm a reasonable penod of time 
• Reduce the number of signatures reqUired for depOSit and payment 
• DeSignate someone other than the chief Justice to sign payment approvals 
• Propose a rule change to elimmate the ability of3 rd parties to claim depOSits 

• ReqUire certificatIOn from the payer and payee that they do not have other cases 
or claims pendIng before the court when filing for payment of a depOSIt 

• ReqUire a certificatIOn that partIes are not Involved 10 any bankruptcy proceedlOg 
• SLrengthen the supervlsory/mangement framework 
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Service Problems & Objectives 

lY..~!~ 

~ l ..... A.J . .o...ayll t..!ll.lSJ yy.,Jll..u ~ ~I wL....,l.-J1 ~J ,U'~I r-W ~I J.= J..,u r-=u ~ 
.l..J ~I ~ Y' J 0l....a.J1 lY' lp......=. r' ~I LJL....,L-Jl ~.lS J uw.u.." ..l..W.l y=J1 \.p..=. ~I wL...,h-J1 

<\...J.)~.) ,,~1 

The ServIce Department has not yet been surveyed 1 he InformatIOn In thIs report and 
recommendatIons are based on data gathered by consultant DavId Steelman and 
II1fOlll1atlon gathered from Judges and court employees subsequent to Mr Steelman s 
VISit 

Jfl.;..WI 

1.h 4.1..,..b D.l.4 c..0c-)I 1 J.J-U..uu , 

~ o\..J r'~ LS.ll1 ~I J...JI ~ ~ '.I J JL..c'.lL Jf... LJ-'y..=.-JI r-W tS.)\..))lIJ ~I ~I 'I' 

U'~I 

." ..... ,la-ll JL..c '.II 0)J1J .........,w ~I wlJ.)1 Y!YJ LJI"Ip.1 C"'-"'J ~I U'~I rh Cl.:i.-:w r 

~J J..SI ~ ~ clJl ~ ~ )I ~ ~yJl ylpJl 4.h 

SERVICE 

PROBLEMS 

I CompletIon of servIce takes too long 
2 The 01 ganlzatlonal and mandgement structure of the servIce department 

dppecll ~ to be ovel burdencd and not suffiCient for the large scope of servIce 
operations 

3 The activItIes of the service department need better procedures and tools 
with which to mOllltor and manage their Illlpoltant worh. 

4 fhcl C IS a LIck of suffiCient Il1Centlves fOI employees to fully perform their 
Jobs 

I - _1-

79 



Service Problems & Objectives 

J.,uJ1 t="-"'- co l.J.uILw '1 ~I..J LJ-I y..=-J1.lx. 0 

~ ~ loll ~ G,I .lJ.l~ . .1J1lY' t I yl ~I UJy..=-J1 IY' y..u i 

5 The servIce depal tment does not have sufTiclent server personnel to adequately 
pel form theIr Jobs 

6 ServIce employees arc sometImes threatened whlle tryIng to perform theIr Jobs 

80 
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Service Problems & Objectives 

~'J.tI:l ~f 

u)lc.. ':II ~ jG...J ':I Li.>.u.......J1 ~)I Jill:J 

(jl~1 rhl ~1.Y'l':llj lS)j':ll ~I ~~ j)j\.c.lj ~Ijj ~ 

(+-'.lJ J.<,.JI ~ ojbl j <\..,uti..., ~ (jl~1 ~ ~jh...J lS§-..ll1 o)j\ w\.i.ub:i .J;!!ji r 

Oyl9S..J F l..-l.9..1by lY'yD (jljIO ... .Jl .u..."WI yl~\j W\jj~1 y!j 

j.wl I~ ()-lU-l ~ UyJl ~.ll.J JOY y w YUI ~ yJl (jA l......I.>.JJWI j.wl .lJ..l.:..J 0 

LY,)' 0' ,,11 (j"':1\ (jA ~)la lS~ y! ji '\ 

o I3JECTIVES 

Reduce the time It takes to accompltsh service of process 

2 SUlvey, and reengmeer the supervisory and management structure of the service 
dep,l( tment 

3 Plovlde CMA tools to SUppOlt the service department In the mOllltonng and 
l11<lnagement of theIr casclodd 

4 Plovlde tools and Incentlvcs for servIce employees to perform their Jobs more 
efficlcntly and effectIvely 

5 IdentIfy the applopnatc level of staffing and a~~I~t In obt,\lIl1ng that number 

6 ProvIde the dpplopnatc level ofsecullty for selvlee employees 81 
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SERVICE 
DETAIL 

WORKFLOW 

The service department Interfaces with all of the following case flow processes 

• Case InitiatIOn 
• The servIce assignment supervisor receives all documents to be served 

• Enters them Into the tracking system 
• Selects service by the post office private service company or servIce department servers 

accord 109 to approved gUldelmes 
• Accurate addresses have been provided by the htlgants 
• Address and telephone dlrectones are avatlable from other government agencies and busmesses 

via a computer database 
• A sufftclent number of server resources are avatlable 10 each district according to Size, population 

and SOCIO economic status 
• Servers have sufficient transportation resources 

• Case Management 
• These activitIes are monItored by the court trackmg system 

Reservlce requests 
• Ad.nowledgements of filmg of expert reports 
• Ad .. nowledgements of additional fees fines and e'penses 

Other case management related events mvol., 109 the service department 

• Judgment 
• Ad .. nowledgement of prelIm mary Judgments 
• Ad.nowledgement of final Judgments 

Execution of final Judgments 
Shortly after completIon the above events are recorded In the tracking system 

• Post Adjudication (ClaIms) 
• VenficatlOn of addresses vIa the address data base 
• Ad.nowledgement of claims 
• Execute claIms If no grIevance IS filed 
• Claims activitIes are recorded In the trad .. mg system 

• DepOSIts 
• Ad.no\\ ledge parties about depOSIts 

ActiVItIes recorded 10 the deposIls trach.mg system 

Other 
• OffiCIally paymg debts such as chIld support rent 

Servmg \\ arnmgs before filing a case 



Experts Problems & Objectives 
;.t~t OJt~t 

~I 

c.1y.:J1 o.)bl u-11 c..Sy:...u1 4..ll:..l.J )yJl JI..::.....JI ~ .,;.:..LJI 

4..A.J)l.. ys:.. L.AJ.J.JJ '; ;iJl:..)' 1 " 

c.1y=J1 .)JI ~I ~I c.,s-UA !JA c..Sy:...u1 wl.a ~ UAC ~ .,;.:..W I i 

.r-J-I lSI) y ,-,)111 '-' U1J1 Cr<' ) (.l.$- '----' ..r' '11 J:,)G...I 

I;J-I J )bl u ...J."...I ul ,--,I If '1l 0 ~I (.l.$-) .P'UI 0 

rl-' lSI) (.-l.A..l J \£], /.)' (.l.$- i 

EXPERT OFFICE 

PROBLEMS 

DLilY III decIsIon to refer C lses to C .... pert Office 

2 IlllpprOpt Ilte rderr lis 

3 Dehy 111 tnnsfer frolll court to C .... pert Offiee 

4 Con rustOn III cl1nty or requests for opInIons 

) Internal elelay and confUSI01111l C .... pert Orriee poeess 

(j Inefficlellcy III rendering OPll110llS 83 
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~xperts Problems & Objectives 
L9f~:n 

'4:P-J \...JL.w,1 LJJ..l o.Jb)\j .uL:...J1 tS JI.c..ll1 (j4 .l::r...ll 

,,1y.=J1 .)..ll ~I tSy:..ll1 .uG..1 ~~ )y11 ..lG..:;1 UAL:. ~ tl.»"l'1 '\' 

~ ,,1y=J1 o)..ll J=..1..l tSy:..ll1 JJl.u tSy......., t!.J i 

~I "I y.=J1 ." us J "bl tS.J-I-'-'IA t!.J £ 

.)..l':{1 ~IJ (j4 tSy:..ll1 ~ d"I..>=>-1 C)\......ol 0 

uiliWI ~J ,,1y.=J1 .)..ll J=..b J-JI c~ y.,hi i 

"I y.=J1 • ...>'..ll ~ JA ,,1..l1 tS y......., t!.J V 

OBJeCTiVes 

DlscollngL.l1lL.nt of lI1'lpproprntL. rt..fL.rnIs 

2 C'pL.Clltll1g dL.clslon to rL.fL.r 

3 1I11provL.l1lL.nt of casL. 11'lndllng within E'pL.rt OfficL. 

" ImpIOVL.I11L.nt of qllalJty of L.'pL.rts thunsLlvL.s 

5 RL.form of tnnsnllttaI procL.ss 

6 ImprovL.Il1Lnt of e'pLrt OfficL. workphcL 

7 1l11prOVL.l11ult ofe'put OnlCL ullplo)LL. pLrformancL. 

