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The first report included the field survey and analysis of probleMs. from 
various aspects at the North Cairo Court and Experts Dept. conce!1trating 
on North Cairo Experts. 

We concluded the reports with a frame for ideas, solutions and 
recommendations for these problems in a brief general format, as these 
were postponed until discussions took place with AmidEast Expens and 
personnel at the North Cairo Court and Experts Dept. 

Our second report will include-detailed solutions and Designing systems 
and Forms and procedures for implementing these systems after taking 
discussions and comments of the personnel at the North Cairo Court and 
Experts Dept into consideration. 

We will divide the reports into two pans the tirst part will include 
solutions and recommendations related to problems at the North Cairo 
Court. 
The second part will include solutions and recommendations related to 
problems at the Experts Dept. 

The solutions were drafted according of the outputs in the first report and 
were classified according to the timing i.e. immediate, or short tenn or 
long term, as well as the decision maker. 
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1. iJl(fOOUCUOn: 

1.1 Problems Classification from the solutions point of view: 

• Basis of Classification: 

Classification is based on three basis as follows: 

First: According to Location of the Problem 

• Problems at the court 
• Problems at the Experts Department 

Second: According to the duration of the problem 

Problems were divided to 

• Temporary or sudden problems 
• Long term problems which often occur and need a long 

time to be solved 

Third: According to nature of the solution 

These were divided to: 

• Problems that need law amendment 
• Problems that need law implementation 
• Problems that need development of procedures and 

accuracy in performing duties 
• Problems related to work climate & resources 

The following tables illustrate the problems related to the court 
and problems related to Experts Dept. 

2 
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1.1.1 Problems at the Court: 

First: Problems related to wording and typing of initial judgement 

Ciassilicatlon Accordmg Classlticatlon Accordmg to Solutions 
to Problems 

Problems Temporary Short or Needs Law ! Needs to Needs to Needs 
or Long Amendment I Apply Develop Physical 

Permanent Term the Law Work Resources 
Procedures 

\. InitIal judgement differs from X 

I 

X X 
case subjects. 

2. Expert inability to understand X 

I I 

X 
required work. 

3. InitIal judgement request X I X X 
items, not requested by 

I 
disputed parties or case. 

-I. Initial judgement requires X X X i 
experts to handle legal matters. I 

I I 
5. Forms are not suitable to be X 

I 
X X 

used in initial judgements. 

6. Typing of Judgements takes I X 
I 

I 

X X I 

month due to low performance 
I of typists 

I I 
7. Error occur in typing X X 

8. Judges don't use computers X ... X X 
and write theIr judges 
manually 

3 
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Classlticauon Accordmg Classltication Accordmg to Solutions 
to Problems 

Problems Temporary or Shon Needs Law Needs Needs to Needs 
Permanent or Amendment to Develop Physical 

Long Apply Work Resources 
Term the Procedures 

, Law 

l. No standards are set to 

I 
X I X 

I I determine the fees. 
~ 

") Fees aren't adequate to time X X 

I 
X 

and effort executed by experts. 

3. Postponement by parties in X X X 
order to pay the fees delays the 
case. 

4. Long time taken since initial X X 
judgement is issued and 
forwarding the case. 

i 
I 
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1 l11ra: t'rOOlems rela[ea {O ute orgamzanon ana ~or[(llg 

Cbssllicatlon Accordmg Classlticatlon Accoramg to ~olUllons 

to Problems 

Problems Temporary or Short Needs Law Needs :-':eeds to ~eeds 

Permanent or Amendment to Develop Physical 

Long Apply Work Resources 

! 
Term the Procedures 

Law 

I. No proper design for files. I X X I 
! I 

I 
., 

Poor quality of files. 

I 
X X 

I 
I 

.;~ 

1
3. Poor tiling for documents I X X 

inside the tile. 
I 

1 

4. No proper file cabinets X X 
avaIlable. 

I 5. Court secretary mistakes in X X X 

I 
writing the tile contents. 

! 6. Contents are not similar to X X X 
I documents In tile. I 

I 
I 7. Depending of disputed partIes X X X 

description of documents. 

1

8
. 

Section head doesn't check the X X X 
tile accurately. 

[ 

19. Sortmg responsIbIlity isn '( I i 
--

I 
X I X 

clear. 
, , 

I 10. Sorting responsibility IS not X X 
I clear 

... 

I 
j 
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I ClasSlticatlon Ac'o din\! I Classlticatlon A 'cordln" to Solutions c r - c 
" to Problems 

Problems Temporary or Shon ~eeds Law Needs Needs to Needs 
Permanent or Amendment to Develop Physical 

Long Apply Work Resources 
Term the Procedures 

La" 
I. No recordlOg is done at the X X 

general record 0 f the Experts 
Department which causes 

\ 

I 

delay in the special record. 

., 
Records determine only X X 
number of cases and aren't 
used for control and 
information purposes, 

3. DuplIcation of recording in X X 
reports. 

1 4. Records are not used for the X X 
I purpose they are deSIgned for. 

t 

\ 5. Deslgmng the specIal records X X 
needs to be developed to meet 
control and follow up 
purposes. 

, 6. The design of records doesn't I X X 
fulfill the use of computers. I 

I 
\ 7. The clerk goes back and X I X 

forward between records and 

I 
I Experts Department. 

.,. 

i 
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2. 

3. 

4. 

5. 

6. 

7. 

r 11[11: rrOOlem~ rela[eU w fJH'~lcal re~ources anu \\OrK cumate: 

Problems Classification Classification according (0 solutions 
according to problems 
Temporary Short or Needs law Needs to Needs to Needs 

or long amendment apply the develop physical 
permanent term Law work resources 

procedures 
No qualified personnel X X 
are available to sort files 
Lack of training X X 

Lack of transportation X X 
facilities to transport 
file 

No transportation X X 
allowance 
No handbags available X X 
to cany case file 
Low salaries and X X 
incentive 

No filling cabinets and X X 
lack of space for filling 
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3. 
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4. 

5. 

6. 

7. 

8. 

LA..£. t'rODlemS ar t..xperrs vept. Irom ~OlUnons t'OllH 01 "II:"\< 

First: Problems related to Legal Aspects Governing Experts 
Work-. 

Problems Classification Classification according to solutions 
according to problems 
Temporary Short or Needs law Needs to Needs to Needs 

or long amendment apply the develop physical 
permanent term Law work resources 

procedures 
Law 96 of 1952 is not X X 
Suitable to meet present 

Needs, a new Law needs 
to be drafted 
Differences in legal X X 
basic as per proof law 
in relation to timing and 
reality in application 
specifically articles 
135, 152, 138, 140 

Government X X 
Organizations do not 
follow article 148, 
which allow experts to 
review documents 
Not applying article X X 
153 and 155 of Poor 
Law which allows the 
work to call the Expert I I I and objection of I 
Experts Dept. as article 
51, 54 states that 
documents are to be 

.,. 

sent to the Expert. 
Standard performance X X 
rates as determined by 
Minister of Justice 
Decree No. 6423 for 
1998 are not adequare 
which causes 
ineffectiveness of 
incenti ve system. 
Poor quality of report X X X X X and high degree of 
rejection 

Experts do not deliver X X X 
all reports which they 
finished and keep them 
for next month in order 
to achieve the target ~. - . 

40% of reports are 
returned these are 

X X 

considered as new cases 
with respect to targets, 
and so they are 
recorded more than 
once 

8 
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Departments: 

Problems Classification Classification according to solutions 
according to problems 
Temporary Short or Needs law Needs to Needs to Needs 

or long amendment apply the develop physical 
permanent term Law work resources 

procedures 
I. Non accuracy in checking X 

I 
X X 

received files 
2. Files are checked the X X 

2nd & 3'd day of receipt 
incomplete titles are 
returned to courts - it 
takes from 7 to 15 days 
to return them 

3. Recording of file is done X X X 
using old methods and on 
forms not suitable 
4. Present records are not X X 

I 
X 

suitable for EDP usage 
5. The recording of files X 

I 
X 

until they are delivered to 
Experts take one weeks. 
6. Place used for secretarial X X 
Dept. is not suitable and 
filling cabinets are not 
available 
7. Case Distribution to X X 
Experts takes from 2-7 days 
8. NotifYing disputed parties X X X 
notices are delivered to 

-_. 

them after the date the case 
is to be reviewed 
9. Non availability of X X X 
stamps which causes delay 
in the report cycle from one 
to six months 
10. Reports are received X X 
during the last week of the 
month as Experts calculate 
the rates achieved which 
caused a heavy load on 
Secretarial Dept. with 
respect to recording and 
checking 
II. The present work X X 
system does not allow the 
preparation of reports and -.. 
statistics assessing 
difficulties in control 
12. Returned cases are X X 
calculated twice in activity 
reports despite that they are 
default cases 
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with other parties: 

Problems Classification Classification according to solutions 
according to problems 
Temporary Short or Needs law Needs to Needs to I Needs 

or long amendment apply the develop 

I 
physical 

permanent term Law work resources 
orocedures 

I. The complete files vary X X X 
from 5% to 20% showing 
lack of performance at the 
secretarial Dept. 
2. Distribution of cases does X X 
not take Experts skills and 
experience into 
consideration 
3. Females do not conduct X X 
site visits which causes 
heavy work load on male 
experts 
4. The need to notify X X 
disputed parties several 
times each time takes from 
one to six months 
5. Lawyers and disputed X X X 
parties do not present 
documents on purpose 
6. Governmental X X X 
organizations present I 

incomplete files causing I 

delays 
7. Disputed parties require X X 
that new evidences to be --, 

presented after the process 
verbal is closed which 
caused re-notlfication 
causing delays 
8. Unavailability of X X 
transportation facilities for 
experts to conduct site visits 
affecting the neutrality of 
Experts 
9. No support from police is X X 
provided to experts 
10. Lack of technical X X 
equipment for Expert 
Engineers as well as lack of 
training 
II. Case file could be lost X X 
during site visits -, . 
12. Unnecessary site visits X X 
cause delays and time 
wasted as documents are 
sufficient to prepare the 
report 
13. Work location is not X X 
suitable to prepare the report 

10 
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I computers to wnte reports 
I 15. Inability of low caliber 

experts to analyses facts and 
evidences affectmg the 
report 
16. Some times spaces are 
left in the report which 
could cause framed and 
adding incorrect information 
17. First and second check 
of report is conducted in a 
quick method 
18. Checkers do not discuss 
experts in their reports. In 
this case checkers 
experience is not transferred 
to exp_erts 

I ~ I 
X I X 

I 
I 

I 
X X X 

X X X 

X X X 
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Problems Classification Classification according to solutions 
accordinl! to problems 
Temporary Sbort or Needs law Needs to Needs to Needs 

or long amendment apply the develop pbysical 
permanent term Law work resources 

procedures 
I. Experts hold University X X 
degrees only without having 
hand on training causing 
lack of perfonnance 
2. Engineering Experts do X X X 
not reach top positions 
because if seniority causing 
accountants to get most of 
these positions 
3. Job leader according to X X 
Law 96 of 1952 is not 
suitable to the present work 
needs 
4. Job titles do not match X - . X 
the nature of each job 
5. Increase of spare of 

\ 

X X 
control which causes lack of 
control 
6. No training plan is X X 
implemented for various 
levels present programs are 
general and not specialized 

I 
programs ~ 

7. No Engineering training X X 
programs are available with 
respect to technical .-' 

equipment 
8. Law wages and salaries in X X X X 
comparison in similar jobs 
9. Ministry of Justice X X 
Experts do not receive 
similar compensation 
packages as Medical 
Experts. -
10. Law work allowance X X 
which varies from 5-8 LE 
II. Evening allowance is X X 
paid to all employees 
regardless 0 f performance 
12. Difficulty if achieving X X 
targets to get incentives 
13. In order that the expert X X 
gets maximum incentives he -. - -
has to finish 9 cases (2, 9 
days for each cases) 
14. In order to get other X X 
incentives (Evening and 
various) the expert should 
achieve 15 cases ( I, 6 
day/case) 

12 
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16. Section head gets X I X i I I incentives (as well as other I 
supervisors )if persons under 
that supervision achieve 
their targets 
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The philosophy of prioritarising the solutions were based according to the 
implementation strategy which was determined based by the personnel at 
the Court and Experts Dept. as well as the AmidEast Experts. 

1. Abilitv to be implemented 

We have concentrated on recommendations and solutions, which 
could be, implemented immediately their short and long term 
solutions. 

2. Authoritv to take implementations decision for solutions 

These were arranged as follows: 

- Solutions, which do not need any, decision-making. 
- Solutions which need a decision from the court and experts 

Personnel. 
- Solutions which need a ministerial decree. 
- Solutions which need law amendment we did not concentrate on 

solutions that need ministerial decrees or law amendment. 

3. The implementations Costs 

We concentrated on solutions that do not need additional physical 
resources and high costs which, need require an additional budget. 

4. Effect of Solutions on the reducing of the time span: 

We have concentrated on recommendations which have a greater 
impact on reducing the time span. We will outline the solutions 
according to the following methodology. 

So we have divided on recommendations into 2 groups, first which 
need developmental and organizational changes and record 
development. The second is related to the adherence of existing 
procedures, which do not need any amenaments. 

14 
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2. Solutions and Recommendations for problems at North Cairo Court: 

2.1 Organising the forwarding of cases, the wording and tvping the 
primary judgement: 

2.1.1 Receiving requests to forward cases and issuing the primary 
judgement: 

The judges are the persons who decide to forward the case to 
Experts; either request come from the judges or disputed 
parties. The problem is that the case is postponed which takes 2 
months or more in order to requests the Expert to handle the 
case. In our opinion that judges could reduce this period 
without amending the law according to the results if the field 
survey and discussions with personnel at the court which were 
included in our 1 st report. 

The following represents recommendations and suggestions 
from the consulting team: 

First: Reducing the number of cases fonvarded to Experts 
this will occur by: 

1. Cases to be forwarded to experts should be carefully 
reviewed. 

2. Judges will agree on standards to forward cases to 
Experts - these will be used as a guide for judges to 
determine if the case is to be forwarded. it is 
preferable to form a committee to handle this issue. 

3. Calling Experts to go to the court related to refused 
reports in order that the Expert will answer to all 
objections - This is in line with the article 153 of the 
proof law and law 96 for 1952. 

4. Conducting training programs for judges who include 
methods to review forwarding requests and how to 
apply standards. 

Case studies in various cases related to forwarding in 
various types of cases - this will includes real cases. 

15 
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Second: Reducing the time and number of times the case is 
Postponed and being firm for non payment of fees: 

Due to the long time lost when the case is postponed 
until the primary judgement is issued. We recommend 
to refuse disputed party's excuse for non payment of 
fees. 
Also as judges review a great number of cases, the 
consulting team recommends that postponement time 
does not exceed once and does not exceed two weeks, 
the primary judgement then is placed in the case file. 
In case the chief of court is convinced; he will issue an 
order to all head of courts to apply the above. 

Third: \Vording of the primary judgement: 

1. The following should be done in respect to initial 
judgements. 

Determining specific technical points that should 
be investigated. 

- Experts are not requested to handle matters out of 
their specialisation or legal matters. 

- Determining specific areas for site visits and work 
to be performed. 

- Not using printed forms, this has been agreed with 
the judges (for the primary judgements). 

- Setting training programs for newly hired experts 
to enable them draft primary judgement and 
increase their skills. 

2.1.2 Tvping the initial judgement and approving it bv judges: 

The typing and approval of primary judgements by judges, the 
typing of the judgement takes nearly one month and approval 
by judges could take more than one week. We recommend that 
the court secretaries give more attention to approve judgements, 
as a specific time would be set for this. As with respect to the 

16 



Solutions and 
Suggestions 

work at the typing section, it has been found that the typing 
section has adequate resources (35 typists) which are divided 
into 3 groups one group is under the supervision of the section 
head, the other groups are under the supervision of the 
assistants-this excludes the reception unit- the total manpower 
reaches 44 employees. 

The section has 40 IBM computers, as well as 4 printers and 
photocopy machines, which are all new. The major problem at 
the typing section is the efficiency of the typists as each typist 
produces 4.4 pages per hour (A4). the normal rate is 12 pages 
per hour for each typist (40-50 words per minute) also the work 
distribution depends on the judicial units regardless of the type 
or nature of the primary judgement. 

The following table illustrates a summary of the proposed 
solutions divided in accordance with the implementation time 
and decision-maker and the need of resources. 

Summary of the typing section problems 

Time required for Decision maker Resources 
implementation needed 

: i Reorganisation of typing X Chief of court -_. 

,I section and having a 
! special unit to type 
I primary judgement 
, Developing work method X Chief of court 
; and control 

Setting an incentive X Ministry of justice Budget for 
: system incentives 

Providing computers to X Ministry of justice Needs a 
judges budget 

The following represents solutions and detailed recommendations for typing 
problems: 

i 
.J 
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2.1.2.1 Reorganising the typing section: 

1. Providing a separate unit to type the primary judgements headed by 
an assistant Dept. Head. 

2. Providing the following to the typing unit, which already exist 
without any need for additional expenditures. 

Typists ... 2 typists 
Computers ... 3 computers 
Printers .. 1 printer 
Photocopy machine-+- Using the present available photocopy 

machines 

3. The following chart illustrates the organisation chart after being 
changed. 

18 
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fi Typists 

The organisation chart will be as follows: 

10 Typists 

Typing section 
Head 

Unit Head 

10 Typists 

Unit Head 
(primary judgement) 

2 Typists 
12 Typists 
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The total Manpower for the Section: 

Job title Number of employees 
Section Head 1 
Unit Head (assistant section head) 3 
Typists 34 
Reception employees 6 

Total manpower 44 

To implement the above a decree needs to be issued by the Chief of court. 
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2.1.2.2 Developing the work cycles and control on typing section: 

The objective of developing the work cycle is to exercise more control 
on typing activities and reducing the time period, determining the 
actual work load and follow up the work of typists before presenting 
the procedures and typing cycle, we require that judges place the 
judgement at the case file typed when computers are available for 
judges on the long run, or to be hand written in biro not in pencil, we 
also recommend that judges check judgements after being typed to 
ensure control on primary judgements and to avoid any typing 
mistakes. 

The following determines the procedures and recommended work 
cycle for the Dept. 

1. The court secretary receives the judgement signed by the judge, he 
records the judgements in a form to be delivered to the typing 
section, and this form is made of: 

- Original -------~ Secretary of court after being signed 
by the reception unit. 

- Copy ______ ~ .. To reception unit at the typing section 
- Copy • Experts Dept. 

It is preferable to type from the copy of the draft, while the 
court secretary keeps the original. 
The forms should have a serial number and each judicial unit 
will have a set of forms to be used in a chronological order the 
court secretary will acknowledge receipt by signing receipt of 
these forms the senior clerk will designate an employee to 
control the above process a copy of the form will be sent to the 
expert dept. to advise them of the primary judgements. 

The following is the form to be used to deliver the primary 
judgements to the typing section:, '. 
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Serial 

I Total 

Day 

Case 
No. 

Form to deliver primarv 
Judgements to tvping a section 

/ / /2000 Judicial Unit No --- --

Court Secretary ____________ _ 

No. of pages Type of Serial Case No. of pages of 
of the judgement No. the judgement 

judgement 

Type of 
judgement 

--
Number of judgements delivered 

No. of judgements: ____ _ Name: --:------

Type: _____ _ Signature: ____ _ 

Received Date received ----- ----

Signature: ____ _ 

22 



2. The work is distributed to the reception unit employees accordin.~ (Q 

judicial units so each person deals with specific units. 

3. The person at the reception unit receives the judgements and 
acknowledges receipt on the form and does the following: 

a. The received judgements are recorded at the receiving & delivery record -
the section head checks this record daily and checks it with the deli\'l~ry form 
and signs that he performed the checking. 

b. Filing a copy of the delivery form on a chronological basis (Serial No.) It 
is noted the following in relation to delivering and receiving. 

• This record is needed to control the typing period of time and 
controlling typists' performance. 

• The number of pages and date of receipt are recorded by the court 
secretary. 

• The number of pages being typed is recorded as well as date of 
delivery to court secretary who acknowledges receipt. This occurs when 
delivering the typed judgements to court secretaries. 

• The number of typed pages are determined according to the type of 
judgement (primary-final etc.) at the column specified of the judgement 
is primary as the number of pages are included in the primary column, or 
if the judgement is final it is included in the final column. 

The purpose is to exercise control on the volume of work. 

The following is a copy of the receiving and delivering of judges. 
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Tvping Section 
Typing Unit 
(Primarv judgements) 

Delivery and Receiving initial judgements to typists 

Day_I_I_ 

Reception employee _____ Code __ _ Unit Unit No. ------ ---

Case Unit Delivering judgements to Receipt of typed judgements 
No. typists 

Area No. No. of Typists No. of Checked Date Signature 
pages acknowledgeme typed received 

nt of receipt pages 

I 
I 

--, 

Signature (Reception) Checked Section Head 

Received the following to be typed: 

Name Unit A UnitB Section Head 

Signature 
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4. The reception unit delivers the judgements to be typed to the (3) unit 
heads and acknowledges receipt in the delivery and receipt record. 

5. The section head distributes the work among the typists under his 
supervision and acknowledges receipt and determines the time frame to be 
completed. 

6. After the work is typed-he checks the work and gives it back to the typists 
if correction is required. The unit head is responsible wit the typist if any 
errors occur after the work is delivered. 

7. After correction takes places - the section head checks the work to ensure 
that there are no mistakes and the judgement is printed. 

8. The unit head signs on the delivery and receipt record acknowledging 
receipt of the typed judgement. 

9. The delivery receipt record is given to the section head to prepare the 
statistics related to the work of the section and to prepare the incentives. 

The following diagram illustrates the form of delivering and receiving the 
initial judgement. 
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Typing Section 
Typing Unit 
(Primarv judgements) 

Deliverv and Receiving initial judgements to typists 

Day_I_I_ 

Case Unit Delivering judgements to Receipt of typed judgements 
No. typists 

Area No. No. of Typists No. of Checked Date Signature 
pages acknowledgeme typed received 

ot of receipt paees 

._, 

Name of Typist 

Code No. -----

Room No. -----
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10. The department head sends the typed judgements and drafts to the 
reception unit who in turn delivers them to the court secretary who 
acknowledges receipt. 

11. Follow up typists' work: 

Each typist fills the "follow up" fonn which records the judgements since 
received until they are checked and delivered to the reception unit. 

This "Follow up" fonn is the basis that incentives are calculated. the unit 
head checks the fonn with the receiving and delivery record, which is 
approved by the section head. The following fonn illustrates the "Follow 
up" fonn: 
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Typing Section 
Primary Judgment Typing Unit 

Serial Case Unit No. of 
No. No. pagcs 

Area No 

• 

! 

~---~ 

No. of pages typed _____ _ 
Number of previous pages __ _ 
Number of new pages ____ _ 

Total ----
cX74 

Follow up Form 

Day I 1 __ _ 

Date 
judgement 

reccived 

Check Signature 

Unit Head Section 
Hcad 

Checked 
Unit Head 

Typist Name 
Code No. 

C,\/' "'J --~~~-

Date typed Dlivery of typed judgement to I"CCCI 

judgement is 
received 

1 

; 

Date 

Approved 
Section Head 

Name of Sign: 
employee in 

reception unit 

,~~.--'-

Ilion 
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2.1.2.3 Incentive svstem for typists: 

The consulting team recommends establishing an incentive system for 
typists to motivate them to increase their work and performance and reduce 
the typing time as much as possible. 

This needs a ministerial decree, so it is considered a long-term solution. 

The recommended system includes all the typing staff (section head­
reception employees and typists as well as assistants) in accordance with the 
following rules: 

First: Incentives for typists: 

The system depends on the volume of work produced by each typist on a 
monthly basis a minimum number of pages should be typed in order that 
incentives are due. Then the incentives increase according to achievements 
and work volume. 

The following table illustrates the rates for each output level as 
recommended. 

Production Daily Monthly Total Incentiv Amount 
per hour Production production Production e per of 
(pages) (pages) (pages) incentive page incentive 

in LE 
;Ainimum level 4 20 500 - - -

t level 5-6 21-30 501-750 250 20 pts 50 
Iud level 7-10 31-50 751-1250 500 35 pts 175 
i rd level More than 10 More than 50 More than 1250 More than 500 40 pts No max. 

Rules for Incentives for Typists: 

a. Incentives are calculated on a monthly basis. 
b. The following pages are to be eliminated. 

1. Pages with mistakes are not considered., " 
2. Pages with large spaces are not considered. 

'I 3. Increase in the font is not considered. 
J 

, This is according to the section head's consideration. 
1 

,i 
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Page Description: 

Page size A4 
No. of lines 30 lines 
F ant does not increase more than 14 
margin 2cm from each side. 

c. The typist gets the additional incentive or the previous one which ever is 
greater. 

d. No link exists between the salary & the incentive. 
e. No maximum exists for incentives. 
f. Employee is not deprived from other bonuses. 

2. Incentives for reception unit personnel: 

Incentives for the above are determined similar to incentives granted to court 
administrators. it is recommended to be a percentage of the salary, as it is 
not possible to calculate it according to production volume, as the employees 
do not have a hand in increasing the work volume. 

3. Incentives for section head assistants and unit heads. 

A. The incentives for the section head and his assistants are determined 
according to the total volume of work achieved as follows: 

Section Head • Total production of the section 
Assistant (unit head)~ Total production of typists under his supervision 

B. The following table illustrates the rates: 

Production volume Rate 
Less than minimum Nothing 
Minimum 25% of basic salary 
First level 35% of basic salary 
2nd level 40% of basic salary 
3rd level 50% basic sal£gy 
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4. Procedures to pav incentives: 

1. The assistant (unit heat) prepares the incentive report for typists 
showing the actual production according to levels for each typist. 
The report is checked by the section head and is approved by the 
senior clerk. 

2. The section head prepares the incentives for employees at reception 
unit, as well as section head and assistants incentives and approves 
them to from the senior clerk. 

3. The section head prepares a memo to pay the incentives and approves 
it from the senior clerk. 

4. The following forms are recommended to be applied: 

- Incentives for typists 
- Incentives for reception personnel 
- Incentives for section head and his assistants 
- Memo to pay incentives 

30 



..... '''~ ........... !- ..... '''' .... ~ ~ ......... ' ~--ip_~ -.--- .---T--' 

Incentives for Reception employees 
Monlh ____ _ 

Typing Section 

Serial No. Name Code Total number Monthly salary percentage of Incentive 
of absent days incentives Value 

LE Pt LE Pt 

, 

.' 

i 
I 

: 

-

Personnel Dept. Section I lead Senior clerk 
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Incentives Form for Typist 

Month 

Typing Section: Typing Unit _____ _ 

Ser. Name Code Judgements typed Incentive Due Remarks 
during the month 

No. No. No. of 1st level 2nd level 3rd level Total Incentive 
of of typed Frolll -- to - From -- to - From - to -
judg. J1ages pages Ratc Rate 

"---
No. of Value No. of Value No. of Value No. of Value 
pagcs pages pages pages 

---
LE Pt LE PI LE PI LE PI -I 

! 
·-1 

Total 

: 
i 
I 

: I -- --
Total J --

Unit Head Checked Approved Senior Clerk 
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Memo to pay Inccntives for Typing Scction 

Month ____ _ 

Date 

To Senior Clecrk - Court 

Please approve payment of incentives as follows for the month of 

Position Amount Remarks 
LE Pt 

Department Head 
Assistant Dept Head 
Assistant Dept Head 
Assistant Dept. Head 
Reception Unit 
Typists 
Total due 

Dept. Head Senior Clerk 

3~c.. 
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Incentives Form for Section Head and Assistants 

Month _______ _ 

Typing Section: 

Ser. Name Code Incentive Due Remarks 
1st level 2nd level 3rd level Total Incentive 

From to From to From to 
Total Value Total production Value Total Value No. of Value 

production production pages 
No. of No. LE Pt No. of No. of LE Pt No. of No. LE Pt LE Pt 
judgem of judgements pages judgem of 
ents pages ents pages 

: 

: 

- - - - -- -- ----------- -~----

Section Head Senior Clerk 

Incentives are calculated for employees under section head supervision x production rate for each level 

.5c;c{ 
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2.2 Determining & Pavment of Fees 

The consulting term has 3 recommendations to pay the Fees 
quickly eliminate the time wasted in paying it as fallows: -

First: Not allowing the postponement of fees more than once & 
postponement Period doesn't exceed 2 weeks this needs a 
decree from the chief of count & firmness from judges when 
facing postponement requests, which are presented by 
disputed parties. 

Second: Setting standards to deteminining the fees taking the 
following facts into consideration. 

• Type of case 
• Effort required by the exp~r!. 
• Special cases which are large in value as 

investment & tax cases. 
• Adding an amount to the fees to cover administrative 

Expenses. 
• Taking experts determination of fees into consideration. 

We could set up table determining the fees in various cases 
this could be handled by the committee we have 
recommended previously also it (ould be included in the 
course contents for judges. 

This needs a decree to be issued by the chief of the court. 

Third: Having 50% of the total fees to cover the expert's 
department expenses & improving the work climate and 
performance similar to the medical experts. 

The consulting team recommends considering the expert's 
deportment as a service department operating economically 
as part of the fees will cover the departmental expenses. 

This needs to amend the law specifically to reissue a law 
instead the law no. 96 of 1952. 
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2.3 Reorganizing the work at the expert department & recording 
Department 

Introduction: 

The following are recommendations in respect to the above. 

1. Joining the 2 departments under I department and providing 
with the qualified employees to sort the files. 

2. Canceling the general record and developing the special record 
for Case which are forwarded to experts & follow up until these 
records are computerized. 

3. Organizing training programs for employees in recording follow 
up and sorting the files with the court secretary & experts 
department. 