84 
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Technology Use In Courts 
~bAl\ ~ y.:...jol~1 ~\~\ 

·ComputenzatIOn means replacmg human effort by computer effort 
ut......Yl "-' rY-' ($031 ~.r--Jl ~Lu ">-J~ rY-' u1 c.r-'.....s.....J1 

-Technology can be used to help u-'1'1 ~ • ..e.t.....ll L..:>..,J.rSJ1 rl":"::"'I..fou 

• Manage Courts 

• Manage Cases 

• DecIde Cases 

Technology Used to Manage Courts Can Include 

~""')I ~I -o)J'l ~~I ~)..rS=J1 ~ ul ~ 

Personnel 
Personnel ActIOns 
Payroll 

Finance 
General Ledger 
Accounts Receivable 
Accounts Payable 

Budget 
Statlstlc~ 

MOl Onlme Court Morutonng 
MOl Admmlstrauon 
Electroruc Ardm mg 
Nauonal Case ReposItoI) 
Electroruc Filing 

uJ..WI u.J-~ 

uJ..WIl.,I .. JJI 

'-wyJl 
.u.....J1 lJ.,-l1 

...... WI <\....o.,J1 

<L.I~ '-u.. .... ~ 
<L.1..r--J1 

f-t...:.:.'ll 

~ .~I J....JI ').JJ ........ L..o 

J....JI ').JJ _) .. 1 

u-J.rSll'I.............,)i l 
-I......yd ... L • ..e.\; 

u-' J.rSll'1 d.llJI ..bc. 



Technology Used to Manage Cases Can Include 

r.r"'ll ($~.l.ll ~)J'J ~~I ~..,1yS.J.l1 ~ ui ~ 
Teller Sen Ices 

oInde'\mg 
AssIgnment 
Schedulmg 
Docl..etmg 
Caseload Management 
Inqulrv 
Document GcneratlOn 
Reportmg 
Service 
E'\:pens 

.J~ J..o.u. ,!,\...... 

Jj~ 

(s.J~.1l1 C'JY 
.... \......bJI ,IC..,.. .l,>.u..". 

(s.J~.1l1 ul=-­

(s.J~.1l1 F ~)JI 

~"{I 

",",u."l )~I 
jlj.LJ\ 

u-~I 
~I~I 

Technology Used to Manage Cases Can Include 

~"'ll tS ~J.l1 ~)J'J ~~I ~..,1 yS.J.lI ~ ul ~ 
Tellcr Scn Ices 

Assess fees 
Calculate amount due and change 
Record source and dIstributIOn of 

re\enues 
Pnnt receIpt 
Cash reconclllIatlon reporung 

Indc'\mg 
Collect Case and Pam data 
Retren e cases b) case # or other 

case IdentJiing data 

J~"".u..&...... 
?y-)Ij..s... 

JWI l>" ~I J w}hJ1 tLJI wI....=.. 

J:.,JI t:'.J.>' J ~I ~. 

J..9I~ 

<.S"""UIJ .sJC-JI I..-LL c-=-
4....1 JI .sJC-JI ~.Jrl~L .sJ~JI th~1 

.sJC-JJ .sy.1 I..-Ll..J 
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Technology Used to Manage Cases Can Include 

~~l r.S~.1l\ ~)J'i 4...a~1 ~).,kJ1 ~ u1 ~ 

Assignment 
Panel assignment that elumnates 

Judge shoppmg 
Produces balanced \\ orkloads 
Cannot be marupulated by partIes 

Schedulmg 
Calendanng - Computer 

dlsplayslpnnts e~stmg 
calendar; user asSIgns dates 
SchedulIng - Computer asSIgns dates 

accordmg 
to court rules 

t$J~J.ll CJj-" 
.JL.:...I .l...:,.JJ c--- 'J '-"-' • jlJl -~ 

L\....a1l1 

I.S JL...:J1.., J...,.JI ~ c::' .Jj~ 
I.>-""u....ll ~::u ~ 'J 

1 ... ..t ..... hJl.l.l.l.:luo 

JI ..)=JI JJ..:JI j ~I ~ - JJ1..:J1 

~j.,J1 r..:.:....J1 J-=UJ~ 

t......, C-' ).,JI j.,......sJ1 J-=u -~ _...:uo 

.....s:....J1~lyi 

Technology Used to Manage Cases Can Include 
~""'l\ i.S~.ll\ 'O).l'J ~~I t.p.)~\ ~ ul ~ 

Docketing 
Is the case history 
MaintainS a case record of 

papers filed 
court events (heanngs service 

e'\perts) 
decl~lons &. Judgments 
post adjudicatIOn events &. deCISIOns 

Caseload Management 
Tools for the Chief Juslice &. 

administrators 
C.lseload data on cases filed pending 

and terminated b) case npe Judge 
Judgment 

Casello" e\.amInes the pace at ~hlch 
cases mo\ e through the s) stem 
\Vorkload raw count of activIt) 

(heanngs e'\pert requests service orders 
etc) 

<5-"",~,-,I~ 

I.SJ"-Ji ~J1::'J-~ 
..r '}I t.>-"-J -> J"- JI J,...... 

I.SJ"-Ji l",1.JJI 

0"~1 __ L.W) I.SJ"-JI ~J 

(.lrJl 
~ )II J __ 1.).)111 

~I .JJ-""""" L.. --I.JIJ'J .....,I.I.J"'-I 
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.J-)-':rIJ ~I 0"-') wlJ-)l1 .J-1y. 
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c>J"-JI ty '--"'- "-'~J .w....JIJ 

~IJ..,......uIJ 
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..... Lh.ll) ~ <.r-" ~ J..s..lI ~ 
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Technology Used to Manage Cases Can Include 

InqUln 
~.:..;\ (.SJ".1ll o.;\j'J ~~I ~..,lyS::J1 ~ ul ~ 

f'j.u....'1I. 

AbilIty to provide enough case data 
to ans\\er most basIc questIons 
WIthout requmng the file to be 
retneved 

Document Generation 
Receipts and other documents that 

can be created from case data 
e'\cluslveJ) 

Reportmg 
Reports and statistIcs that 

commurucate case InformatIon and 
related work of the court to others 
Standard reports 
Ad hoc reportIng capabilIty 

~)l c.S}~.JI ~ u\S <-.LL~.>' uk i~1 
..... t......;iJ .u.L:J1 UJ~ ~\... YI ,-'I JL.:l\ .)c. 

~ 

(yL..,J! ).l..col 

~..;JI ~u}1 V" ~YOJ u'ilw....'il 

c.S~Jl.::.Lw~)-c1 

.)oI...)Wl 

uL...,h.- .h. y u-II ,-,I~ l...=. '11..1 ..J-.JWI 

u..>-"-' ,-1.bL!.J lJ" ~ yo ..I c.S ~ JI 

...., .JJ.l!1 y.;W1 

~ ~I y.;W1 t"...J... 

Technology Used to Manage Cases Can Include 

Service 

~.:..; 1 £s J".1ll 0.;\ j'J ~~I ~) yS::J1 ~ ul ~ 

L>'~I 

Morutor servIce document status 
ASSignment 
Event trackIng 
Sen Ice \\ orkload, \\ oriJ1o\', 

reports 
Ke; ed to case # 

E'\-perts 
Morutor e'\pert oplruon status 
ASSignment 
E,enl trackIng 
E'\-pert ,\ orkload, \\ orkflo\\ reports 

Ke\ ed 10 case # 

..J...JI ~I .J}11 C'"" ..I .......,L.,. 

J..,...ll t-.J>. 
c.S ~.JI t-ll ..I ........ L.. 

.>--' ~ J-.JU- ..I' L>' ~ J..,...ll ~ 
J..,...ll 

~1y:JI 

<- 1.rJ1 ..J-.Ju., C'"" ..I ........ L.. 

J..,...ll t-.J>. 
c.S~.J1 t-llJ ........ L.. 