We recommend to ineplement these solutions as follows: 

Solutions Time Spare Decision maker 
Immediate Medium Long 

term 
Joining the Dept. X Chief of Court 

I 
Canceling the general record X Chief of Court 

-,' 

Computerizing the special X Minister of 
record and developing the Justice decree as 
reporting system well as chief of 

court decree 
Developing reporting system X 

Organizing traini~Jprogram X 
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2.3.1 Joining the experts department & records department in one 
Section 

1. Summarv of the recommendation: 

• Joining the incoming & outgoing cases farwarded to experts 
Which is handled at present by the records department 
Including all incoming & outgoing correspondence of the 
Court with the experts department responsible for recording & 
Follow up cases forwarded to experts & handling general & 
Special Records. 

• Developing the department responsibilities to be responsible 
For movement of all files and so it is considered the link 
between the judicial units thr0l!gp the court secretaries & the 
Expert Department. 

2. Objectives: 

• Facilitating the recording & follow up process. 
• Controlling the files. 
• Saving the last time for the movement of files between the 

Exports Department and Recording Department. 
• Increasing coordination with court secretary-which will cause 

more accuracy and simplification of procedures. 

3. The recommended name for the department: 

It could be named as the case forwarding department or experts 
affairs department or follow-up department for experts, we will 
use the experts affairs department. 
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4. The organization chart for the department: 

The department consists of the following units: 

A. Unit for file received. 
B. Sorting files unit. 
C. Records & information unit 
D. Outgoing files unit. 

Senior Clerk 
(Court) 

De-partment Head 
Expert AtTairs 

Units for tile 
received 

Sorting files unit Recording 
infonnation unit 

5. Departmental duties: 

The following are duties for the department: 

A.Receiving files to be sent to experts from judicial units. 
B. Technical sorting for files & checking the file content. 
C. Recording & follow - up of file movements & procedures for 

the case since received from the secretary & until the file is 
Returned with the experts report form the experts department. 

D. Adjusting the incoming & ol!~go~ng movement of files at the 
Court. 

E. Preparing the statistics related to cases forwarded to experts. 

Outgomg files 
unit 
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F. Finding methods of control & follow - up for CClIii"T :,"eGC'tRry 

as follows: 
• Completing documents in the file. 
• Checking the documents with the file coveri 
• Checking documents presented by disputed parties if they are 

Original or copies of documents. 

6. Duties for units reporting to the section head: 

A. Unit for file received: 

• Receiving incoming files from court secretaries & recording 
them & delivering them to the sorting unit to be checked. 

• Receiving files which have been returned to completed & 
Taking necessary procedures to complete the files & recording 
them at the incoming incomplete file record. 

• Receiving files form experts department after the report is 
being completed & recording them at the incoming record of 
Experts & sending them to -the sorting department to be 

Distributed to the judicial units. 

B. Sorting Files Unit: 

• Is responsible for sorting files from the technical point of 
VIew. 

• Following up court secretaries when completing files & 
answering memos received from expert department. 

C. Recording & Information Unit: 

• This unit records all cases forwarded to experts 
& records all information related to it , as well as fee 
payment & follows-up all procedures until the job is 
completed. 

• Follows-up payment of fees for cases which primary 
Judgement was issued to be foiWaraed to experts. 

• Preparing statistics & reports about cases forwarded and fees 
collected & case which the fees were not paid. 
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D. Outgoing Files Unit: 

• Outgoing files sent to experts department. 
• Incomplete files sent to experts. 
• Outgoing files sent to judicial units handling outgoing 

records. 

7. Departmental needs & authority for joining the department: 

A. Authoritv: 

The authority to implement this decision lies with in the chief 
of court as memo no. 1 for 1988 organizes the recording of 
records. 
It is essential to implement this re9()mmendation to issue a 
new memo and canceling the previous one also there might 
be a need to issue a decree form the Minster of Justice 
in case there will be financial obligations. 

B. lVlanpower & phvsical needs: 

• The department should be equipped with suitable desks 
And Filing Cabinets. 

• The department should include 3 persons experienced in 
Sorting the files. 

Man Power Needed Number 
Department Head 1 
Units of file received 3 
Sorting files unit 3 
Recording & information unit 6 
Outgoing files unit 3 
Total 16 

c. Training: 
The personnel will need a training- program which will 
concentrate on the following topics. 

• Sorting activities. 
• Recording activities. 
• File mouement (incoming & outgoing) 
• Statistics & reports. 
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2.3.2 Follow up records for cases forwarded to experts: 

1. The present records at the experts department: 

• The general record which, includes cases to be forwarded to 
experts, recording occurs at the next day when the primary 
judgement is placed in the case file. 

• The special record which is to follow-up the case file and records 
the fee payment until the case is returned and finalised from the 
experts. 

2. The consulting team recommends to cancel the general records 
and develop the special record to achieve the following: 

• Determining the number of cases 
• Follow up fee payment 
• Follow up tile cycle 
• Preparing statistics & reports 

As previously mentioned the development of the special record will 
occur by computerising it, this is a long term solution which will 
require financial resources but as a quick solution to the problem, the 
consulting team is recommending to develop the s-p'ecial record to 
achieve the previous mentioned objectives. 

3. Work method in the previous mentioned record: 

A. We would call it follow-up cases forwarded to experts. 
Methods of using the record. 

B. Using the record: 

• A record will be available for each type of cases. 
• Recording will be on a monthly basis. 
• Recording the information of the file will be on the same day 

the judgement is placed or with-in 24 hours maximum. 
• Fee information to be recorded on the same date of payment. 
• Recording outgoing information to the expert department. 
• Recording all information related to the file movement. 

37 



i 
1 
I 
I 

, 
! 
" 1 

1 

. 1 

I 

. I 
! , 

1 
i 

I 
l 

. 1 

I 

, I 

, 
'~, { 

J 

• Recording information related to reports returned to e'\pert 
department due to objections received in relation to th-:se 
reports. 

4. Designing the records: 

The record is divided into two parts left and right. The right OEe will 
include the case details, disputed parties and fees paid according to the 
primary judgement. 

The left side will include file information and follow-up of the file 
between the court & experts department also it will include date of 
distribution of files to judicial units after the reports is completed. 

The following factors would be taken into consideration when 
designing the record. 

1. Partial payment of fees is shown. 
2. The fees determined are shown as well as the fees paid to show any 

differences . 
3. The record shows the number of times the file is returned from the 

expert department to be completed each time, the incoming and 
outgoing reference is mentioned. 

4. Any additional fees as requested by experts are shown. 
5. The records shows the possible decision from the judge in relation 

to the experts reports which are either: 

• Accepting the report 
• Refusing the report and returning it to the experts showing 

the reason for refusal and date returned to the Experts 
Department. 

6. The record shows the number and date of files received from the 
experts department. 
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7. The total fees are added to show the fees paid and [.!:;s due within 
the month, this shows details about the fees which a.~·e: 

• The amount of fees according to the primary j ·jdgemcnt 
• Fees paid as well as partial payment of fees 
• We could determine the unpaid fees in details for each case. 
• The value of additional fees requested by experts within the 

month could be determined. 

The following diagram shows the record with its left and right hand 
side. 
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Ministry of Justice 
North Cairo Court 
Experts Affairs Dept. 

Record Cover 

Follow up Record of Case forwarded to Experts 

TypeofCase ____________ __ 
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The right hand side of the follow up: 

This part is prepared withi~LHJ1()l!rS--,vI1(!n the judgement is Illaced ·v - ----.- + 
6 ___ -

Serial Case Judicial unit Type of case Name of disputed Date of Fee details 
No. parties hearings 

1 st 2nd 
~ 

Name No. of Amount 
unit 1 st 2nd Total 

(1) (2) (3) (4) (5) (6) (7) (8) (9) (10) (11) 

: 

Total this Month 

Total previolls month 
I 

Total end of month 

J 

~tJlf 
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The right hand side ofthe follow up (Continued): 

This p~rt is (or th!!dat!!fees are paid ... - - - ---- ------ - ----- ---- - - ---~ -- - --- -- ---~ -+ 
Fee payment Remarks 

1 st 2nd Total Fee paid Exem~tion of 1!art of fees 
The receipt's No. Date The receipt's No. Date l't exempted 2nd exempted 

part part 
(12) (13) (14) (15) (16) (17) (18) (19) 

! 

, 

: 
I 

I 

- -- -
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The left hand side of the record: 

This part is filled after the file is forwarded until the files are sort to judicial units afternmo!"ti~c!lmJlleted 

• '._---

North Court Experts Office Returned files Files returned with a J'eport « 

Ref. No. Specialization Expert's Returned first time Returned Second time memo 
Name Incoming Outgoing Incoming Outgoing Outgoing Date RepoJ't elllo 

ref. 
No, Date No. Date No. Date No. Date 

---

(20) (21 ) (22) (23) (24) (25) (26) (27) (28) (29) (30) (31) (32) (33) Jol) 

I 
! 

> I 
: 

----, 
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The left hand side of the record (Continued): 

This paJot is filled after the tile is forwanlcd IIntil the flies are sort toj!Hli~hllllnitLanIT repqrt is coml)leted 

j 
Fees Acceptance of report or report returned to experts Files received after answering with Date Ren ar , 

Fees Date of Accepting Report returned to Experts report or memo distributed 
determined .judgement the report to judicial 

Date report Report returned Sending the file Outgoing Outgoing With With units 
was accepted to Expert ref. date Report Memo 

Reason Date Outgoing Date 
ref. 

-.-

(34) (35) (36) (37) (38) (39) (40) (41) (42) (43) (44) (45) ( 46 
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2.3.3 Information and Reports for cases forwarded: 

The recording unit prepares reports for cases forwarded to Experts 
highlighting the following: 

- Number of cases forwarded to experts 
- Status of fee payment 
- Status of forwarded cases 

These reports are prepared according to the type of cases 
(compensation, labour, taxes ... ) and according to total cases of the 
court. 
When computerising the follow up record for cases forwarded to 
Experts, this report could be prepared for all judicial units as well. 

The following diagram illustrates these reports: 

First: Reports prepared according to the tvpe of case: 

1. Statistical report for cases forwarded to experts. 

The objective of the report to exhibit the number of cases 
forwarded to experts. 

Is prepared by: The employee at the recording unit. 
Is checking by: The unit head. 
Is approved by: The section head 

Copies are forwarded to senior clerk and another copy is 
filed at the unit. 
The re~ort is prepared at a monthly basis with maximum 
the 1S t of the next month. 
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Statistics for cases forwarded to Experts 

Month 

Type of Case _____ _ Person responsible _________ _ 

Description Total until the end of previous 
month : 

No. of cases forwarded to Experts 
No. of cases where fees were paid 
No. of cases where fees were not paid 
No. of files returned to be completed (1 st 
time) 
No. of files returned more than once 
Files sent by a report 
Files received by memo 
No. of files returned to Experts 
Tolal fees due 
Total fees paid 
Total extra fees as required by experts 

Person responsible Unit Head Section Head 

r-- ~ . .....~. ~ 

,.,,~,...,; 

,.--.., 
~1..~J 

"'--1 

Code No. _____ _ 

This month cases 

; 

~~ 

~, , ", "', , 

Total until end of the 
1110nth 

,-~"'~~ 

, 

I 

I 

I 

~ ...... :::r-
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2. ~umber of cases forwarded to experts which fees have ;}ot bee'1 paid. 

Objective of the report: 

To follow up the cases that fees were not paid in order to assist the 
judges to take a firm stand to avoid postponement of disputed parties. 

The report is prepared by: The employee responsible at the recording 
unit. 

Is checked by: The unit head 
Is approved by: The section head 
Is forwarded to: Senior clerk 

Copy filed at the unit 
A copy to each judicial unit 

It is preferable to prepare this report at the judicial unit level if 
possible. This will be easy when computerising these records. 

The following forms exhibit the cases forwarded according to the 
types of case and according to the judicial unit. 
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eases forwarded which fees were not paid 

Period from 10 ____ _ 

Type of Cases Employee responsihle _________ _ 

Serial No. Record Case No. Date of Unit Serial No. Record Case Date of Unit 
Serial No. forwarding Serial No. No. Forwarding 

Unit No. linit No. 
: Name Name --

: 

: 

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

Person Responsible Unit Head Section Head 

~.I? 
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No. of cases forwarded and fees not paid according to judicial units 

Period from to 

Type of Cases Unit Name _______ _ No. of judicial unit ___ _ Person Responsible ______ _ 

Serial No. Record Case No. Date of Unit Serial No. Record Case No. Date of Unit . 

Serial No. forwarding Unit No. Serial No. fonvarding Unit No. 
Name Name 

! 

, 
------ '---------------

Person Responsible Unit Head Section Head 

,-/;:4 
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Second: Reports prepared at the court level: 

1. Statistical report for cases forwarded to experts: 

• The objective of the report: 

To highlight the number of cases forwarded to experts at the 
court level and status of fee payment according to the type of 
case. 

Is prepared by: The unit head of the records department. 
Is checked by: The section head. 
Is approved by: The senior clerk. 
Is forwarded to: 1. Chief of court 

2. Senior clerk:-
3. Copy to department 

The report is prepared on a monthly basis. 

The following diagram illustrates a copy of this report . 
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Statistics for total No, of cases forwarded to Experts at Cairo North Court 

Month -----------------
Description Total previous month Total this month Total till the end of this 

month 
No. of cases forwarded to 
Ex[!erts 
Compensation 
Labor 
Tax 

Total 
No. of Cases in which fees arc 
paid 
Compensation 
Labor 
Tax 

Total 
No. of cases that fees not paid 
Compensation. 
Labor 
Tax 

Total 
, 

Prcpan:'d Unit I lead Section I lead Senior Clerk 
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2. Total fees due and paid report: 

Objective of the report: 

Follow up the pavment of fees at the court level 

Is prepared by: The unit head of the record section 
Is checked by: The section head 
Is approved by: Senior clerk 
Is forwarded to: 1. Chief of court 

2. Senior clerk 

This report is prepared on a quarterly basis, and could be also be 
prepared on a monthly basis. 
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Total Amount of Fees Due and Paid 

Period from to ------
Description Total No. of cases during the Present Quarter Total till the end of this 

previous quarter quarter 
Fees Due 
Compensation 
Labor 
Tax 

Total 
Total Fees paid 
Compensation 
Labor 
Tax 

Total 
Total extra fees determined 
by EXl1erts ~rel1are 
Compensation: 
Labor 
Tax 

Total 

Prepared Unit Head Section Head Senior Clerk 

lft/;9 
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3. Status Report of Cases forwarded to Experts: 

Objectives of the report: 

Outlining the technical and procedural situation of cases forwarded to 
experts and the court's position in relation to the acceptance or refusal of 
reports and returning them to Experts, as well as the files returned w be 
completed. 

The information of this report is derived from the statistics prepareJ 
according to the type of cases. 

This report is prepared by: Section head 
Approved by: Senior clerk 
Forwarded to: Chief of court 

Senior clerk 
Copy to be filed at the Dept. 

This report is prepared monthly. " 

The following illustrates a copy of this report. 
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Status report of cases forwarded 

Month _____ _ 

Description Total No. of cases during the Present month Total till the end of this month 
previous month 

No. of files returned to be completed 1st time 
compensation 
Labor 
Tax 
Total 
No. of files returned more than once 
Compensation 
Labor 
Tax 
Total 
No. of files returned b): reports 
Compensation 
Labor 
Tax --
Total 
NO I of files returned b): memos 
Compensation I 

Labor 
Tax 
Total 
No. of accepted reports 
Compensation . 

: 
Labor 
Tax 
Total 
No. of rellorts returned to experts 
Compensation 
Labor 
Tax 
Total 

-'------------------ -------
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2.4 The recommended file cycle at the court: 

The changes in the file cycle are detennined according to the previous 
recommendations in the organisation, fonns and records at the typing 
section and the Experts Affairs Dept. 

So the file cycle at the court will be as follows (after implementing the 
recommendations) 

First part: Forwarding request and issuance of primary judgement. 

Second part: Typing of initial judgement and fee payment. 

Third part: Delivery of file to Experts Dept. for sorting and 
recording and sending it to Experts Dept. 

Fourth part: Receiving returned files from Experts to be completed 
and sending them back after being completed. 

Fifth part: Receiving files after report is completed and distributing 
them to judicial units. 

The previous mentioned work re-organisation at the typing section 
and Experts Dept will reduce the time by 80% we wHl illustrate the 
file cycle and timing. 

2.4.1 First part: Forward request and issuance of primary judgement: 

This part includes the following work: 

1. The need for Expert services either according to the court or 
disputed parties request and detennining a date after two weeks to 
issue the primary judgement. 

2. Reviewing the requests received from disputed parties by following 
the recommended standards to decide-ifa .need aris~s for experts. 

3. The draft of the primary judgement is put in the file case on the 
same day it is recorded at the agenda. We recommend 48 hours from 
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the hearing of the case, which would be written in biro and signed by 
the judge. 

4. The court secretary prepares the fonn to deliver draft judgements 
and includes all infonnation at the next day (i.e. within 24 hours). The 
original fonn goes to the court secretary. First copy to reception (at 
typing section) second copy to reception unit at experts affairs. 

5. The court secretary delivers the 2nd copy to the reception unit 
(incoming) at Experts affairs and records it a the follow up record for 
cases forwarded. 

6. The court secretary delivers the copies of primary draft judgements 
1st copy to reception unit (typing) also acknowledges request on 
original which is kept with the court secretary. 

47 



I 
1 

'W)'j 

I 
J 

, ,j 

"1 

i 
j 

1 
1 

1 !\So sutliclent eVidence : Ie"", bo re'''W'd~ 1'11-----------

I 
,J 

"1 

I 

1 
i 

,i 

Rc:cordmg In the agenda 

Phase one receiving the 
forwarding request and 

issuing the primary 
judgement 

\eed for Experts work 

Issuance of primary 
judgement 

Placing initial 
judgement 

Court secretary pre pars 
delivery tonns 

:--':0 

Includes 

Forwarding 

Detenmnmg the work 

ExpeC'.s Authortty 

E 
Site location 

Set timing for report complluon 

Determine the fees 
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2...1.2 Second Phase: Typing the judgement and fee payment: 

First: Typing the initial judgement: 

1. Typing starts when the reception unit (incoming) at 
the Experts Affairs, where recording at the receiving 
and delivery record takes place and draft 
judgements are delivered to the typists. 
The procedures for the typing cycle and checking 
the judgements which were discussed in the work 
procedures at the typing section [Part No. 2.1.2.2] 

2. The court secretary gives the judgements after being 
typed to the judge to be approved after being checked. 
This should not take more than 48 hours it is kept in 
the file until fees are paid. 

3. The court secretary placed the typed judgements after 
being approved at the case file. 

Second: Payment of Fees: 

1. In case fees are paid: The pers.on goes to the court 
secretary and takes the judgement after determining 
the fees the Department Head checks the fees and 
requests the person to pay the fees at the court's 
cashier then goes to the court secretary and gives 
the judgement with the receipt, the court secretary 
records the details of the payment at the case file. 

2. In case of partial payment of fees: 

In cases of partial payments, if one party does not 
pay his share, a request could be presented to the 
judge to accept the paid portion, or a request might 
be presented to give a cha,nce tq pay the unpaid 
fees, the consulting team requests that judges to be 
firm and not accept postponement more than once, 
and for a period not to exceed two weeks. 
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Third: 

3. In case of non payment of fees: 

If the judge discovers that non payment was 
effected to delay the case this causes that the else 
will be reviewed without using an Expert as soon as 
possible. 

Having a secondary file: 

After fees are paid the court secretary prepares a 
secondary file, the original file goes to the Dept. Head for 
checking, after being checked all documents are placed at 
the secondary file and the court secretary signs as well as 
the Department Head and it is stamped. 

The following flow chart illustrates the work at part II. 
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Postponed 
once 15 

days 

Second Part 

Fee payment 

Yes 

Attachmg fee receipt 

From Part I 

Start part [! 

Origmal delivery form 

To ExpertS Affairs 

ree payment 

Yes 

Original case 
tile 

To pan three 

Recording data at 
the follow up 

record 

Receptlon employee 
acknowledges recipt 

• Delivery form of draft 
Judgements 

T:'ping the 
judgements 

Placing the Judgement 

Approval of 
judge on typed 

judgement 

To 
recepuon 

unit 
(typing) 

secretary 
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Fourth: Recommended Design for file: 

Due to the poor quality of files and that documents might be 
lost we recommend to improve the quality of files used to 
ensure safety of documents. 

The following is explained in detail. 
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1. file specifications: 

-Length 37cm. 
-Width 28 cm. 
-The file should be made of thick cardboard material and to have a 
lock. 

2. External cover for file (A box in which the file is placed in ) 

It consists of a plastic box in which the file is placed in and could be 
closed with a chip, on its outside cover it should have a plastic pocket 
to include the case details which are: 

- Case N 0# and year. 
- Court name, unit name and No# . 
- Name of disputed parties. 
- Name of Expert office the case is fonvarded to. 

Size of the cover 

-Length 40cm . 
-Width 30cm. 
- Cubic length (Scm .10.15 .20) 

3. Distributing information on the four sides of the file 

(A )Face No# To be left for basic case information which are: 

- Court name . 
- Unit and its number. 
- Case No#. 
- Case subject. 
- Information related to disputed parties. 
- Hearings (Dates, Decisions) . 
- Court Secretaries name. 

(B)Face no# 2 to record the numbers and documents filed at the case file 
which are: 

- Serial no# 
- Document type . 
- Description of document. 
- Date of placing the document. 
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- Date of the document withdrawal. 
- Reasons for withdrawal. 
- Signature of Court Secretary . 

(C) Face no#3 Forwarding information to courts: 

This face is divided into six similar parts, to be used for six different 
situations which will include the following: 

- Court forwarded to . 
- Reasons for forwarding. 
- Name of Court Secretary . 
- Name of Checker at the court . 
- Outgoing reference and date . 
- Incoming reference and date to the court forwarded to . 
- Outgoing reference for files returned to court and date. 
- Recording information. 
- Name of Court Secretary and Checker. 
- Signature of Court Secretary . 

D- Face no# 4 to be used for recording forwarding information to 
Experts: 

This is divided into three similar parts to cover the possibility of 
forwarding to be repeated, so each forwarding will.have a separate 
Primary Judgement, and each time the same information.is recorded 
which are: 

-Date of Primary Judgement. 
-Details of fee payment. 
-Serial no# of attachments at file and number of documents. 

- Serial no# for attachments put in the sub-file 
- Name of checker at court . 
- Name of court secretary . 
- Recording reference at the follow- up recording form at the court 
- Outgoing reference at Experts and date. 

4. Providing numbers to files: 

Incase of the increase of the number of documents and attachments 
which will not allow the file to take ,another file will be used 
providing that all the files will bear the case number, and they will be 
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arranged by 1,2,3 
also \vill apply to boxes if one box will not be enough .Other be xes 
will be used and numbered as previously mentioned. T1:c box n;Jmber 
will be put on the file therefore the file will consists of 3 parts filst 
case, second the file number and third the box number. 

The following illustrates the four faces of the case file as well as the label 
which will be placed in the plastic pocket. 
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Designing the Label: 

Court Name -------------

Unit Name _______ _ Unit No. ___________ __ 

File No. (Case No!File No! Box No.) 
Year ----------------

Name of disputed parties 

1 st 2nd 

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

54 



, j 

; J 

1 
j 

I 
I 

\ 

, j 

! 
, , 

, .1 
1 
j 

I 

First Face of the File 

Basic Case Information 

Court Name Unit and No. Case No. ----- ----- --

Year ------ Name of Court Secretary --------

CaseSu~ect _____________________ _ 

Name of Disputed Parties _________________ _ 

Disputed Parties: 
-

Original Disputed Other Disputed Other Disputed 
Parties Parties Parties 

151 2nd 1 sl 2nd 1 sl 2nd 

I 
I I 

_., 

Hearings: 

Serial Role No. Date Decision of Remarks Court 
the court secretary 

s!.gnature 

-, - . . .. 
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Face No.2 

Attachments and Documents Field 

I ' 

Serial 

I 
Document 

I 
Document Original 

I 
No. of Date Court Document withdrawal 

type description or copy pages placed secretary 
- s!z.nature 

I I I Date Reason Court I 

I 
i 
: 
I 

I 
I 

i 

I 

: 
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I 
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I 

I 

-, - -

-
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Face 1\0. 3 

Forwarding Information to Other Courts 

I 1" Forwarding 2nd Forwarding 
j 
I Description Court Checkers Description Court Checkers 

; SecretarY signature secretarY signature 

~,} Court sent to - Court sent to 
:;')-: Reason for forward - Reason for forward 

Court secretary name 

I 

- Court secretary name 
Checkers name - Checkers name i,t Outgoing ref. court sent to Outgoing ref. court sent to ~~ , , -

!I.",- Outgoing date court sent to - Outgoing date court sent 

['1 
Incoming ref court sent to to 
Incoming date court sent to - Incoming ref court sent to 
Outgoing ref for file - Incoming date court sent c, 
returned to court to 

. j Outgoing date for file - Outgoing reffor file 

I returned to court returned to court 
Recording information court - Outgoing date for file 
sent returned to_~ourt 

'1 Recordmg mformation court - Recording information f 
J receIved court sent 

- Recording information 

I court received 

1 
3r

• forwarding 4t
• forwarding 

Description Court Checkers Description Court Checkers 
Secretary signature SecretarY signature 

i Court sent to - Court sent to 
., Reason for forward - Reason for forward 

Court secretary name - Court secretary name 
c Checkers name - Checkers name 
I 

i Outgoing ref. court sent to - Outgoing ref. court sent to .. , 
I' Outgoing date court sent to - Outgoing date court sent 

Incoming ref court sent to to 
!.. Incoming date court sent to - Incoming ref court sent to 

.,1 Outgoing ref for file - Incoming date court sent 

I' returned to court to 
'- Outgoing date for file - Outgoing ref for fi Ie 
I returned to court returned to court 

I' 
J 

Recording information court Outgoing date for file 
I: 

-
sent returned to court : 
Recording informatIOn court Recording information r -

I received court sent 

I - Recording information 
court received 

5th forwarding 6th forwarding 
l' ' Description Court Checkers Description Court Checkers 

L" Secretary signature SecretarY signature 

'J Court sent to - Court sent to 
~'" - Reason for forward - Reason for forward· . 
~ .. 

- Court secretary name - Court secretary name 
I,t Checkers name - Checkers name 

1 Outgoing ref. court sent to - Outgoing ref. court sent to , r 
- Outgoing date court sent to - Outgoing date court sent 

J , - Incoming ref court sent to to 

1- Incoming date court sent to - Incoming ref court sent to 
- Outgoing ref for file - Incoming date court sent 
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Outgomg date for tile 
returned to COun 
Recordmg mfonnatlon 
coun sent 
Recordmg information 
coun receIved 
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Outgomg ref for file 
returned to coun 

Outgomg date for file 
returned to court 

Recording information 
court sent 

Recording informatIon 
court received 
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face ...j. 

Forwarding information to experts 

II Forwardina No.1 I I ~ ______________________________ ~'6L--. ______________ .-________ ~' 

" I Statement Court Secretary I 
"J I Signature signature 2 r, c--o-u-rt-d-e-ta-i-ls-:--------------------------~--~~--____ ~--~L-----~ 

o Date of primary judgement 
Date of fee payment 

'I No. of attachments in the file 
.. J No. of attachment in sub file 

II 
Record No. in follow up record 

I Outgoing reference 
,1 Name of person who send the outgoing letter 

Signature 

Exp 

Date received 
Name of Expert 
Date file received by expert 
First check 
Second check 

I Date report delivered 
,i I Outgoing reference to court 

Date of outgoing to court J 
li~------------~----~---

'I 
l 

i 
I 

" 1 

1 
! 

. j 
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I Forwarding No (2) 
1 Statement Court Secretary 

\ , Signature sign:!ture 
rourt details: 

',Rate of primary judgement 
: )ate of fee payment 
~~o. of attachments in the file 
; o. of attachment in sub file 

1 Zecord No. in follow up record 
lJutgoing reference 
f'J arne of person who send the outgoing letter 
;ignature 

,- --

i 

I 
I 
J 

I )ate received 
!Name of Expert 

I ; )ate file received by expert 
.. :'irst check 
I 

~econd check " 

I' )ate report delivered 
, putgoing reference to court 

f l )ate of outgoing to court 

I I 

, , 
t 
1 

; 
, , 

i "I 
I , 
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Forwarding No (3) 
> 

Statement 

I 
Court Secretary I 

Signature signature 
Court details: 

Date of primary judgement 
Date of fee payment 
No. of attachments in the file 
No. of attachment in sub file 

Record No. in follow up record 
Outgoing reference 
Name of person who send the outgoing letter 
Signature - ,-

Date recei ved 
Name of Expert 
Date file received by expert 
First check 
Second check 

--' 

Date report delivered 
Outgoing reference to court 
Date of outgoing to court 
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2A.3 Third Part Deliven' of File to Experts Atfairs to oe ~enu W 

Experts Dept. 

checked 

1. After fees are paid and the secondary file is opened. The 
court secretary prepares a notification to North Cairo 

Experts 
to send the file which is checked and approved by the 
Department Head. 

2. The court secretary sends the original file to the reception 
unit as well as the notification, these are recorded at the 
incoming records of judicial units. 

3. The file is delivered to the record & information unit to 
record the fees details the same day it is paid. 

4. The file is sent to the sorting 'se'ction to be sorted & 
to ensure documents and stamps are 

complete and all information is accurate 
according to documents. The sorting 
that he sorted & checked the file. 

employee signs 

outgoing 
includes all 

5. The file is sent to the outgoing section in which an 
reference is given, the court secretary 

information on the cover of the 
secondary tile to be identical 
being sent. 

to the original file before 

ref., he 

from 

Experts 

6. The outgoing unit prepares outgoing form of files which 
includes the case No. name of parties, outgoing 

includes the number of files sent. 

The form is of an original and one copy. 

A. Outgoing File Form: 

Original---~~ To be signed by representative 
-" Experts 

Copy 5P Delivered to Secretary Dept. 
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delivery 

turn 

Affairs 

B. Outgoing letter: 

Original ----•• ~ Experts Dept 

Copy ----,-_-_-... To be signed by secretary 

7. For internal delivery between the units the internal 
fonn is used. 

8. The file and their attachments are delivered to the court 
representative which acknowledges receipt who in 
delivers the fiks to the Experts Dept. 