.>--' ~ J-.,.,u" --" <-1y:J1 • .JLL J..,...ll ~ 
J..,...ll 

L>~.l!IFy~1 
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Technology Used to Adjudicate Cases Can Include 

~"il tS~.lll t,} ~ d...a~Il;:..)..,.&il1 ~ ul ~ 

-Legal Research of 
IDSC Data Base 

-Legal Research of COC 
Data Base 

~ cr.J-l11l1 ~I. 
f- 1 .).).,ll ~ uL~ ~.lC l:! 

u! u-I.J-Itlll ~I­
~I ~ uL~ ~.lCL9 

-Onhne Benchbook 
-Computer AIded 

TranscnptlOn 
-VIdeo Conferencmg 

Ji~ ~ c-a~ ~jQ..;#y 
y~ll"l~wC~I-

!,"1~l.J ~..;-JI Gbw..::.. ';II .llc,­

~I y1Jl.J11 

Integrated Court Computer System 
A "c.; ... Ju J..,\.S:l.., y ~ rlb 

This IS the Goall 
J..,......J1~1 

Similar to a modern office bUlldmg 
Supported by a strong foundation 
Shares a common electrical & plumbing system 
Intercom telephone with external hnes 
All levels completed with fully furnished offices 
Everythmg works together 

"-'}J':/I ,...1--11 <u ,-,..oJ1 ,.u.J1 -<..l...-~ 

w.>' vJ-...1 .o.....c._~ 

~IJ ~ c.J.-..c.I J <w..,.$,J.h."-' u~~ 
'->...,L. J..,b .;-> y t-"...hU L.,L....11) ...hb J1..r--­

--.:J.S...l1 ~ ~J.....-11 }J-I ~.,)-">-" 
.... w..r <.r JS J,......~ 
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Integrated Court Computer System 
A AS ... alL ~~ Y ~ r1.k 

The AOJS Project will bUild the CORE system 
A foundation of computer equipment that can 

be bUilt and expanded upon 
A~~~~~~"'" A local Area Network and Internet communications 

Application software programs for case 
management to reduce delay and streamline procedures 
The parts of the system will WORK TOGETHER 

& Will allow other parts to be added to FUllY 
SHARE the eXisting data and equipment 

~)11 ,t.U .w. .ul...l .J I ~J tJ~ fy..... 

4..b .UIJ Uy..J...,fi..... .,.,JIJ y.,.....slI • ..JIr>o"l ~ 
'-'.>" 'iW ....., 'i\.-JI -..L. J o\...h.. ~ J,..c. 

J,......, J ..s.,c. JI u-' ."...,.ul <>' ....j '-'-T' ..s.,c..J1 Jo'J......u...J.. c:-IJ-­

.....,I.I..?-'J I 

.t..& J,....l ---"- .I..?-I ~C:""""""'\...S' ~~ u-' ~ .I..?-I J....-... 
......LJI u..L.lIJ .;-:.'11 t"" 

Integrated Court Computer System 
A 4$ .... JL ~lS.:l..a Y ~ rL1:w 

1st Phase 
Develop and Install the Server and PC equipment foundation 
Develop and Install a software application (Typing Pool) that 

can be used now and Will always be part of the system 
Install a LAN to support the TYPing Pool 

.)}JI..b..yJl 
~I y.,.....sll .>'-"-1 L-.-Sy.)1 .o.L..o)-'W "--.SYJ ,...LJI _I~I 

u.,..u......., uS--l1 <.>" ..,JI J (c.....J1 ,.1) ~I --,,"I L-.-SJ-J """""""­

J,.........ll u-' ,J-l--li <.>" I • ..?- t,...,L. J 

c--ll ,.1.-L.J u..... ~ u..SJ--

!!!SJ1o 
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I 
I 
I 
I 
I 
I 
I 

o 

t 

Integrated Court Computer System 
A as: .... Jl.J J.ats:i., Y ~ ~Lb 

PrOject Years 3 & 4 
Continue Installing more computer equipment 
Continue developing and installing application 

software (Case Management Case Information 
Legal Research) 
Continue expandmg the mfrastructure and network 

W)IJu.JltJ~I~I.,.... 

..>f-=")rl t.>- "".;.-II w..$.>' u-' }~'ll 
.....u....J • ..s~JI .}J) u.....u ..,LJ,......,J~u-'J~'li 

(v->",Lli ~IJ ,",~JI 

...s.....JIJ.......,j ......JI~.>'u-'}~'l1 

Integrated Court Computer System 
t \.S..J..a .. -.. -( lh.J 

T"-""-~"U~ UA Y ~ r 

By the end of the Project 
AOJS will have Installed computer equipment 

communlcatJons networks and application 
software for Case Processing Case Management 
legal Research and Typing 
The System Will allow for new software expansion 

aDd modifications 
MOJ can add software and equipment 

simultaneously or later 

t J..;---ll Ur t:" 
.>'."...-sJI ~I~.>-' ..jl.-..]I -,'-',..,. tJJ'-,.u -' c..~ 

..s~.JI }-'J ,",~JI <-1.Iy..I } I <-t...-1...J ...}.......')I '-IlS.-.J 
c:--JIJ u-'",Lli ~J 

-~ ...... ::L....> J ~I.>' .o..L..l.. ~I C'-"­
,-,I.Iy..I t:" L.I -""'" ~I J ~1.>'.o..L..I J-,JI J.,J c..~~ 

->oJ W JI ,.LbJI ~..>-
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Integrated Court Computer System 
4 AS ... J1..J ~~ Y ~ rLb 

How to bUild the System? 

'.J..1j .lu t-' ~ 

What will the complete System 
mclude? 

·.o.l.....S1 -'-' ,.u.J1 ~ I... 

How to BuIld the Computer System? 

IMPLEMENTING .....:.JI 

Installation 
Training 
Start Up 
Operations 

DEVELOPING c::: ..... I..,J1 (:-"'J 

Program Coding 
Testmg 
FaCilities Preparation 

~Y~\rLb~lu~~ 

System Development 
LIfe Cycle 

PLANNING .b..k..J1 

Strategic Plan 
Survey 
Options 

DESIGNING ~I 
Conceptual Design 
Procurement Plan 
Detail Design 

8 



How to BuIld the Computer System? 
~y~\ rt.hJ~w~~ 

Court Systems Developmen 
IS a 

PROCESS 
NOT an EVENT 
';~~~.J 

~1~1~1 u.lb:i:i~ ~ 
~.)\t; ~A~.J 

How to BuIld the Computer System? 
~y~1 r\b~ll.J~~ 

RE-INSTALL & 
RE-TRAIN 
~ jill ;; .l\.c.\ 

L..l;!.)i:J1 ;; .l\.c.1 J 

CREATE & 
INTEGRATE 

.u..,ts.., -' I'\...bll C'-"'-' 
NEW& 
MODIFY 

~~~~~.b. 
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What will the complete System Include? 
"~lS:i..J\ ~1..b..J\ (jAl.,"j ~ ," \..)lA 

AOJS Applications ~~ tJlj ~J t.J...io'"' ul.wlo.. 

Case Processing (clerks) 

Case Management Information Reports I c.SJI>JI.}.1 '-"..).........,I.t-...IJ J'fl 

(IJ-'JJlIJ .L..-.JI) & statistics (Judges & Administrators ~ 
~~~~~ 

TYping Pool 

Legal Research 

Foundation Components 
(Data Base Indexes Secunty 
Common programs that can be 
used In other applications 
Web Site Operations and Support 
Infrastructure) 

r,)A"i1 ,JI·"} ,U-L • .LUi ~I ...J..J;:'" 

'c.S.)"'1 ....l..uJ.., to" 4.J -"'-1 t.f...w ..s.J-'-' c--I J' 
Pf7;;±CJ:~ <.J.,.....ll J'lJ'J J,.......JI .... 1.1.)'"1 • .o..LJ1 ,)c. t;l-'"" 

(..........JI.....Jlwl 

What will the complete System Include? 
" J,.a I.S.J..J \ ~\..hJ \ U AI .,"j J II' U .. A 

MOJ or USAID PrOject ExtenSion or Other Contractors 
U'~I U'...!l.u.. tS l uuI> .."., JI E..J..,......,u '-.W_~I ~.J.l.lI ~I ...... JI JJa.lI '.;I..u ..... 

.I~I 

cr'J..;-SlY1 ,--,--,,)oJI 

...,J.WI u.>-" 

<Ll..J1 u..-ll 

d.;-JI 

Service 

Experts 

Electronic ArchiVing 

Personnel 

Finance 

Budget 

National Case RepOSitory 

MOJ Online Court MOnltonng 

MOJ Administration 

10 



How the Computer System Works 

y~lr'lk~~ 
Software ApplicatlOn 

C ..... 1yll u ~ 

Data Base 
wLl..,:.J.~\j 

Data Base 

"~ • Pnnter ~u. 

'~~ 
~ 
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How ApplIcatIons are Integrated 
u l 92,1..;;11 J,alS.:l:j ~ 

...J....S <os' J.,-.s c:--1yl 

Different Judges, Administrators & Clerks wIll use different Programs 
~ e::-"Iy LJ~I.t.us.lIJ LJJ:!).~'1IJ .L.o.i1II"~ 

ALL the Programs wIll SHARE the SAME data 
wlulllli ~ e::-"Iyll ~ I"~ 

SHARING DATA and INFORMATION IS INTEGRATION 
J,A\.S:U1 .JA ~14~J ~t.j~1 ~ ~Iji..!.':ll 

How ApplIcatIons are Integrated 

RelatIOnal Data Bases 
Dlfferent Data Bases can be reldted 
to the \\ hole S) stem hke 

relal!\ es are related In a fanuly 

~1.,j:A wu~ ~I~ 
('1..b.JL, -uh..J1 <--lUI ~1~.h..J u5---> 

.<..LWI ~ '-' .Jl.!)11 Wl..s 4.SL 

Data Bases can be synchrOnIzed usmg key common data 
~L.'11 .d.S~1 L..Jl.J~1 !,,1~l.J L..Jlu\.:-l1 .x;.ly LJAly uS-u 
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How ApplIcatIons are Integrated 

Data Bases appear to Users as a SIngle Data Base 
o.b.l-, wt.,t.,., o~1.iS f'~ 1..Jt.,~1 ~1.J! ~ 

How ApplIcatIons are Integrated 

~~~~------Jflil 

Data Bases appear to Users as a SIngle Data Base 
•• )..::..1-, wt.,t.,., o.)e\.:iS f'~ wU)1 .)ely y..1:i 
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How Applications are Integrated 

~~~~+------.j ill j 

!'ij' ! ' 
i l , 

Data Bases appear to Users as a Smgle Data Base 
O.b.IJ wt.J~ .~t:iS t~ wt.J~I ~Iy ~ 

Integrated InformatIon system Example 

~1.S:i.J1 ula~1 rlb..J cj~ 
World Wide Web 
~Wl Jl...=,Jl'1 ~ 

~' ,_ }~~~~\p!~B 
Browser? I~f InformatIOn 

.I....4~1 ~ I r!l 

Software tJJ Data Base 

~l4~ 

~Ly;;~l! 
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Integrated InformatIon System Example 

World Wide Web 

ISP 

Different Software, ISP, 
Route but Same InformatIOn 

~ t.3=):.J '~.b.. r.lJAJ 'c-"Ly 

wl....."h-JI ~ uSJ J 

The AOJS Court Computer System WIll 

~'l'u t.Jy:..J1 49, 01'" lS~1 rS~'u y~1 ~\..6 ~y..u.u 

Use State-of-the-Art-Eqmpment 
;; ft='-'jl w.b..1 r'~' 

·WIll be developed USing State-of-the-Art Software ApplicatIon 
Development Tools and Data Bases 
~ ~y <\...o\.:J1 wL\.:.JI jc.IYJ wl...!~1 w.b..\ r'~L r1..h.J1 ~.J-" 

C ...... 1yll 

Allow for future additIOns of eqmpment and ApplicatIons 
w~IJ • Y-"')iJ ~ wuL:.L ~ 

'Create standards to be used In other MO] ApplicatIOns 
J.l:o..!I .).J...! ww...h., ~ \..pl~'j .Y-Jh....~f 
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The AOJS Court Computer System WIll 

~'J.utJy:.J1 ~.a"!lc.S~1 ~6..Ju y~1 ~lk ~~ 

·Be reliable 

-Replace some of the manual tasks related to 
ff"YlJ ~I J Y..,J,! c.S ~ ~I r4-J1 ~ JI..ui.....'. 

·Managmg the Court 

• Managmg Cases 

·Decldmg Cases 

DetaIls of the Court Computer System wIll be 
presented after the work flow for each sectIOn 

~L.,;; AS ..... JLJ lJ-OW\ y~ (l.b.J lJ-Oy ~ 

'O).:l\ JS ~ J..=J\ J-WllJ-Oy ~ 
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1 
CASE INITIATION 

1.S.J"..1-1 

Case LIfe Cycle 
lS.JC~1 :;~ :; .J.J.J 

3 
CASE 

2 
SERVICE 

MANAGEMENT 

1.S.J".>l ).)1 

4 
EXPERT 
OPINION 

~I YY' 

Case InItIatIon 
Problems & ObJectIves 

.,yt....Jf 

PROBLE\lS 

I Procr:ss 1lkes much mort tune than necessary 

4 elSe files and dcx:umcrts are nc( It"ure 

Pubhc access to coun. saffand officen c(\ntrrs coni to) 

29/03/98 

6 
POST 

ADJUDICATION 

.1.LJl...ul.I..)"'1 

I 1->-1 

13 

14 
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Case InitiatIon 
Problems & ObJectives 

J.JA-J~"'-""...1.J.,.. 

........ ....,.l. ... e- J.WlIJ .. ";""'1..,. ....... uS'..l '" oJ.,.....!1 .... 1'" J.... • 

OBJECTI\ES 

I l"l'rC've pubhc perceph('ln carlile ct'urt 

4 Create an <'rgaruzed an::! readable cale file fcold-r 

5 Restrict pubhc Ieee$$; t(t wt'rk areas and staff 

Case InItiatIOn and PublIc Access 
.J~\ ~ ~k.J\.J LSy:.jJl .l.l§ 

LITI;ANT ,~ 
10 

WAITING AREA 
11 

FRONT 
COUNTER 

uL'Yl ~LJI 

12 
LITIGANT 

EXITS 
ENTERS I---JI 

u-<'WI J.,.,..., 
1 '-----' 

1 8 
INFORMATION 

SERVICES 
COUNTER 

9 
READING ROOM 

t::u. 'II <U.JC 

14 13 
ELECTRONIC f---I FRONT OFFICE f---­

ARCHIVE 

u-'J'>-w l '-'-' .. /il~ u-L\I~ 

L 
16 

CIRCUIT CLERK 

15 
SERVICE 

t>'.;-=-Ji 

15 

23 
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PUBLIC ACCESS 

DETAIL SHEET 

WORKFLOW 

Litigants enter the Front Counter watt 109 area or the Information Services 
Counter to 
• Ftle case or document 
• ReView file 
• Pay fees/fines 
• Schedule lOqumes 
• Get copy of document 
• Request lOformatlOn 

Examples of lOformatlOn available at the Information Services Counter 
• BUildlOg directIOns 
• Heanng calendar InformatIOn 
• InformatIOn and handouts on how to use the area 
• Case related mformatlOn 
• Issue copIes and certificates 

• Requested on standard forms wIth attached stamps for payment 
• A photocopIer avaIlable to proVIde copies of documents 
• Requests to view the file, copies of documents 

A ReadIng Room to allow the publIc to examIne court documents In a 
secure envIronment 
• LItIgants to read case files under the supervision of the Circuit clerk 
• Copy services avatlable 
• Litigants wIll not be permitted to remove documents or files from the 

ReadmgRoom 

The Front Counter waltmg area wIll have a customer queumg system and 
display panel 
• Litigants wtll walt III a clean, no smoklOg area separated from the front 

counter 
• Guards wIll direct lItigants to take a number and walt their tum 

All case documents wtll be filed at the Front Counter for processlOg 
• The lItigant wIll perform all case related transactions at the Front 

Counter 
• Special clerks wIll be avaIlable at another counter for exception 

processIng 



• A smgle clerk at each counter statIOn wIll perform multiple case 
InltlatlOn (and document filmg) tasks such as 
• case and fee assessment 
• money collectIOn and receiptIng 
• schedulIng and data entry 

• Documents wIll be machIne stamped With a court IdentificatIOn mark, 
date, and time 

• A separate claims and deposits counter area In the front counter area 
• The Front Counter wIll 

• Have a clerk for cash and stamp reconctllatlon and to prepare 
deposits and cash reports 

• Have a safe to secure cash deposits 
• Be responsible for dlstrrbutlOn for all work and documents to other 

court departments 

The Front Office wIll support the Front Counter 
• Front Office staffwIiI collect the new file folders from the "out 

basket" and dehver them to the Front Office for processIng 
• Documents wIll be electronically scanned and noted In the case history 

of the CMA 
• RemainIng data from the Wnt of ServIce Cover Sheet WIll be entered 
• Staff wIll assemble the case file folder and delIver to the CirCUit clerk 
• Processed case documents sent to CIrCUIt clerk for InclUSIOn m case 

file 
• Dehvery of servIce documents to and from servIce office IS by court 

employees 

OTHER 

Restnct publIc access and Improve case file secunty and Integnty 
• All business that needs to be conducted by the pubhc wtli be confined 

to desIgnated publIc areas only 

LItigants wlshmg to view a case file wIll do so dunng speCified VieWIng 
pen ods In the "reading room" 

The pubhc and attorneys should be Informed of the new public access 
requIrements 