These files should be carried in suitable handbags. 

9. The court representative delivers a copy of the letter daily 
signed by him to the outgoing unit of the Experts 

Dept. 

The following forms are illustrated: 

- Incoming record Uudicial units) 
- Internal delivery fonn 
- Outgoing fonn 
- Outgoing record (experts) 
- Outgoing letter 
- Flow chart for part III 
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Incoming Record (judicial units) 

Incoming Case No. Unit Disputed Parties Delivery to sorting Remarks 
Reference 

Name No. tst 2nd Date Signature 
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I,nlernal Delivery Form 

Serial Incoming Case No. Unit Disputed parties 
Ref. Unit Unit No. 1st '2nd 

Name 

, 

~- ~- -

Form issucd to dctermine Iile movement from reception, sorting. incoming and outgoing, 

--L 
~---~ 

EXPHts Affairs Unit 

Received from Delivered to 
Unit Date Name of Date Signature 

received unit 
delivered 

, 

,-

~ 



.Experts Affairs Dept. 
Outgoing unit 

Outgoing fOI-m for files sent to experts 

Day 

Date 

Total No. of files __ _ 

Serial Case Unit Follow Disputed parties Serial Case Unit Follow Disputed parties Incomplete 
No. Name No. of up ref. 1st 2ntl No. Name No. up ref. 1st 2nd files returned 

unit No. No. 
\ 

,-

I 

-- --- - - ------ -~ !.-------- - - - -
_ __ J 

Dept. Head Unit Head Outgoing personnel 

t3c. 

.. --..~ ... ,~"", ---: .T1 /L:.;;] r'~ :', ~ 1 ,..---.--- ---, 
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North Cairo Court 
Civil Unit 138 

Head of Experts Department 

Dear Sir, 

Attached please find notice for case No .......... civil in order to 
proceed with the work according to the judgement dated .................... fees 
were paid by receipt No ........................... . 

Please note the necessary action and be informed that the case is postponed 
until the expert finishes his report. 

Very truly yours, 

Senior Clerk 
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Part III 
Delivery of file to experts 

From Part 11 

The court secretary 
prepares the outgoing 

notice to Experts 

The court secretary 
delivery the file and-' 

notice to the reception 
and is recorded in 

Incoming judicila unit 
record 

Sorting unit to 
check & sort 

Record at follow up record 
for cases forwarded 

Outgoing unit 

Prepars outgoing form 
Records at the outgoing register 
Prepares files and sends them to experts 
Dept. 

To Part IV 

Recording fee information 
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2.4.4 Fourth part receiving incomplete files and retUrfllng them after 
being completed 

1. When files are received from experts to be completed the 
incoming unit who records and received it, then it is delivered 
to the sorting section to ensure reasons for files being 
incomplete. 

2. The sorting unit advises the court secretary that there are 
incomplete files and delivers these by the internal form. 

3. The incoming unit prepares a daily statement for cases to be 
completed for the follow up judge. 

4. The court secretary takes action to complete the files within 
48 hours a notice is prepared and the file is delivered to the 
sorting unit which checks it to ensure'it is complete. 

5. The sorting unit delivers the files to the outgoing unit as well as 
the notice to be sent to the Experts Dept. following the same 
procedures at the previous stage. 

The following form shows the incoming incomplete file record. 
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Experts Affairs Dept. 

Incoming Record (Incomplete files) 

Serial Case Unit Follow up Disputed parties Delivery to sortin2 unit Remarks 
No. Name No. of unit ref. No. )st 2nd Date Signature 
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2.4.5 Fifth part: Receiving files after completing the n;ports, 
sorting and distributing them to judicial units: 

1. The incoming unit at the experts affairs receives the 
incoming files from experts department after reports are 
completed, these are recorded at the incoming record, 
then they are delivered to the sorting unit to be checked 
and ensures that files are complete. 

2. The sorting unit delivers the files to the outgoing unit by 
the internal form, then it is distributed to judicial units, 
the court secretaries acknowledge receipt according to the 
previous mentioned procedures. 

2.5 Recommended training programs for court personnel: 

First: Training courses for judges: 

The consulting team recommends the following items 
To be included as· follows: 

• Methods of evaluating forwarding requests and how 
to apply recommended standards . 

• Case studies in various specialisation showing cases 
which were not needed to be forwarded and cases 
that were refused to assign experts but the need 
showed the importance of the case to be forwarded 
to Experts. 

.. Defining the legal and technical assignments 
mentioned in the primary judgements . 

.. Determining of Fees. 
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Second: Training programs for emplovees at Expert~:. 

• Sorting the files 
• File management (incoming and outgoing) 
• Recording cases in follow up records 
• Statistics and information reports 

Third: Training program for emplovees at tvping 
section: 

Objectives: To increase speed and efficiency of 
typists. 

2.6 Other recommendations for the court: 

1. Providing facilities these are: 

• Handbags to carry files 
• Providing transportation facilities 
• Reviewing salaries and incentives as well as allowances. 
• Providing filling cabinets as well as stationery and 

printing materials to: 

- Court secretaries 
- Experts affairs 

3. It is important to give more care to file checking, by 
providing personnel responsible for file checking. This is 
different than the sorting unit at the Experts Affairs. 
The checking during the case review is quite important 
which has an effect on judges when evaluating the 
documents to ensure a correct judgement in order to reach 
justice. 
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2.7 Solutions and Recommendation according to timing and 
Decision maker: 

The following tables will illustrate the solutions which will be 
divided according to: 

a. Timing - i.e immediate or long tenn solutions 
b. Decision maker: 

- Internal court or experts department decree 
- Ministry of Justice decree 
- Law amendment 

c. The need for financial resources. 

The following tables illustrate these solutions:_ 
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Solutions and Recommendation at the Court 

First: Organizing the receipt of forwarding requests and issuance of 
primarY judgement: 

Solutions and Classification according According to Decision taker I Financial 
recommendation to time requirements 

Immediate Medium Does not Internal Ministerial Law 
and long need a decision decree amendment 

term decision 
. Reducing the number oi 

I 
X X -Allowances 

1ses forwarded to Experts to be paid to 
nd forming a committee to committee 
etermme standards for cases members 

be forwarded and train - Training 
Idges costs 
. Postponment of cases X X Does not need 

lhould not exceed one time any financial 
luratlon does not exceed two resources 
leeks. 

, The wording of duties m , X X Does not need 
jelation to pnmary Judgements any financial 
,hlch should resources 

be conslstant with case 
1 subject and disputed ! 
J parties requests 

not include legal aspects 
;- not use printed forms 

t. be clear 
- Allowance ---j . Forming a committee to X X 

I escnbe legal & techntcal for committee 
ispects of assIgnments and members 
:~aining judges ... - Training 

costs 
). USing outside experts as X X Allowance for 
~ntversity professors committee 
onsulting firms in order to members who 
ctlvate article 136 of the will decide 

\ 

~roof law I and execute 
,---
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Solutions and Recommendation at the Court 

Second: Tvping the primarY judgement and re-organizing the t\ Qing 
section: 

---:!:l i Solutions and Classification According to Decision taker Fillanclal 

\ 

recommendation accordin~ to time requirements 
Immediate Medium Does not Internal Ministerial Law I 

I 
and long 

I 

need a decision decree amendment 
term decision 

I 1. Re-organizing X X Does not need 
I the typing section additional I and having a financial 

separate umt to resources 
type prImary 
Judgements 
reporting to the 
Dept. Head 
2. Developing the X X X Does not need 
work cycle and additional 
controlling \v ork financial 

I resources 
I 3. Settmg an X X 
I incentive system 

to typmg 
emplovees 
4. Providing X X Needs an 
computers to additional budget 
judges I 

5. Organizing a X X 
trainmg program 
for typists to 
increase their ." 

speed and 
efficiencv 

.. , -. --
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Solutions and Recommendation at the Court 

Third: Estimating and Paving Fees: 

" 

1 
.J 

1 Solutions and 
! recommendation 

i 
i 
, 
I I. Not allowmg 

postponment of fees more 
than once postponment 
perIod does not exceed 2 
weeks 

I 2. Settmg standards to 
I detennine fees taking the 

type of case into 
consideratIOn adding an 
extra fee to develojJthe files 
3. Having 50% of fees to 
improve working conditions 

i and to equalize experts with 
I the allowances provided to 
i medical experts 

J 

Classification According to Decision taker 
accordinl' to time 

Immediate Medium Does not Internal Ministerial Law 
and long need a decision decree amendment 

term decision 
X X 

I 
X X 

X X 

Financial 
requireme 

nts 
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Solutions and Recommendation at the Court 

Fourth: Reorganizing Experts Dept. and Recording Dept.: 

Solutions and Classification i According to Decision taker Financial 
recommendation accordin to time I requirements 

Immediate Medium 

I 

Does not Internal Ministerial Law 
and long need a decision decree amendment 

term decision 
I. Havmg experts work in 

I 
X X 

one Dept. 
2. Canceling the General X X 
Record and developing 

I the special record and 

3. Using computers for X X Needs financial 
the special record resources 
4. Organizmg training X X Need financial 
programs after applying resources 
development aspects 
5. Developing reporting X X Does not need 
system and statistics extra finance 

, 
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Solutions and Recommendation at the Court 

Fifth: Training programs recommended for court personnel: 

Solutions and Classification According to Decision taker 
recommendation accordin~ to time 

Immediate Medium Does not Internal Ministerial Law 
and long need a decision decree amendment 

term decision 
l. Training program for X X 

Judges: 
- To develop standards to 

fc}[\vard cases 
I - Assignmg work duties 

2. Traimng program for X X 
employees working at 
Experts Dept. 
3. Traming program for X 
tyPists 

72 
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Solutions and Recommendation at the Court 

Sixth: Other recommendations: 

I 
Solutions and Classification According to Decision taker Financial 

recommendation accordin~ to time requirements 
Immediate Medium Does not Internal Ministerial Law 

and long need a decision decree amendment 
term decision 

I. Providing physical X X Needs finance 
resources to move and save 
files 
2. Reviewing salaries and X X Needs finance 
incentives ! 

I 3. Providmg forms and X X Needs finance 
stationary and fi !ling cabinets 
4. Improving checking X X Does not need 
procedures before hearings to finance 
ensure they are complete 
before being presented to the 

1 judges " 

i 
.1 

I 

i 
, .j 
, 

1 
.1 

p 
~j 
~~ . 

'·1 
, ·1 

i 

·1 
. j 73 

"l 

J 



, 

" ) 
I 

'1 

1 

'] 
j 

. 1 

i 

I 
- j 

J , 

I 

I 

'"1 
I 

1 

1 
--, 

! 
, I 

1 
1 

3. Solutions and Detailed Recommendations 
to Problems at Experts Depa'rtment 
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3. Solutions and recommendations for problems at ExpeULDept.: 

Cairo) could be divided into three groups from the point of view of 
recommended solution and the authority for taking the decisions as follows: 

• Problems which, need law amendment; these require an additional budget 
in order to be solved. 

• Problems which need decision to be taken by the head of expert 
department. 

• We have already discussed these problems in the first part of this report. 

We would like to pay attention to an important problem not related to legal 
or internal procedures, but is related to how experts are viewed and the 
nature of their job, which causes experts de-motivation and gives an 
impression that t 

Therefore, it is important to provide an adequate work climate as well as 
physical resources to enable them perforIn their job efficiently. As the 
experts will have an important role in the judicial process specially in the 
next period where investors will not accept delays in finalising their legal 
disputes so it is important to provide a positive working climate for experts 
to enable them improve their performance, or this will res~H that their role 
will of limited importance in the judicial process or it would better to 
reconsider the importance and their existence. 

This point of view depends or the feedback received to solve the problems 
that the expert department faces at present. 

In this chapter we will outline the recommended solutions in detail and we 
will also recommend the forms and the reports as well as the person who has 
the authority to implement these changes and the need of additional funds if 
applicable. 

Concerning the remaining recommendations they will be outlined in a 
similar format as presented in our primary report. 
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3.1 Developing the working svstem and file managemcm at the 
secretaries department: 

3.1.1 The organisational structure for the secretaries department 
at the North Cairo Office and the work distribution: 

First: Recommended organisation chart: 

At present the work is distributed between employees 
without taking into consideration the various 
specialisation. the major factor is distributing the work 
according to the number of records or the volume of 
work performed by each employee . 

In our opinion the department has to be reorganised and 
divided into sections to provide work co-ordination and 
facilitate the determination of specialisation in a more 
specific manner. 
The head of experts department has the authority to 
implement these changes without referring to the central 
division for organisation and management. 

Second: Department Specialisation: 

1. Reception Unit: 

A. Responsible for relieving all correspondence from 
judicial representatives. 

B. Checks the files upon receipt 
C. Records the files at the incoming records 
D. Returns incomplete files to sender 
E. Delivers complete files to the relevant secretary 

This unit needs 3 persons as follows: 

- Checking the files - 2 persons are needed in addition to 
the section head, who performs the 2nd check. 
- Recording the incoming incomplete files and delivering 
them to the relevant secretary. 
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2. Computer Unit: 

3 

A. Collects input forms 
B. Checking the data to ensure it is complete 
C. Entering the data into the computer. 
D. Printing the checked data and comparing it with input 

forms. 
E. Prints reports. 

The work in the department is distributed according to 
the following alternatives 

A. Three employees are to be assigned, one for checking 
before entering the data, the second to enter and print 
the data and the third for-checking after data entry. 

B. Or having one person for each specialisation i.e. 
engineering and agriculture, and another for 
accounting, the third person will be the section head 
and responsible for checking. 

A. Recording the incoming and outgoing correspondence. 
B. Handling administrative matters as attendance and 

personnel affairs. 
C. Preparing statistics and reports. 
D. Receive complaints from the public, recording and 

sending them to the Head of Experts Department. 
The department will need five persons including the 
department head. 

76 



, ! 

, I 
j , 

I 
,j 

J 
, 

j 

['I 
L' ,-

1. 
(Engineering - Agriculture - Accounting) 

These are 3 sections each for every specialisation and 
performs the same duties as follows: 

a. Incoming 
b. Forwarding record 
c. Notices 
d. Outgoing 
e. Achievement 
f. Statistics 

Personnel needed for this department are six persons 
including the department head to be distributed as follows: 

No. of employees Specialisation 
1 incoming and outgoing 
1 Forwarding and data input 
1 Achievement 
1 Notices 
1 Outgoing 

_.', 

1 Statistics 

This distribution is proposed according to the volume of 
work. The department head could perform same duties in 
addition to his supervisor role. 
In our opinion we recommend that he prepares the 
department statistics and checks the input data sheets. 
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5. Total Manpower required for the department: 

No. Position --
I Senior researcher & department supervisor 
1 Head of secretary department 
6 Section heads 
2 Reception and checking unit 
2 Computer Section 
5 Secretarial department for the whole office 
5 Secretary for the accounting experts 
5 Secretary for the agricultural experts 
5 Secretary for the engineering experts 

32 Total 

These numbers are indicative and depend on the volume 
of work in each section. 