Public PerceptIOn 
• FaCIlitIes should be clean and orderly at all times 
• SmokIng and eatmg by employees while on the Job should be 

prohIbIted 
• Court staff should be tramed on courteous response to the needs of the 

public 



• Rules of procedure informatIOn should be available at the informatIOn 
desk 

• Staff Interactmg with the pubbc should dress to present a professIOnal 
Image 

Standard forms and Instruments 
• AOJS wdl create standardized forms, templates and document 

submission reqUIrements 
• EstablIsh programs to tram court staff, attorneys and staff to use 

standard Instruments 
• Standard Instruments and assistance should be made avaIlable to 

lItigants at the court InformatIOn desk 

Improve InfOrmatIOn services Within the court budding 
• Full time InformatIon counters In the mam lobbies of the courthouses 

• a computer terminal for heanng agenda informatIOn 
• staff trained to proVide directions to all activities In the courthouse 
• smaller information counters In other areas of the bUIldings 

ReductIOn of redundant procedures 
• Reduce repetitIve case InitiatIOn and subsequent filing procedures 
• CombIne multiple employee tasks to mmlmlze unnecessary staff 

contact With the publIc 
• Stafftramed to follow checklIsts Without deViation except With 

speCIfic authonty 
• ElectrOnIc archiVing completed before documents are put In the case 

folder 
• The electrOnIc archive document Will be a legally admISSible substitute 

for the onglnal 
• The electronIC archive document Image may be used for prodUCing 

copies or readmg 
• A UnIform case folder should be deSigned and adopted by the court 
• Standard rules should apply to the format and use of Uniform case 

folders 



Case InItIation ComputerIzatIon 

cS.JC.l11 4.hy ~ 

I Waltlllg Room I 

~~ Front Counter 

Front Counter/Office ComputerIZatIon 



,-

Case Inltlatlon- Front Counter 

(S"'l~ 'i I ( liS; "jl - <..S..JC.l11 C:..J 

WrIt of ServIce 
-Clerk enter WOSCS mformatIOn Into case create screen 

PlaIntIff name 
Cause of actIOn 
Case type 
Case value 
LIst of documents filed 
Case captIOn 

Case Inltlatlon- Front Counter 

Computer Case CreatIon ji~ ~ c..:P cS~.l.l1 ~.J ~I .. I..?I .l~1 
Automatic computer Index search for eXistIng name/case match 

-Computer generated fee assessment 
-Computer generated sequentIal case number assIgnment 
-Computer generated open case status 
-Computer generated randomlbalanced caseload panel assIgnment 

Secunty controlled overnde optIon 

2 



Case Inlt1atlon- Front Counter 

Calendaring 4.....h.l1 '!c.JA ~ 
-Computer displays panel calendar on date range 
-Clerks assigns dates 
-Service return due date 
-Date expected for the served person's response 
Pre-heanng status conference 
pI heanng 

Case InltlatIon- Front Counter 

Payment and receipt ~'il ~IJ ~..,.....)I ~J 
-Clerk collects and data enters payment to computer 
-Computer calculates change due and accounts dlstnbutlOn of revenues 
-Computer generates receipt contallllllg all data collected and assigned 

3 



Case Inltlatlon- Front Counter 

Database Update ~Ll:,-l1 ~~tj ~~ 
-Computer posts all data mput and assIgned and calculated to database 
-Keyed to case number 
-Case hIstory records created for 

Case data 
Person data 
Docket entnes 
Calendar assIgnments 
Case financIal record 
Cause of actIOn/Judgment record 

Case Inlt1atlon- Front Counter 

Case Records Updated In Database 
~L4-J1 o~tj ~ <.S..F~I ~ ~~ 

-Computer generates 
Index entrIes for case number and names 
Updates panel calendar 
Creates docket entry mto regIster of actIOns for 

-Case filmg 
-Other documents filed 
-Open servIce event 
-Open served party response 
-Open pre-heanng status conference event 
-Open 1 sl hearIng event 

4 



Case InltlatIon- Front Counter 
Case InItiatIOn Completed 

(5.J'='.l.!1 ~.J ~lyly.1 ()A y~"il 

-A copy of the receIpt IS gIven to the case mltlator 
-A copy IS attached wIth the documents filed and 

passed to the front office 

EXIstIng Case FIhng- Front Counter 

~~ '1 \ { ,is J\ - ~W\ <.S.JC.ll\ w~..b.b. (lk 

Add Event and Payment to Case Records 
(5.J'='.l.!1 ~ u-l' I"Jo'-".;1\ C!JJ o.l.:l~ ~uJ ~L..:::!1 

-Search lOdex by name or case number 
-Retneve case record 
-Data enter transactIOn filtng type (document, request, etc) 
-Computer fee assessment by transactlOn type code 
-Collect and receIpt 
-Computer post data to case records database 

5 



InformatIon Request- Front Counter 
~~'il [ ii<,J1 - ~'il 

Query Database for Case InformatIOn 
<.S.,p.1l1 <.::.il.i'-:,.J c..:P ~ <.::.iLi4-a ~~lj 

Search mdex by name OF case number 
Retneve case history 

Case InItIatIon - Front Office 
Docket clerk Completes Case CreatIOn 

u.W\ JI~I <.::.i11=-1.;:a.1 <.S.,p.1l1 u.lA JI~I ~ J.J........w.l1 u.i1.S.l\ ~ 

-Locate case record by case number 
-Completes entry of filing mformatlOn 

-Other person data (defendant, attorneys, Witnesses, etc) 
-Addresses 
-Descnptlve text for docket entnes 

-Pnnt case file cover sheet 
Assemble case file with documents 

6 



Front Office 

Update Case Records for ElectronIcally Archived Document 
1.:.u.;.;..sJl ~1.ui,......J\ W) J.:.,1l>" tS~J.!1 ~ ~~ 

-Locate case record by case number 
Create docket entry for archIve of case documents event 

Front Office 

4..JA~'i\ L.Ll~\ 
ElectroniC ArchIve System crJ.;::sN1 ~j:il ?~ 
-Equipment and Application 

Developed and procured by MOl and lIC 
Should Index documents by same case number key as CMA 

-Should be Installed as a sub-net on the CMA network 
-Display Images on 

ofront counter 
front office 

-InformatIOn services counter 
-clerk and Judge PCs 

-Pnnt on CMA shared pnnters 



Front Office 

Cashier Audit 
-Run cash reconClhatlon reports by cashier 
-Run fund dlstnbutlon report 

InformatIon SerVIces Counter 
u~';ll~ 

Query Database for Case InformatJOn 
($~.l.!1 ~Lil::u c.:P ~ ~Lil::u ~~l:9 

Search mdex by name or case number 
Retneve case history 

-Retneve panel heanng calendar 
-View electromc archived documents 
-Pnnt mqUlry results 
-Create and update readmg room calendar by CirCUIt clerk 

8 



Conceptual DesIgn Court Computer System 
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1 
CASE INITIATION 

Case LIfe Cycle 
tSj-C.JJ\ olp.."O .JJ~ 

/ 
3 

2 
SERVlCE 

CASE 
MANAGEMENT 

c>J"...lI }I 

4 
EXPERT 
OPINION 

5 
JUDGMENT 

Case Management 
Problems and ObJectIves 

o 

.Jo.. '>".-JI J.>'- ...... ,.,.., ......... , 

PROBLE\IS 

o.bbente deJa}",!, taCUes by law; .. "/bbgarts 

Lack ofcon"ol ofcase1oads bYJudge. 

wtd morutonng.1'd follow up on ~.,."cc ard Expert dcpartmonts 

1\ eed to reduce lanze bacU= 

ludo.rnent ard RullllJl proc ... too l:nglhY 

6 
POST 

ADJUDICATION 

-'-' L. ~1.lrl 

II~I 
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I 
I 

Case Management 
Problems and ObJectIves 

.... ,~J.-.~S~.J"'~,..o..vt.-rJ~J.J.»- .JhJ .... ..,_, 
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Oru~CT!'ES 

Early and cont.lRUOOS (onnot or cudoad by Cowt 

Lawyers/'hug.an.s respea (or and adherence to CO\IZ'\ dcadhnes 

silcort settInI!i bet. ween he:annp 

EncOOl'2gcmenl of sanctiOns for J"ICIIl..performanc:e 

AppropnalC collection and usc of c:a:!IIcnow ma.na&emcrc wonnauon 

Reduction oflUnc mJudgcmettJRu11n& p-occss 
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Case Management 
tSy:...l11 'O.f:ll 

29/03/98 

26 

39 



CASE MANAGEMENT 

DETAil- SHEET 

[- WORKFLOW 

, 

r 
I 
I 

r 
I 

I­
I 

• Front Office reVIews Wnt of Summons, forwards Ongmal and coples to Servlce 

• Front Office forward second ongmal to CIrCUlt Clerk - Clerk recelves 

• CIrCUlt Clerk records case asslgnment 

• ClIcwt Clerk. reVIews for ServIce - receIves notlce of servIce 

• ClIcwt Clerk assigns to appropnate Case Manager (CIVil Prosecutor) 

• CM reVlews me and sets InItIal case conference WIth lawyerslhtlgants 

• Case conference conducted 

Case schedule set by CM and approved by lawyers/htlgants 

Need for prehrrunary work before flIst heanng agreed to 

Need for referral to E'\.perts deterrmned - requests to be referred to Judges 

FIrst heanng date set 

• FIrst heanng conducted 

AddItional needs for lnformatIOn set out by Judges 

DeterrrunatIOn of need for referral to Experts - declslOn WIthIn one week of 
heanng 

AddItIOnal heanng date(s) agreed to as appropnate 

(CM responslblhtles dunng lIfe of case) 

Revlews case file for addltlonal needs after each heanng 

Refers case to Expert Department on order of Judges 

Morutors case progress contmuously, mcludmg E}.pert office actlvlty 

Follows up on file needs \Vlth lawyers/lItigants between hearmgs 



I~ 

Refers to Judges for dlsIDlssal, default Judgement or sanctlOns for non­
performance 

Contmues to encourage settlement and ADR posslblhtles durmg lIfe of case 

• Subsequent heanngs held as necessary With short-settmg and controlled agenda 

• Flllal hearmg scheduled after completlOn of all mformatlOn arid Expert 0pullons 
received 

• Fmal heanng held 

• Case assigned to Judge for wntmg of Judgement 

• Judge wntes Judgement and refers to CIrCUlt Clerk for trarISIDlSSIOn to Typmg Pool 

OTHER CASE MANAGEMENT CONCERNS 

• ResponSibIlItIes of lItigarItS 

The court Will take responslblhty to educate lawyers and htlgants on their obhgatIOns 

How to prepare cases for appropnate case flow arid successful heanngs 

Their obhgatlons to the court for assIstmg m caseflow objectIves 

They Will be given checklIsts and gUlde1mes for their necessary actions 

They Will be adVIsed of the need for adhenng to deadlInes arid schedules 

They Will be put on nohce of sanctIOns for non-comphance 

• SarIctIons for non-performance 

Judges are encouraged to set arid use sanctlOns for lawyer/htIgarIt non-performance 

Dlsrrnssal of cases for claImant mIsconduct IS approved and encouraged 

Summary Judgement IS used agamst defendant mIsconduct 

A schedule of fines, additlOnal costs and other sanctions Will be developed 

Judges Will be encouraged to use creatIve sanctIons where necessary 



r 

• Early and contmuous control of cases 

Judges/court have a responsibillty to manage cases - cannot be left to lawyers/htlgants 

The Model Court WIll have a case management functlOn desIgned warun the court 

ClVlI Prosecutor or Case Manager 

He IS responsIble for morutonng movement and preparatIon of cases 

He WIll conduct case management meetmgs wIth lawyers or htigants 

He wIll take decislOns on management Issues effectmg case flow 

He WIll assure that cases are ready for hearmgs 

He WIll conduct the Pre-Hearmg Status Conference 

At tlus conference, the Case Manager WIll 

InqUIre mto settlement status of the case 

InqUlre mto readmess of the case for heanng 

Are all documents m the file? 

Has all e'\.pert opl11lon been receIved? 

Has all WItness testimony been taken? 

Are there any prehmmary matters that the court must 
tak.e up? 

Are there any other reasons why the case cannot proceed 
to heanng? 

Gather all documents for court heanng 

Assure that all legal matenals are avaIlable and ready for Judges 

Assure that file IS m order for Judges easy reference 



• Reducmg number ofheanngs and short settmg 

The number of heanngs necessary to complete a case wIll be reduced 

Heanngs will be set only when necessary to move cases toward diSpOSitIOn 

r 
Hearmgs wIll be set only when Judlclal actIOn IS necessary 

Hearmgs wtll be grouped together by type and types should be separated 

Court seSSIOns Wlli be conducted on a spht schedule - twice per day 

The tIme between hearmgs WIll be only enough to allow for reasonable preparation 

Hearmgs are never adjourned WIthout good, acceptable reason 

Adjournments WIll be morutored and sanctIOns apphed for mdlscrunmate use 

When adjournments are necessary they are for the shortest tIme possible 

Performance by lawyers/lItigants between hearmgs are morutored 

Dates set by the court WIll be stnctly adhered to by the court 

• Judgements and Rulmgs 

The Issuance of rulmgs should be made more effiCient and predictable 

The entry of the Judgement or rulmg WIll be entered as offiCial upon debvery 

The deCISIOn WIll be avaIlable unm.edlately on-Ime through InformatIOn Services 

The deCISIOn WIll be avaIlable for piCkup by htigants at IS Wlthrn seven days 

There WIll be no pubhc access to the declSlon preparatIOn process (typmg pool) 

• Management mformatlOn 

Caseflow management mformatIOn WIll be collected and readIly available 

A statlstlcal plan WIll be adopted to prOVIde relevant data 

Cluef Judges WIll routmely morutor case flow statlstIcs 

Judges WIll be reqUIred to routmely morutor therr own statistIcs 

Judges WIll be made aware of performance morutonng by Cruef Judges 

Poor performance by mdlvldualJudges or CirCUIts WIll be sanctIOned 
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Case Management ComputenzatIon 

Case Management ComputerIZatIon 
CIrcUIt Clerk and Case Admmlstrator 

c.>y:..I.l1 ~.l.4.J ~I~..fo-. 
Pnnt case history and heanng data entry form pnor to each heanng 

oSearch mdex by name or case number 
oRetneve case record 
o Update panel calendar wah subsequent heanng date asslgnments 
Update docket entnes form reglster of actIOns for 

oOpen servIce event 
oOpen served party response 
Open pre-heanng status conference event 

oOpen 151 heanng event 
o Add docket events for 

-Open subsequent heanng date asslgnments 
-Other documents filed 



ivlanagement InformatIon ReportIng 

~.JI.~ 'i \ .J:ulll\\ ~.J.ij 

Management InformatIon ReportIng 

Management reports (for example) 
~I.l':ll Y-JlA:UI 

-List of newly created court cases -Age of pendmg cases 
-Dally calendars -Cases by filing date 
-LIst of open events by -Cases disposed by panel 

-case number -Closed cases Itst by age 

panel Purge report 

next heanng date -Cash disbursements 

-LIst of open events by event type (1 e -Cash reconcIliatIOn 
-servIce -Case history 

-response -Other custom reports 

-experts 
-fee payment 
-Judgment, etc) 

-Docket transaction Journal by date 



Management InformatIon ReportIng 

How Management Reports are Created 
~I.l'il Y.-Ju.:J1 J...!:-~ 

Reports extract data from case records 
-Data wIll use umform codes 
Computer stores data on "records" m "tables" m a "database" 

• "Keys" Inter-connect the tables and records 

Management Infonnatlon ReportIng 
Data Collected about a Case 

~~.!ll J..? ~ ~ ~I ~Lj~1 

Tables 
Case header 
Cause of actIOns/Judgments 
People 
Calendars 
Revenues/dlstnbunons 
Register of actIOns 

Service 
Experts 
Flled documents 
Other events 

Data Elements 
Register of actIOns 

Event date 
Event status 
Event code 
Code translation 
Completion code 
CompletIOn date 
Descnpnve text 

3 



Management InformatIon ReportIng 

Database 

Different CombmatlOns of 
the Same Data 

Creates Different Reports 

Case HIstory 
Case Informatlon 

Person Informauon 

Register of Actions 

Cause of ActlOn 
Judgment &DlsposltlOn 

FmanclallnformatlOn 

Case HIstory 
<.S y:..lll c-i \j J 

':: _";;- - Case History Report 
: 

w::_ W1 .. __ 

_ w. 