3.1.2 Important factors to be taken in consideration of the 
Secretaries department: 

According to the recommended organisational,c,hanges there 
are certain important factors that should be taken in 
consideration. 

1. When files are received from the judicial unit, the reception 
section performs the following duties: 

a. Sorts and checks incoming files to ensure their 
completeness. 

b. Record complete files which are to be forwarded to 
experts in the incoming register as well as recording and 
signing it at the form received by the judicial 
representative. 

c. Preparing the form for incomplete files to ~e returned to 
the judicial representative who signs indicating that these 
are to be returned back. 
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d. the checking and sorting process to be perrom!l.~d ,,: tile 
presence of the judicial representative and should not be 
left as at present where checking takes place after three 
days, causing difficulties to determine responsibilities as 
both the reception unit and the judicial representative will 
not be responsible in case of loss of any document from 
the files. 

e. Placing the incoming reference and date of the file. 

2. All files are to be sent to the sector manager for the North 
Court or the senior experts who will direct the files according 
to the specialisation, then the files are returned to the 
reception unit who in turn will deliver them to the secretaries 
according to their specialisatiorr. -

3. The secretaries will record the files according to the courts 
and name of disputed parties who in turn will send them to 
the assistant senior expert who will forward them to the 
expert. 

4. The person responsible for recording the files will record 
them before being delivered to the expert, then the file is 
delivered to the expert by the intern,il forni'.' 

5. Returning incomplete files to courts: 

a. If files are to be returned before being received in this case 
these files are returned to the judicial representative 
without being recorded. 

b. In case files are returned according to the experts request, 
so an outgoing letter is to be prepared and it should be 
recorded in the outgoing incomplete files record. 
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6. Notifving the disputed parties: 

It is important to send the notices by special mail (advice of 
receipt) not registered mail to ensure that they are delivered 
- these should be sent to the computer to be recorded and 
should be recorded in the notice records for future reference 
if a need arises. 

3.1.3 Developing forms and records for specialised secretaries: 

3.1.3.1 Computerising the recording procedures and records: 

The best solution for the problems related to the recording at 
the specialised secretaries would be to computerise these 
records. This will speed the recording process, as any data 
related to files, or statistics could be retrieved and printed 
upon request, also follow up of the files could take place at 
any moment. 

The Experts Dept. has taken many steps in this respect, as a 
program was designed for recording using computers and 
follow up if cases forwarded as well as completed cases. 

The information center was established by riiid 1995 and 
started to perform in 1998, but it is not working at present due 
to problems related to the software programs and difficulties 
in retrieving data due to the large amount of data entered. 

This system was applied at East Experts office but not at the 
North Expert Office. 

The svstem was applied as follows: 

1. Each specialisation prepares its forms and sends it to 
the computer. 

- Form (1) basic information on cases , 
- Form (2) information related to forwarding 
- Form (3) information related to redistribution 
- Form (4) Experts form 
- Form (5) Achievement form 
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2. The person responsible for operating the computer is 
In charge of inputting the data in forms, the number of 
persons working at East Cairo Office is 3. 

3. Printing the requested data and sending it to the 
Research Dept. to be included with other offices for 
statistical purposes. After the program has been 
stopped, the Specialised Secretary Dept. prepares the 
statistics. 

The present status of KD.P: 

The present system is being adjusted and it is on a trial 
basis at the North Giza Office in order to be applied at all 
offices. 
One form has been designed instead of the 5 previous 
forms which are divided to parts as follows: 

1. Checking data 
2. Name and address of disputed parties 
3. Forwarding data 
4. Case details 
5. Notice details 
6. Achievement details 
7. Outgoing information 

The form consists of three pages each has a table which 
includes the case No. and year as well as incoming 
reference and data. 

This form is under development at present and it is not 
known if it will be applied - we recommend the 
following in respect to this form. 

1. Adding a serial number ·at .the folloo/ up record for 
cases forwarded to have ties between' the court and the 
experts office and to provide co-ordination. 
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2. Adding information related to rejection of Expens 
reports and recording this information on the input form. 

3. Adding information related to incomplete files 
returned, and number of times the file was returned and 
entering all this information at the computer. 

4. Unifying the file references at the court and Experts 
Dept. to have a network between the court and the 
Experts Dept. 

The following are the input forms prepared by the Experts 
Dept. without changing them. 
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Case No .......... . 
Case Date ...... .. 
Incoming No .... . 
Incoming Date ... . 

Governorate 
Judgement 
Area 
Case No. 

I~PUT DATA FORt'\-l 

Checking information 

Case Type (civil- ... ) ...................... .. 
Year of case ................................ .. 
Incoming Ref. ................................ . Incoming date ...................... . 
Outgoing ref. Number ...................... .. Outgoing ref. Date ............... .. 

I Remarks if any 
....................................................................................... 

Date of primary judgement ................... ; Date of court hearing ........ . 
Type of forwarding (normal- thirdly in one specialization) ., ...................... .. 
Reason of return .................................. . 
Reason for completion ......................... .. 
Job required ...................................... . 
Fees details (new - previous fees - exempted - continuation) .. _ ..................... .. 
Amount ............... Receipt No. ................. Date ofreceipC ................ . 
Name of person who paid the fees ...................................................... .. 

Statement of Disputed parties 

Name of disputed party Type of disputed parties Address of disputed 
parties 

Name of employee who entered the data 



r 

.. ! Case No .......... . 
Case Date ....... . 
Incoming No .... . 
Incoming Date ... . 

Forwarding Information 
1 
1 Specialization Experts Type of fonvarding Date 

Name (internal-court) forwarded 

. ~ 
1 

! , 

Hearings Information 

1 Specialization 

II 

Experts Type of hearing Date of 

~ 
I 
II 
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Name hearing 

Notice Information 

Date of Notice No. Date of notice Name of disputed 
hearing parties 

Name of employee who entered the data 

Experts De,P-artmer!! 
Follow up 

Date No. of missions 
received 

Date of Reason of postponment 
next 

hearing 

-"'. 

Outgoing Outgoi Form Form 
reference ng 6 6 

date 
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Case No .......... . 
Case Date ....... . 
Incoming No .... . 
Incomin Date ... . 

Experts Dept. 
Follow up 

Achievement information 

Specialization Experts Name 

Achievement (Report - Memo) , .... " ........ , ....... , ... . 
Number of working dates in the office, .............. , .. . No. of days out of the oflice ............ .. 
Date the report was presented ........................... .. Report No. of pages ..................... . 
No. of minutes .................... . Minutes No. of pages .................... . 
Requested Fees ................... . 
Specialization .............. . First checker. .... :............ Date of I" check .................... . 
Specialization .............. .. Second checker............... Date of 2nd check .................. . 

Outgoing details 

Outgoing ref. No ................... . Outgoing date ....... ,-.0 ...... 0," 0 ........ .. 

Reason of outgoing ............... .. Type of outgoing ......................... . 
Fonn 6 ............................... . Date of fonn 6 ........................... . 
Date Delivered to court ......... .. Sent to ............... 00' 0 0 0 ••••••• 0 .... 0 .. .. 

.. ", 

Name of employee who entered the data 
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3.1.3.2 Developing forms and records for follow up of cases at the 
secretaries department: 

Number of records at present: 

The number of records at present for recording and follow up 
the cases are approximately 71 records for all specialisation. 
This excludes the experts records which done by the experts 
and they are 82 experts at present. 
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Forward records experts 2 2 2 - 17 To be developed 
Achievement record --- - -- --- --- ----- -- 2 --- --1- -1- --1- 2 - I I I 2 ---17 To be developed -0-0 --

------- -- - --- --- - -- -- - -- -----:-'------- -- - -

Notice records 112 112 I 2 __ _ ____________________ ------ -- ---- ----1-- -- ---- --- ----

Form 36 I 2 _____ -____ - ---- -- -- -1--- -- -- --- - --- -- -- - -- -- --- - ----

Fees I I I 3 ___ ___ __ _ ____ --------- -- --------1--- -- ---
Form 6 2 I I I 2 - I I I 2 - 17 • -- -~-- -- .----~ - -- -- -- --- - -- -- ~---~ --- -- ---- -- -~-- - --- -- -- - -- ---

Serial form . 4 -- ------ - --------------------.-~ - -.--~ -------

Experts 40 30 12 82 

Incoming ====-==_. _______ . ~.~-===_-=-=I-=I~==== -=. 1= 
Outgoing _---- _ _ _______ .__ __ __ __ ___ _ __________________________ I _L_ 
Outgoing to be completed . I 

,Court Deliveries = = = -.-- ----- ----.------ -- ---- --- ---- ---.-
__ o __ o ___ • __ •• ___ t __ t ___ I __ t __ ~_~ __ .~ __ I ___ .I ___ I_~ ___ 0---0-

Correspondence 
Complaints ----- --0--0--0--

__ o __ o __ t--_I_I_I __ I_I __ I __ I---l __ I __ 1-1--1-o--o--o---



, , 
1 

. I 

'1 
j 

" \ , 
, J 

, 
• ! 

.' 1 

I 

The basis of developing the manual forms: 

1. Facilitating the tying of manual records with the computer. 
2. Facilitating the tying between the experts department and the courts. 
3. Providing the necessary information to prepare the statistics. 
4. Unifying the forwarding and achieving records in one record and 

designing a new record which will include the previous three mentioned 
records. In case of not accepting the idea of cancelling the achievement 
record and having the forwarding record after being developed which will 
be called follow up record for cases forwarded to experts. 

S. Reducing the number of records used by unifying and cancelling some. 

The number of records reduced became 36 records as follows: 

Achievement records 
Withdrawal records 

Total 

17 
2 

19 

, 1 The following are the forms which we developed. these were given 
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numbers as follows: 

1. General incoming record for files from the judicial units (form No.1) 

Objectives of the record: 

This record is handled by the reception unit and is llsed to record 
incoming files from courts and judicial units after checking take place. 

The following is a copy of the page of this record. 

.... ' ... 
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Incoming record for tiles received from judicial uniis 

Incoming ref Information related to sender No. of Name of Case details Receiver 
attachments disputed 

parties 

Name of Outgoing Follow 1 ~I 2nd No. of Date Receiver Date Signature 

sender information up ref. case Name received 

No. Date 

, 
: 

-------

t!~ 
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2. Follow up record for cases forwarded to Experts (Form So. Z) 

This record is used to record cases forwarded and completed, it is a 
substitute to the forward and achievement records it was found that these 
records will be in one record to reduce the number of records and to 
enable to follow up Experts work until it is completed - this will reduce 
the number of records by 19 records. 

The record will include achievements, this will facilitate the preparation 
of statistics from the monthly Experts achievement reports which are 
prepared from the Experts records. If the achievement record is not 
cancelled - the records will be reduced by 2. 

The following is a copy of this record. 
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Follow up record for casess forwarded 

Month 

North Cairo Case Types __ _ 
Specialization __ 

Case details 

Case and court information , Disputed parties 

Unit Case No. and Follow up No. Court outgoing :1 st 2nd 
date ,-

Name I No. No. ___ J ___ PllJe _ 
-~-------- ------ ~ - -

cPS/7 

--.~ t ' 
~ 

~, ~ 
~,~.~ .. ~: 
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Follow up record for cases forwarded (Continued) 

Month 

North Cairo Case Types __ _ 
Specialization __ 

Expert's iilformation 

Duties Expert Notice Fees 

Expert's Date of Signature No. Date Amount Receipt No. Date 
Name reciept of : 

file 

I 
I 

I - ----------- - - - - ~ -----------.---~-----

6r13 

~-~,'-.-- Lc..;8 ~-;.. ~ ......... ~~-~' --.~~ ~ 
.-~"""-. ,)."j 
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Follow up record for cases forwarded (Continued) 

Month 

North Cairo Case Types __ _ 
Specialization __ 

Achievemen:t information , 

Received from Sending the report Report No. of pages No. of working Fees expenses 
Expert or memo or days 

\ memo 
Report Date Outgoing Date Minutes Report Inside Outside Fees Expenses Total 

No. recieved the the 
office office 

~~ ~--~~ ------ -- - ~ -- - - ~ --- ---

cf'.£'"' e 
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Follow up record for cases forwarded (Continued) 

Month 

North Cairo 

Achievment Information : 

Fees determined Status Repor~ Notice 
report Ref. No. 

Fees Expenses Total , No. Date 

arc! 

,,-..r"'~ __ . -r~-""<:! "'---; 
~- - ~'-"'l 

Case Types __ _ 
Specialization __ 

Withdrawal Remarks 

Reason for 
withdrawal 

; 

Dte of 
withdrawal 

,,,-...,,.........-.. 
,<-
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3. Achievement Records form No. (3) 

This record is used to determine the actual achievements for Experts 
during the month for each specialisation, we recommended to unite. This 
record with the follow up record for cases to be forwarded, in order that 
the record will be complete for forwarding, achievements and withdrawal. 

But we found that this will cause difficulties to determine the monthly 
achievements by specialisation, so that the basic element will be the 
forwarding date not date of achievement record. The follow up record has 
been designed to include all achievement information so it could be used 
as a substitute for the forwarding, achievement and withdrawal records. 

The following illustrates a copy of the achievement record. 
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Achievement Record 

,- s ~Ii;-I -,"Forward Case No. Information received from sender Name of Expel'ts Date the Outgoing Reguested Estimated 

"-J n. record disputed name report was ref. fees fees 

No. parties presented 

Court Unite Unite Follow up 1 s~ 2nd 

name No. ref. (court) ; 

; 

I 

I 

JtH 

... ---~ ~---
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.. to Outgoing record (incomplete files) form No. (4) 

This fonn will be used to record infonnation related to files returned to 
courts to be completed to correct mistakes. 

The following illustrates a page of this record. 
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Outgoing record (Incomplete files) 

Ou 
inror 

tgoing Information related to court sent to Name of Incoming Experts 

'Illation disputed 
parties 

-
No. Date Court Unite Unite Case Follow Ct 2nd Date No. 

name No. No. and up ref. 
year 

g?fl 

--, f"-" • 'l ,~-~ ---f_ ~::L~ >:~~~ f"~\ 
" ' 

(""''''''- ~'-, 

)---

Missing data or 
documents 

, 

.. 
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Notice records Form No. (5) 

This is used to record the information related to notices sent to disputed 
parties to advise them about the date of hearings, these have an annual serial 
number. 

Each specialisation has a separate record (Engineering - Agriculture -
Accounting). 

The following illustrates a page of this record. 
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Expert Dept. Specialization 

Notice record 

Type of Case ___ _ Date ------/ -----/ ------

Serial Case No. Experts hearing Sender's information Experts 
No. and year Name 

Day Date Name Address 

._, 

. - . 
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J 6. Case record according for names of disputed parties Form No. (6) 

I This record is used to detennine cases forwarded to Experts arranged 
, , alphabetically according to disputed parties names. 

in These are four records each employee is responsible for one as follows: 
",,~...d 

1:1 - Personnel cases records. 
{b - Prosecution cases records. 
: - Appeal cases records. -1 
J - Other courts records. 

,- J According to each specialisation i.e. there are 12 records. 

The following illustrates a copy of this record after developing it to tie it 
, j with the follow up record at the court. 
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Serial No. 

Case No. and 
year 

I 

I 
I 

Experts Dept. __ _ 

Record of Cases 

Case details Disputed Experts Name 
parties 

Court Unit Follow 1 ,[ 2nd 

Unit Unit up ref. 
Name No. 
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7. Experts record Form No. (7) 

This record is handled by each expert to determine the cases forward to 
him and follow up their status. 

In case the achievement record is cancelled and the follow up record will 
be sufficient, so achievement data will be derived from this record for 
each Expert and will be combined on the department level than on the 
whole office to prepare the monthly reports. 

The following is a copy of this record. 
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Experts Record: 

Expert's Name 
Specializaion 
Expert's Code No. 

Court Informatioon 

Court 
Name 

C'r:J 

Unit 

Name No. 

r-' ", 

Follow up 
ref. 

Disputed Date of Date forward to Date of hearing 
parties initial " Experts 

hearing: , 

lst 2nd 1 2 3 4 

.-

--,-, ~~ 

" -""~~.~'\ 
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Experts Record (Continued): 

Expert's Name 
S pecializaion 
Expert's Code No. 

Report 

No. of 
I 

No. of 
pages minutes 

F·~ 

L 

Acbievment Information 
; 

Memo Outgoing 

No. I Date 
~ 

~-------- .. 

':'-~~ ~"""~ <, " ~~-, 

Estimated Requested Committe members 
fees fees 

Secretary Experts Type 
signature name 

.-------

,....-----. -,-""'" 
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8. Court Record Form No. (8) 

This record is handled by the secretary's department and uses form 1 
courts, it is equivalent to the Experts record. 

We recommend to cancel this record as all information is included in the 
follow up record as well as Experts record. 

This will reduce the number of records by 17 records. 

The following shows a copy of this record in case it is kept and not 
cancelled . 
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I~pert Department 

Serial Record Court information Disputed 

No. parties 
. 

Case Court Unit Follow 151 2nd 

No. Name up ref 

Name I No. 
-~ 
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Specialization 
Case Type 

Primary Incoming 
judgement information 

date 
Date No. 

Experts 
Name 

Achievements 

r .... ~-­
';-._--< 

Committee Previous 
. members forwarding 

E~perts Speciali Previous Follow 
mime zation expert's up ref. 

name 
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9. Record to deliver files to courts after completing the Experts report: 

This is used to deliver files to courts after the report is completed it 
consists of 5 books: 

- North Cairo Court 
- Partial North Cairo Court 
- Appeal court 
- Prosecution office 

At present another record is kept for outgoing (completed files) by using 
form 36 Experts but by changing the column contents as no forms are 
available so form 36 is used for court delivery, notices, completing files 
and the column data is changed, so the only person who could understand 
it is the record keeper. 

We therefore recommended to use a separate form for outgoing 
(complete) and another one for notices, and a third for files delivered to 
courts. 

We have previously illustrated the outgoing (complete) record as well as 
the notice record we hereby illustrate the court delivery record. 
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Experts Dept. 

Delivery record to courts (including reports) 

I Outfoing Court details Expert Report or Memo Remarks 

! 
No. . Date ! Case Court Unit Follow Name Speci:dization Report Memo 

No. Name Name No. up ref. No. of No. of 
I pages minutes 

I 

~ 
; 

i 

'---- ------ - - -- - I 

'Itflt 
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10. Outgoing mail form 

The outgoing unit prepares the outgoing mail form for the general 
outgoing or outgoing notice (disputed parties) or court outgoing each has 
a separate form, and to be changed to the post office for each post there 
is an R-- number. This number is recorded in the ( R ) column in the 

form. 

The stamp is placed on the envelope in which the outgoing reference is 
mentioned from the outgoing record. 

The following illustrates a copy of this form. 
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Outgoing - General­
Reports & Files - Completed 

Date 1_1_ 

Serial No. of Outgoin 
stamp g ref. 

R 

I 

Total amount 

Expert Dept. 
Outgoing Form 

Outgoing Mail Form 

Sent to Address Subject 

~ -

Postal Fees 

LE Pt 

--, 

Office stamp __________ _ 

Post office employee _______ _ 

-.Sjgnat~re: ~ _____ _ 
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11. General outgoing record: 

It is used to record the Experts office outgoing correspondence - we 
recommend to keep it as is, but it should not be used to send files either 
which are complete or to be completed. 

The following is a copy of this record. 
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Outgoing Record "General" 

"'~()inl! letter Sent to No. of Page Description Outgoing Previous Reminders Received List to be Remarks 

Attachments No. office correspondence correspondence answered 
I- 'J f). )ate : 
f --- -

II) (2) (3) (4) (5) (6) (7) (8) (9) (10) (11) (12) (13) (14) (15) 
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3.2 Recommendations to improve Experts performance: 

3.2.1 Legal Adjustments to the Experts Dept. 

The Experts Dept. is regulated by the Law No# 96 for 1952 ,as 
previously mentioned ,we stated the reasons that this law is not 
suitable for the present work requirements ,also it lacks an 
integrated legal basis highlighting the importance of Experts, so 
there is a strong need to issue anew law to highlight the importance 
of Experts and to assist the judicial process, as it considered a non 
profit organization. 

This should not have an impact on the Expert's ability to face his 
living requirements so he will outline the standards which will 
form the basis of change as follows: 

• The new law will organize all legal organizational financial 
aspects for the Experts Dept. as well as duties for personal taking 
into consideration that the Experts'Dept. will be a separate 

• The Experts Dept. should have a Board of Directors from 
senior experts, University professors could be included on the 
Board, the percentage of employees from outside the Experts 
organization will not be more than 25% . The objective of their 
presence is to provide advice . 

• The chairman will be a senior employee of the Experts Dept. 
The board will have the necessary authorities to manage the 
Experts and set up policies after being approved by the Ministry of 
Justice. 

• The law should include the basis to organize various 
organizational & financial aspects which will include a procedure 
manual to be issued by the Ministry of Justice. 

The law will delegate the Minister of Justice to set up these 
procedures and amend them when it is necessary to do so . 
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31212 Report Cvcle in the Experts Department 

3/2/2/1 Receiving Files and Forwarding them to Experts 

The files we received and sorted and forwarded until they reach the 
expert and here we will set up the standards to be followed. When 
forwarding the cases to experts as follows: 

We will determine performance standards for experts according to the 
work they perform which include administrative duties, discussing the 
disputed parties, and sit visits, analysing documents and preparing their 
reports, taking into consideration the experts experience because setting 
performance standards is an important factor to achieve a balance 
between work volume and technical quality of reports. 

On the other hand it could be used as an indicator to determine the 
number of experts needed to be employed in each specialization. 

Also the person who distributes the cases could organize the distribution 
process. These standards will assist him to reach the objective he 
required. 

It should be taken in consideration not assigning new graduates to handle 
cased on their own. They should be accompanied by and expert with 
experience for a period for six months to one year in order'to enable him 
to gain the necessary skills and to start having new experts, which have 
an adequate experience to handle the work. 

It should be taken in consideration to distribute the cases according to 
suitable specialization for distribution of cases should take this into 
consideration and determine the required specialization. 

If there is not expert at the experts department handle the case, the court 
would assign our external expert according to article 136 until the expert 
department will have this expertise available and a wording to the type of 
cases. 

If a case needs more than are expert due to its large volume or its 
complexity, so the person who forwards the case should determine the 
number of the experts suitable to handle the case, this should be taken 
into consideration when calculating the achievements for each expert. 
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3/2/2/2 Prioritizing the Cases and Advising Disputed Parties 

Arranging Priorities 

The expert arranges the files forwarded to him according to the priority to 
handle each case, these priorities are arranged according to the ministerial 
decree. 

We reward to arrange the case priorities as follows:-

The cases to be divided into groups according the its handling each group 
will have a certain alphabetical unit example group A for first priority and 
group B for the second priority and group C for the third priority . 

The assistant chief expert determines the specialization according to the 
priorities and determines the expert who will handle the case and the date 
of receipt of the case the expert to ensure that the expert follows the 
priorities. 

Notifving disputes parties: -

This does not start until the expert status to handle the case according to 
its priority, as if there is a need to delay a case for a month ortwo, since 
he received the case file, the expert will delay notifying the disputed 
parties for a similar period ( i.e one or tow months). 

Also in order that the experts work will not be nullified be has to notify 
the disputed parties with a regretted letter according to article 146 of the 
proof Law. 

The notifying process faces two major problems the first is the duration 
time the notice needs to reach disputed parties and second the mail 
problems, and the uncertainty that the notices were sent. 

In order to face these problems we here mentioned that: -
"" .. 

At present the expert has to notify the disputed parties as soon as he 
receives the case files regardless of priorities, he determines duties for 
postponed cases, so the disputed parties come to the expert on a regular 
bases to follow up the case. 
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All present we could use other methods to advise disputed parties, as 
Faxes or T cicpnone cails to be done to disputed pames or their 
representatives - the Law does not object if it is used as an additional 
method to the notice. 

It is preferable to send notices by advice mail to enable place the advice 
in the case file and on hat the expert ensures that the notice was delivered 
to the disputed party to avoid his objection. 

Having an agenda to read all cases postponed for each expert who will 
include the case number, information related to disputed parties, notice 
information date of learning and timing. As well as reasons for 
postponing and the date of the next haring, so that the expert will not 
require notifying the parties expert the notice that will be perform this 
duties, so that the disputed parties will follow up their case through the 
agenda, which will be put in the secretary's Department and an employee 
will be assigned to it, each disputed party will sign upon reviewing the 
agenda. 

In the future when the law is amended the disputed parties will be obliged 
to get the out going reference from the court to follow up their case, the 
disputed parties will sign each time they follow up and review their case 
at the secretary's department so they sign a fonn which determine the 
date of each hearing, they acknowledge receipt by signing,this form and 
so we could cancel the notification process completely. 

The Expert could use article 147 to avoid the delay of disputed parties to 
delay the case. 

3/2/2/3 The Start of the Work and Writing the Minutes: 

At this stage the expert starts this work according to the primary 
judgement so the expert writes all the data related to the case and advises 
disputed parties with the date of hearings and records the presence of 
disputed parties and records all discussions which take place and receives 
documents and their objections, he also include the site visits. -, . 

We recommend the following in this respect: 
The expert determines the work to be performed according to the primary 
judgement, he should not copy the primary judgement as it is. 
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Training newly hired experts on report. which enables him [0 analyze [he 
Jispureci pames discussions In order to reach a linal disc~.bsion. 

The expert should not leave space in the minutes he prepares to avoid 
manipulation of data in the future experts will be trained to write reports 
on computers and have disputed parties sign them. 

3/2/2/4 Discussing the Disputed Parties and Reviewing Documents 
and Evidences 

One of the major jobs that the expert performs is the discussions with disputed 
parties in relation to their requests a problem here arises which is that disputed 
parties to create problems without any valid reasons so we recommend the 
following: 

Training experts, interviewing and discussion technique with disputed parties. 

That the expert prepares a set of questions in which he could derive the 
necessary information in order to finalize the work performed. 

In case any of the disputed parties when performing object he should 
record this objective when performing his job with responding to him if 
he is convinced that the objective is invalid. 

In case that one of the disputed parties objects on the document presented 
in the case so the expert stops the work and sends the document to the 
court attaching a copy of the minutes of the meeting without sending the 
whole file to the court unless other wise is required. 

The court reviews the objection and the document and after taking the 
necessary action it sends it back to the expert to complete the work. 

This requires to amend the law in order to set up a penalty for parties 
which follow this parties for the purpose of delaying the case process, also 
this will enable us to avoid the problems of sending the file, checking and 
sorting it. 

The expert should not respond to postponement requests more that one. 

In case any of the disputed parties will misbehave in order to nag the 
experts in order to delay. 
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In this case the expert stops the work and sends a memo to the relevant 
coun in order thar the coun wiii determine the necessary ;',lI::s!lIner.t to 
avoid such a punishment. 

Decrease of disputes which governmental organization are introduced, the 
legal government represents do not attend at the court, which causes that 
the court listens to one party only which causes difficulties to reach the 
truth, and the government legal represents. Object so it is important to 
oblige legal government represents to attend to listen to their point of 
view and finalize the case. 

3/2/2/5 Site Visits: 

In this part the expert visits the sites as well as governmental and un 
governmental organization related to the case he reviews documents, 
books and records. 

This is considered a major problem the expert faces and we recorded the 
following: -

Solving transportation problems in relation to site visits, by providing 
adequate transportation facilities, or to lute transportation facilities to 
provide this service, the experts department will pay for expenses in order 
not to embrace the expert to avoid dispute parties and in order that the 
expert perfonns the site visits. 

In case the expert would like to review files or record, he requests the 
judge to issue an order to send all requested books and documents to the 
expert office. 

Expert training course should include the understanding of work methods 
in government institutions as well as banks to assist the expert to perfonn 
his job. 

Police department should coordinate to conduct investigations with the 
expert for places that the expert is unknown to 

Police protection should be provided to experts specially drawing site 
visits. It is recommended to have a judicial police to protect experts when 
perfonning their jobs. 
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The experts should be trashed on technical aspects and should be provided 
wid1 the necessary elJ.uipmem. incase wnere [he aoave i~ nu[ 2.\ :~ibhk the 
use of outside experts in important according to article 136. 

In case of refusal to cooperate with the expert, the expert requests to issue 
an order to enable to perform his job, this could be included in the primary 
judgement that a need for visiting certain places in requited to avoid 
issuance of an order. 
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3.2.2.6 Report \Vriting: 

The report \Witing is considered the last phase in which tht: Expert 
completes his work, in his report he outlines incidents and 
evidences which he collected in relation to the dispute according 
to the Primary Judgement. 

He analyses all facts, evidences and documents to reach the final 
results, so the Experts report is considered a proof in the judicial 
process so the report writing process needs to specific and includes 
all the previously mentioned factors and differentiating between 
analyzing and determining technical factors for all evidences as 
well as legal factors which are based on the previous factors. 

The law did not determine a certain format for the report, but 
objections received on Expert reports set up certain traditions 
specially the newly hired Experts, without having specific 
standards. 

Due to the importance of the report and its important role, we 
recommend to adopt a methodology to be agreed upon by , in order 
that the Experts could be trained on , we recommend the following 
in this respect . 

• Reports have to be written using computers which--will facilitate 
reading these reports . 

«I Technical and legal references should be made available related to 
Experts work. The Experts when referring to these textbooks and 
references will facilitate to all persons reading this report to 
understand the basis that the report was prepared on . 

• It is essential to provide a positive work climate in which the 
Expert could write his report by establishing a library which will 
include books and reference available for use on 24 hour basis, in 
order to avoid having the Expert to write his report at home. This 
will be done until each Expert will have a separate desk in which 
he could perform his work . 

.. It is essential to train Experts on repo.n 'Yfiting techniques taking 
legal requirements into consideration according fo article # 150 of 
the Proof Law which states that Experts have to submit a report 
signed by him submitting results and his opinion and the basis he 
derived the results in an accurate and precise format. 
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If the Experts are 3 each is required to submit a reporl statmg his 
opinion uniess they OtherWIse agree [Q submit one repun \\'hien \\ ; 11 
include the opinion of the three Experts and reasons we recommend 
the following in respect to the report writing. 