__ .. _\.I." 
... ------- -" ----_ .... -.. ..-, .~j,o" .... ,. ... .., .. - ...... 

.... nt _ .. "' .. - --- .... ----
... - ... ---.". --

BEST AVAILABLE COpy 
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STATE OF NEW M=XICO 

SECOND JUDICIAL DISTRICT COURT 

CASE HISTORY 

09-17-1997 

Page 1 

================================================================~=============== 

D 0202-CV-0009600148 UNITED SERVICES ET AL VS SMIT 

TYPE TORT AUTO CURRENT STATUS CL FINAL CLOSE06-10-1996 

DATE FILED 01-08-1996 

--- JUDGES 

OPN COMPLAINT 01-08-1996 BURT COSGROVE 

POOl 

--------ATTORNEYS-------­

UNITED SERVICES AU TOMOBILE AS ROBERT W CASEY 

P 002 THORSOS III IVAN E ROBERT W CASEY 

VS 

D 003 SMITH JARRELL DEAN E BORDER 

CAUSE OF ACTION 

01-08-1996 1 1 SUBROGATION JURy TRIAL N 

MAJOR EVENTS 

01-08-1996 OPN COMPLAINT 

06-10-1996 CLS STIPULATED DISMISSAL 

FILING 

DATE EVENT 

01-08-1996 OPN COMPLAINT 

PROCEEDINGS 

ENTRY 

F~11ng Compla~nt to Recover Damages for Property 

Damage and Subrogat1on <Attachments> 

DEFENDANT D-3 SMITH JARRELL 

PLAINTIFF P-l UNITED SERVICES AU TOMOBILE AS 

PLAINTIFF P-2 THORSOS III IVAN E 

Cause Sequence 1 

Cause of Act10ns SUBROGATION 

01-08 1996 SUMMONS ISSUED 

EVENT JUDGE 

01-08-1996 P~T DATA CONVERSION RECEIPT 

EVE"IT JUDGE 

# 162646 $ 87 CASEY ROBERT 

Memo CIVIL FILING FEE 

PARTY 



I 
STAT~ OF N~~ M~XICO 

SECOND JUDICIAL DISTRICT COURT 

CASE HISTORY 

09-17-1997 

Page 2 

======~=======================================:======= ========================== 

02-07-1996 RETURN OF SERVICE 

EVENT JUDGE 

F~l~ng Summons returned served OF 02-02~96 <No fee 

posted> (PLS) 

02-23-1996 ENTRY OF APPEARANCE 

EVENT JUDGE 

F~l~ng Entry of Appearance by Dean E Border for OF 

02-23-1996 ANSWER 

EVENT JUDGE 

F~l~ng Answer to Compla~nt to Recover Damages for 

Property Damage and Subrogat~on (DF) 

03 13-1996 DISCOVERY 

EVENT JUDGE 

F~l~ng CertLfLcate of ServLce of DLscovery (PLS) 

04-22-1996 DISCOVERY 

EVENT JUDGE 

F~l~ng Cert~f~cate of Serv~ce of Answers to 

Interrogatore~s (OF) 

06-10~1996 CLS STIPULATED DISMISSAL 

F~l~ng St~pulat~on and Order of D~sm~ssal of 

compla~nt and causes of action w~th preJud~ce 

CAUSE OF ACTION RELIEF AND JUDGMENTS 

COMPLAINT DATE 01~08-1996 SEQUENCE 1 

COMPLAINT EVENT OPN COMPLAINT 

DISPOSITION DISMISSED DATE 06-10-1996 

DISPOSITION EVENT CLS STIPULATED DISMISSAL 

PLAINTIFF(S) DEFENDANT(S) 

P -001 UNITED SERVICES AU TOMOBILE AS 

P -002 THORSOS III IVAN E 

SEQ 1 ACTION SUBROGATION 

PLAINTIFF(S) 

P -001 UNITED SERVICES AU TOMOBILE AS 

D -003 SMITH JARRELL 

Cause Of Act10na(s) 

DEFENDANT(S) 



Conceptual Design Court Computer System 

Case Management Management Information 
Reports 
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Heanngs Support 
Problems & ObJectives 

,jI'"l-AJ1 

....,..". .... Wall }JI..; ~..?..NJ~I.1J)IJ.>olIP;CI.....~JI~1 f 

..,]~ ~ o..Jo\...WI 'U-.-~ "r""..s.. J."......lt J~ 

rROBL£MS 

1. Th a a(the CCU1 cal~dwI ppC2f1 t be V'I m 1I1cnlsn thn" lIZ an4 cmlall. 

" AIIJCh~lesISUl.IIS qttTUu cd In Nppm cCthll:' ('UI1.hearmlJlfcocs wCrNnuailyprcpwcd 

, ThepublcN A'T1plcl cs I CU'CUlc:lc:rUNr es. 

(J. Th publ mu. q('lt It bdwecn IWO bu Idrl, In (l'da't (rid Ih CcutrClmll Wid reber cMl cDW1 
""", ... 

Heanngs Support 
Problems & OblectIves 

PROBLE'vIS 

Buddmg and C<'urth<>I1'" acnvlty Ulfonmuonal oem.es arc "'.kUlg 

Cc>1UtJO<'"" aro often overcrowded, """y and unke"1'L 

All s.hedules lists and reports ",ed m.uppDrt of the court heanng Pfoeess aro 
manually prepared. 

The publIC has co"1'lo,o ac .... to rum' clerks olliees. 

6 The public truSt negonato betwe<l' two bwIdmgs Ul ",der to 6nd the courtlt'<'Ttl 
and other ctvd court """' .... 

7 Case 61e. ITII1't be earned from one b\uJdml' to the o!her f.r court heanngs. 

~9/03f9S 
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Heanngs Support 
Problems & ObJectIves 
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OBJECTIVES 

IlTp'C'YC pubhc m(C'tmahcm serviCes wIthin the C:~ btaJdmg 
TIle ~,. of the ct'Ul! calendars should be reasonableandronl.mrolylrose 
matters requuut.g aCl1cn by the }Udge$ Ul "Pen oourt. 

CourtrN'lTl assignmena ~uld be tcr«dm3ted con the bastS of" the Sl~ (If 
calendars 

RcengmcCf and Improve preparation of" C('IIut schedules (agendas) f(lnns and 
prccedures.. 

Restnct pubhc ilCc:es.s to the cucwt clerks offices ard UTlpl'C"Yc ea.sc file sec:unty 
and lfllcplly 

In all «<lfls the eml and fanuly case functions and heanng rOOm> should be 
separaled, ~nere possible from etlmnal case func:tlOIU and heanng rO<'ms. 

Heanng Support 
~I:;)~I 

FRONT COUNTER 

@J ..rL"1I~ ::NG 

rr TYPING POO~ 

FRONT OFFICE C-.ll,.u 
..rL "11 <-..5...l I 

C"'fI( lor clII:ua , 

.)'11 """.Jl'fi.. no 
C"'fI( lor c",:ua 2 ARCHIVE 

...,:J '''''.Jl'fi.. ~,.u C"'fI( for c",:ua 3 

~~'''''.J<'fi.. 

BlJIlrff (as aoUlstint 
(~t-t ~~~) "-""" 

IPs_ Typ.sl (tutu'" 
(J.<-l ",)t "J!.,..,. ... ::-

I No Pubbc,4a;au I n 
~-'J'e- SERVICE EXPERTS 

<>,~,.u .1 y.o.l1 }JI 
SO 



ADMINISTRATIVE OFFICE FOR THE PANEL 
DETAIL SHEET 

(Heanng Support) 

WORKFLOW 

Court heanng support functIOns 

Alternative 
• Create a CircUIt Work UOlt for each panel consisting of3 Judges, the Circuit 

clerks, one baIliff who aSSlSts the Circuit and 1-3 tYPiSts 
• The typiStS will also functIOn as assistant data entry clerk.s 
• Case processing center for the assigned CirCUIts 

• Litigants schedule times to view files and documents from the CirCUIt 
• Case schedulIng information obtained Via the front counter or ISC 
• New cases are sent to admInistrative office for the panel(clrcult clerks) 
• Documents filed are processed, then sent to admInistratIve office for the 

panel 

• Service document returns sent to Circuit clerk 
• Orders for reservlce sent to service department 

• Referrals to experts sent by CirCUIt clerk 
• Completed expert reports sent to CIrCUIt clerk 

• Closed cases sent to ArchIve department 
• Requests for archIved cases or documents sent by CIrCUIt clerk to Archive 

Department 

• Draft Judgements and orders, handwntten or on diSC, sent to typing pool by 
circuit clerk 

• Final Judgements and orders returned to CirCUIt clerk 

OTHER 

Relocate Circuit clerks offices as close as possIble to theIr heanng rooms 

Pre court Heanng 
• Court calendars mclude only those cases requmng actIOn by the Judges 

• Incomplete cases should not be placed on the calendar 
• Parties notified to contact the case manager for further directIOns about 

their case 



• A dIfferentIated case calendar, specIfically groupIng lIke cases or hearIng 
activitIes together at specIfic times 

• Schedule heanngs to mInImIZe courtroom crowds and nOise, Improve 
pmtonal services 
• Courtrooms aSSigned on the basIs of the number of cases to be heard 
• Court securIty personnel sent to any area of the court requmng theIr 

services 
• Jamtonal contracts enforced or renegotiated to proVide hIgher quahty 

service 
• All case actIVity Includmg court heanng results wIll be posted to the 

case history 
• Case header mformatlOn pnnted for dally agendas, roll/case history 

sheets, heanng record sheets and case heanng notes 

Court Heanng 
• Each courtroom has a tramed bailIff or SImIlar employee to assIst the publIc 
• Lists, schedules and dlrectones should be clear and unIform 

• produced from the case management applIcatIOn 
• posted In all key publIc areas of the buIldIngs 
• court schedules lIsted by CIrcuIt, In case number order 

• Schedule two court sessIons per courtroom per day, mornmg and afternoon 
• ActlVltles posted wIll be by codes wherever possible 

AlternatIve AddItIOnal mformatlOn formats should be consIdered for lItigants 
who do not have the case number 

Post-Court Heanng 
• All case actIVIty mcludIng court hearIng results will be posted to the case 

hIStOry 
• Typist will assist CIrCUIt clerk If necessary 

Alternative All CivIl case activities and hearIng rooms be located In the new court 
buddmg 



Heanng Support Computenzatlon 
wL.d:J\ o)J\ ~ 

Heanng Support Computenzatlon 

Pre hearmg 
~I ~ LA ~I~I~I 

'Create case lIst by heanng date 
• Pnnt heanng data entry form for each case 

'Check form of most frequent heanng actIOns 
'Case histones 
'LIst of open events by case number, by panel, by next heanng date 
'Pnnt heanng log 

1 
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Heanng Support ComputenzatIon 

Post hearmg 
LhJI ~ 14 ~IF-\.F-I 

·Search Index by name or case number 
Retrieve case records 

·Update panel calendar with subsequent heanng date assignments 
-Add/update register of actions USIng heanng data entry form for 

-Create new events 
Close eXlstmg open events 

• Add/update panel calendar 

Conceptual DesIgn Court Com puter System 

Case 
Management 

Management Heanng Support! 
InformatIOn Reports CirCUIt Clerks 

2 



Typing Pool 
Problems & ObJectIves 

~f~ 

rROBLE"S 

T)pmg PN'1 faClllh""" are tnacLquate and a(lwded. 

T)-pmg and (lmee eqwpment 15 NIl ('of date and U1 pN'r Clpen.Ung conchtK'ln. 

, TWill!', Pool production IS weU below the level It could be 

Lack ormana~emenl and SUpervlSC"ry strucnue 

Lack ,,(suffiClent work (\rgounzatum and prC'CCdures 

TYPing Pool 
Problems & ObJectIves 

~.~...lI ""~,v-'P ........... 

~ J,....11 ~ ...... ,~lJ ; ....... ~I.J. "rIt~uY.).1.i C"'J.)' J-. 

J".,.n ...... , U~I,..::l ........ (:-", 

OBJECTIVES 

Rr-duign. the eXlftmg admUlutr.ltl managmlent and SUptS"VlSory 1)'lem 

Secure- benet worbn.J 'lieu for the Typmg Pool raff 

Reduign the work1low pr<xedure. JR th~ Typtng Pool 

Provide TYPu18 Pool Jaff .... ,th current word proeH'UlI ~utpment and prognml 
and pro 'ld appropnate officI!' eqwpment ruth u .:bUI and typmg tablet 

Oevciop a tflurung prouam for th ne"W c-qulpmfl\t and workflow pr~edurn 

Develop Job perfonnance standards and meentlvCl 

29,03/98 
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Typmg Pool 
~I~ 

TYPfNGPOOL 

" 'I DOCUMeNT I 

/::;:;-:;i\ 
" I 

TYPING ECInNG 

C......ll .. yyo.-ll 
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TYPING POOL 

DETAIL SHEET 

WORKFLOW 

• Judge wIll glve notes regardmg ills declslOn to the CrrcUlt Clerk 

• CrrcUlt Clerk WlIl record request and forward to the Typmg Pool Document Manager 

• Document Manager WlIl record receipt and aSSign to appropnate tYPISt 

• Typist WlIl tYPe document on word processmg eqUlpment 

• TYPISt WlIl transfer to edltmg urnt for proofreadmg and correctlOn If necessary 

• Upon satIsfactory completlOn EdItmg WlIl return to Document Manager for fmal 
proofmg 

• Upon satIsfactory final proof Document Manager WlIl return to CIrCUlt Clerk 

• ClrcUlt Clerk WlIl record return and forward to Judge for slgnature 

• Upon slgnature Judge WlIl return to CrrcUlt Clerk 

• CrrcUlt Clerk wlll forward to ServIce and Front Counter 

• Servlce WlIl serve on partIes 

• Front Counter WlIl record and mdexJudgement for pubhc access 

OTHER TYPING POOL CONCERNS 

• Work environment 

Sufficlent and appropnate work space WlIl be deSigned 

Typmg pool WlIl be located m non-pubhc area 

Heatmglcoolmg Wlll be appropnate to a computer enVIronment and personnel 
needs 

Llghtmg, c1eanlmess and order wlII be appropnately mamtamed 



• Eqmpment 

Current typewnters Wlll be replaced by modem word processmg computer 
eqmpment 

Adequate number oflugh quahty laser prmters v.,rIlI serve the typmg pool 

Appropnate software Wlll be provided 

Appropnate fi..muture, mcludmg computer desk.s, charrs and typmg eqwpment 
Wlll be provIded 

Mamtenance and support system wIll be m place for computer eqwpment 

• ProductlOn 

TypIsts Wlll be tramed to current standards oftypmg speed and accuracy 

Performance standards Wlll be approved, pubhshed and enforced 

An mcentlve program Wlll be estabhshed for lugh performance 

• Management/SupervIsIon 

New Job descnptlOns Wlll be developed for Typmg Pool employees 

Management of the department WIll be re-deslgrted 

Managers Wlll receIve trauung m appropnate management techruques 

Managers Wlll be gIven appropnate authonty to control employees 

• Procedures 

ASSIgnment, morntormg and correctlOn of work Wlll be redeSIgned 

Templates Wlll be developed for routme document typmg 

Urnform standards Wlll be developed and pubhshed and staff trammg Wlll tak.e 
place 

Desk. manuals for typIsts Wlll be developed and pubhshed 



TYPIng Pool Computenzation 

~I~~ 

TypIng Pool ComputenzatIon 

CircUIt clerk RecordslMomtors Typmg Event 
c:........!\ ~ ~.J ~\.;;{.l.fo... ~l:i:! 

-Add/update register of actions 
-Create new event for document typIng 
-Close eXistIng open typIng event 



TYPIng Pool ComputerIzatIon 
Document admmlstrator 
Record ReceIving and dIstnbutmg documents 
AssIgnment of documents to tyPISt 

-Create due date for completIon mOnltonng 
-Pnnt document status report for performance mOnItonng 
-Collect documents receIved VIa emaIl and forward to tyPISt 
-Forward documents back to Judges via emarl 

Typist C ........ W 
-Type uSing word processing 

Editor .J~I 
Use electronIc word processing tools for 

Spellmg 
Grammar 
Standard formatting 

Conceptual Design Court Computer System 

Case 
Management 

Management Heanng Support! Typmg Pool 
InformatIon Reports CIfCUIt Clerks 
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Case LIfe Cycle 
LS..r-..l1i oLp. 0 JJ') 

2 
SERVICE 

(J'...,.....,....J 

7~ 
1 ~E 5 -,....---P-;-S-T----, 

CASE INITIATION 1---_--.;1 MAN~~~MENT --f JUDGMENT r--- ADJUDICATION 

<..>JC-JI --' ~ ->-I L.. ul.I.;oJ 
.... -..".~ .ioJ1 I~I 

Judgement 
Problems & ObjectIves 

,w. "~I J.I ... ~ J.--JI t" J,...:tI ... )...1 ... ::.... ... 

PROBLE"S 

1 Delay In prooucmg a usable wnnen C'pII'I('n 

RosullJng cncroaclunent mlo appeal pcnod 

, Lack ofappropnal. 1UmaroW1d Ul T}l"ng Pool 

4 Lac~ ofappropnal. mc<:ha,.,m of «I .... 10 Ia ... yerslll"~nts &0 pubIJc 

5 InapprC'pruCc pubhc access t JUdgement preparanon prt'Ces.5 

61 

62 

29/03/98 



IA 

IDSC 
DATABASE 

uI.L -",I.. 

.IJJ)I...,..h... 

IV 

BENCH 
BOOK 

t'.;oJ1 t"".;.J 

Judgement_ 
Problems & ObjectIves 

OIlJECTJ', ES 

Reduc nmc: necessary tt' prC'duce JUdg ments 

Pft\ .. ,de Judg S WIth necessary research and W11llng eapab!.hles 

Ref~rm Judg:~nl opuucm release pcC'Ccmuc 

ProVIde for pubuc acc ... to Judgements Immediately after Slgnarur 

ProVld for ccpcd,ted deh\Cry ofjUdgemen!$ to I.wyer$lhtlgall!$ 

Judgment 
~I 

11 
COC 

DATABASE 
... tL..-",u 

63 

JUDGMENT/DECIS 10 NS 
TYPING TEMPLATES 

I....IIJyll/ ,J.S:..)11 

J'll:..CJ.....c-' 

29,03/98 