I.The Expert starts with an introduction explaining the mission or job 
he is required to perform, then he states the disputed parties requests 
and outlines the documents and evidences, he then explains what 
procedures were taken to start his job, the most important is the 
notification process. 

2. The Expert determines the work he performed which includes 
discussions with disputed parties, receiving documents, site visits as 
well as studies and research he conducted. 

3. The Expert after that outlines the results he reached and the basis 
he based his results upon . ~-

Finally he provides his opinion according to the results. 

• Experts should be allowed to state their inability to provide an 
opinion in relation to the case, without any embarrassment on 
condition that the Expert states the reason'S .In this case he raises the 
matter to his supervisors, in case the Expert lacks the necessary 
experience to handle the job, so it will be assigned to. another Expert 
who has the necessary skills and qualifications to perform the job. 
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3-2-2-7 Checking the Report: 

After the Expert finalizes the report he submits it to the section 
head who checks it . This check takes place (Pour la Forme) so it 
does not reach its objectives so we recommend that: 

*Checking to take place before the report is written not after, this 
allows the continuous checking during performing his job. 

• Standards should be set for section heads in relation to the 
checking procedures to enable the setting of rates. 

• The final checking for the report should be in written form and 
will be attached with the Experts report. the checker will outline 
the following points. 

1. If the expert understood the job _a~cording to the Primary 
Judgement and pr<:)Vides his comments if any. 

2. Evaluates if the Expert properly researched the evidences 
and incidents and provides his comments if any. 

3. The checker evaluates the technical basis the expert relied on 
in his report and mentions his comments if any. 

4. The checker evaluates the results reached by the Expert and 
mentions his comments if any. 

5. The checker evaluates the method and report language and 
mentions his comments. 

6. In view of the validity of the report if it is not valid, reasons 
should be stated, and the case should be returned to the expert , 
showing the defaults, to be handled in a proper manner. 

* Checking procedures should not affect the inspectors incentives 
negatively, but they should be questioned in case of negligence. 
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3.3 Statistics and Reports: 

We previously mentioned the reports and statistics which are prepared 
according to the specialisation of Experts, as well as the type of cases. 

These reports included two types the first is the number of forwarded 
cases and achievements either by reports or memos, we illustrated in 
the first part of the report the forms used at present we will include 
some additional reports, we believe that upon completing the 
Recording and follow up computer program which is applied at the 
North Giza Office and will be applied at all offices in the future and 
will be linked to similar programs at the court. 

It will be easy to issue various reports at different levels and at all 
areas, this will require to input the data once only from terminals 
which will be protected. 

The following are the additional recommended reports. 

3.3.1 Monthlv Experts report: 

Prepared by: The Expert 
Checked by: Section Head 
Approved by: Assistant Senior Expert 

This report is prepared either quarterly or monthly. 

Report Contents will include: 

- Cases forwarded during the month 
- Cases completed by reports or memo's 
- Cases which are withdrawn 
- Follow up if cases forwarded 
- Returned Experts Reports 
- Follow up of outgoing cases 

The following is a copy of the recommended report. 
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3.3.2 Monthly Department Report: 

Prepared by: 
Checked by: 
Second check: 
Approved by: 
Done: 
Report title: 

The Secretary's Department 
Secretary's Department Head 
Assistant Chief Expert 
Chief Experts 
Quarterly or Monthly 
Follow up of cases forwarded, achieved, 
withdrawal and returned reports for all cases. 

The following illustrates a copy of the report. 



First: Follow liD Report (All cases) 

l 
, 
I 

Case Type Beginning Forward Total Achieved Achieved Withdrawal 
i- 1 
f 
I' 

~ivil 
fax 

t 'labor 
}1isdemeanor 
\ppeal I 

If jersonal 
Jublic money 

Cases 
fotal 
J 

, 1 , 
Serial 

I 
I 

J 

1 , 
i 
, 

, 
i 
j 

1 

I 
'" Serial 
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j 
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Experts 
Name 

Total 

Experts 
Name 

Total 

Balance during month by memo 

I 

Second: Determining cases beginning of the period 

Specialization Code Civil Tax Labor Misdemeanor Appeal Personal 
No. 

! 
I 

Third: Cases forwarded during period 

Specialization Code Civil Tax Labor Misdemeanor Appeal Personal 
No. 

Ending 
balance 

Public Tota 
money 

Public Tot: 
money 



:..-~ .... ""-' ........ ~~, i....-....... [""'~"'- ---' r,7,::;-~ 
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Sixth: Ending Balance 

Serial Expert's Specialization Code Civil Tax Labor Misdemeanor Appeal Personal Public money Total 
name 

I 

~ __ J I 

- ------- ------- -- ------------ I 

Dept. Head _____ _ Assistant Senior Expert ___ ---, ___ _ Senior Expert ______ _ 

/0....5<:.. 
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Fourth: Cases Achieved during Period 

Serial Expert's Speci Code Civil Tax Labor Misdemeanor Appeal Personal Public money Total 
name alizati 

on 
Report Memo Repo Memo Report Mt:mo Report Memo Report Memo Report Mt:mo Report Memo RepOlI Memo 

rt 

I --
Total 

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

Fifth: Withdrawal cases 

Serial Expert's Specialization Code Civil Tax Labor Misdemeanor Appeal Personal Public money Total 
name 

, 

I 

: 

I 
- I 

Prepared ______ _ Checked ________ _ 

lo~df 
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3.3.2 Monthlv Department Report: 

Prepared by: 
Checked by: 
Second check: 
Approved by: 
Done: 
Report title: 

The Secretary's Department 
Secretary's Department Head 
Assistant Chief Expert 
Chief Experts 
Quarterly or Monthly 
Follow up of cases forwarded, achieved, 
withdrawal and returned reports for all 
cases. 

The following illustrates a copy of the report . 
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Serial Case Court 
No. 

Case Beginning 
type balance 

Civil 
Tax 
Labor 
Appeal 
Personal 
General 
Total 

Serial Case Court 
No. 

Withdrawn Cases 

Unit Case Forwar Date of Working days 
Name No. type d date withdrawal Inside Outside 

office office 

: Follow up cases 
-----~~~~-~~= 

Cases Total Achievement Withdrawal Total Ending 
forwarded balance 
during the 

month 

~ -

: Returned reports rluring the month 

Unit Case Forward Date Workin!! days Reasons 
Name No. Type Date report Outsid'e Inside for 

was return 
presented 
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3.3.3 Monthlv Report for the Experts Department: 

Prepared by: 
First check: 
Second check: 
Approved by: 
Done: 

Secretary Department 
Secretary Department Head 
Assistant Chief Expert 
Chief Expert 
Quarterly or Monthly 

~, .. -
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3-4 Developing the Incentive System and Performance EvalulHioll 

3-4-1 Developing the Incentive System 

The major criticism against the present incentive system, regulated by 
ministerial decrees nos.6423 ,6423, and 6425 for the year 1998 which has 
an impact on experts performance and report quality is the difficulty to 
reach the rates in order to get incentives, as the present system takes the 
number of cases regardless of quality and the effort needed also, the expert 
in order to get all incentives, he has to achieve the previous rates so in 
order to get the additional incentive he has to finish 9 cases, then he has to 
finish 2 other cases, the objective of the present system is to complete the 
greatest number of outstanding cases. 

These conditions cause that the expert finalizes the cases in a way that he 
can get the incentives regardless of the quality causing a great deal of 
cases to be returned, so in order to change the present system to the 
present ministerial decree it should be changed as well as the instructions 
of the Head of Experts Department. 

The following are some recommendations in this respect as follows: 

First: Incentives based on Qualitative Performance( Original, Additional, 
Evening) 

This is the incentive based on the number of cases completed we 
recommend: _ .. 

1- Keeping the present rates for all experts level jobs without any change, 
but an amount of 100% of the basic salary is to be paid. 

2- 25% of basic salary is paid for each case in addition to the original rate 
(as in item 1) without any maximum. 

3- Labour cases will be based on each employee to be considered a case 
with maximum 5 cases. 

4- Tax cases will be determined by each disputed year as a separate case 
with a maximum of 5 cases. 
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5- Evening Incentives: 

A- This is to be paid to all employees, also cases and hearings 
with disputed parties to be divided between the working and 
evening shifts to reduce the present work load and to insure that 
experts really are present at work 

B- Evening allowance is to be paid according to actual working 
hours. 

C- It is not essential to achieve a number of cases in the evening 
period. 

6- Cancelling the condition to achieve 5 cases against a tax case and a civil 
case. 

Second: Evaluation Incentives: 

Factor 

File Size 

No. of site visits 

Value of dispute 

Total relative weight 
Recommended 

incentive 

This is to be paid to cases according to their type and effort exerted it 
should be based follows: 

1- Missions should be divided into items, each item will be given a weight 
to be considered and to be determined according to the followings: 

- Size of the file case, the number of documents which need to be 
reviewed. 
- No of sites visits to be performed according to the-primary judgement. 
- The value of the case and its nature. 

The following table could be used as a guideline to determine the 
incentive. 

First Level Second Level Third Level Fourth Level 
Volume Weight Volume Weight Volume Weight Vulume Weight 

Less than 10 From 101 20 From 201 30 More 40 
100 to 200 to 300 than 300 
Less than 5 From 2 to 5 iO From 6 to 20 More 30 
200 8 than 8 
Less than 5 From iO From 20 More 30 
100000 101000 gm 201000 than 

to 200000 gm to 500000 
gm 500000 gm 

-. ' -gm 
20 40 70 100 

15% from basic salary 25% from basic salary 30% from basic 50% from basic 
salary salary 
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2- Each expert will detemune the number of cases completed and calculate the 
weights, this will be checked by the immediate supervisor and approved by the 
senior expert this will be done after approving the amendment, 
3- Payment will be affected according to the approved form as previously 
discussed. 
4- We do not see any point of using the previous form to the ministry for 
approval, it will be approved by the head of experts Department. 
5- No additional or evaluation incentive is calculated for tax and labour cases as 
each disputed year in case of taxes is considered a case also each employee is 
considered a separate case in the labour cases . 

Third: Checking and Supervision Incentives: 

1- Supervision: The present rates for supervision are adequate and we do not 
recommend changing them. 
2- Checking: We recommend increasing the checking rates to be L.E 10 for each 
case for the first check and L.E 6 for the second check, also checkers will receive 
original incentives as well as checking incentives-. 

Fourth: Top Management Incentives ( original and additional) as well as supervising and 
technical positions or the central departments aswell as the legal department at the 
experts department: will not change and to be kept as they are at present. 

Fifth: Additional Incentives for technical inspectors, we recommend to be increased to 
50% of the basic salary instead of25%. 

Sixth: It should be allowed to assign experts from offices at other prgyinces which do not 
have a large volume of work , in order to get the previous incentives, as well as to solve 
the problem oflarge volume of work at certain offices, as within 2 or 3 years the large 
volume of cases will not exist and the number of offices with a limited volume of work 
will increase which will not allow paying incentives. 
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3.4.2 Performance evaluation for experts: 

Basis for evaluation performance: 

The recommended performance evaluation system takes into 
consideration positive and negative factors for employees which could be 
reassured qualitatively and so the outcome represent the employees 
efficiency. 

1. The performance report includes the number of factors and 
Information which will be prepared by: 

a. Personnel Dept. 
b. Employee 
c. Dept. head 

2. The evaluation is prepared by various levels these include the direct 
supervisory, department head, and head of experts department. 

3. The employees development from one period to another is taken into 
consideration. 

4. Complaints are taken into consideration which have negative impact 
on the evaluation. 

5. Personnel recommendations are taken in consideration which has a 
positive impact are the employees performance. 

Explaining the performance report: 

The report shows if the employee is on loan or on a payroll of the 
department. 

Evaluation rates are as follows: 

a. Excellent (90-100) 
b. Very good (80-90) 
c. Good (65-80) 
d. Average (50-65) 
e. Poor (less than 90) 
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2. The first part of the report includes information to be filled by the 
Personnel department. 

It includes: -

a. Personnel information for the employee. 
b. Training courses the employee has attended during the evaluation 

period. 
c. Progressive discipline and complaints received during the evaluation 

period. 

3. The second part includes information that the employee will fill by 
himself and it will include the following: 

a. Major achievements 
b. Financial recognition received example as bonuses or special 

allowances. -~ -

4. In the third part of this report which is prepared by the direct suspensor 
by the direct superior as well as the department manager in relation to 
positive and negative aspects to be taken in consideration as follows: 

a. Volume of work achieved during the performance period. 
Comparison is held between volume of work achieved during the 
performance period and previous volume of work'during the 
previous period according to the following classification. 

(1) Undetermined work which includes labor and tax cases. 
- Work type A 
- Work type B 
- Work type C 
- Work type D 

(2) Evaluation aspects that the experts received during the 
performance period: 

These are considered the positiy~ _aspects in favor of the 
employee. . 

These include absence from work, penalties and complaints 
received from the public. 

112 



t , , 
I 

I 
f -
I 
"] 

; 

J 

'I 
j 
J 

5. Measuring the employee periormance. 

A. Four group of standards has been set to measure perfonnance as 
follows: 

1. Level of perfonnance. 
2. Managerial capabilities. 
3. Behavioral aspects. 
4. Qualified achievements. 

Also relative aspects are considered which decrease the evaluation 
Examples are penalties and complaints received: 

B. This report is used to evaluations supervisory and non­
supervisory positions difference are in!~e maximum ratings. 

c. There are 3 levels of maximum rates for positive and negative 
factors one for top management second for middle 
management and the third for the'direct suppression. 

D. The final evaluation is achievement by adding positive numbers 
and deducting the negative numbers. 

E. The maximum rates are recommended by us we believe that they 
could be detennined by the top management according to liter view 
and in case they agree to implement the from. 
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Evaluation Report 

Period From --- / --- / --- to --- / --- / ----

First: Personal Information: 

Name ..................... .. Date of Birth .............. . 

Dept. ..................... .. Department ............... . 

Position ................ .. Date employed ............ . 

Grade .................. . Date in grade .............. .. 

Degree 

2. Training works: 

4. Penalties: 

Reason Type Value Date 

-.. . 

.. ~ 
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Second: To be filled by employee 

Major Achievement 

A. 
B. 
C. 

Positive Aspects 

Recognition letters 
Bonuses 
Increases 
Other 

Signature 

Supervisors comments 

Signature 
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Third:To be completed bv the Department 

1. Total achievements change previous this period 

Item This Previous Change 
period period 
No. 0/0 No. % No. % 

Jobs 

Type (D) 
Type© 
Type (8) 
Type (A) 

Total 

Checked 
-...,. -- , 

I 

1st check 
20d check 

Total 



3. Returned reports due to lack of performance and complaints: 

Description No. Maximum rating Initial Final report 
report 

Top Middle First line Direct Head of 
supervisor supervisor experts 

nt nt 
Returned reports: 

Returned reports (D) * 15 10 8 
Returned reports (C) .. 12 8 7 
Returned reports (B) * 8 7 5 i 

Returned reports (A) * 5 5 5 
Total 1o1o 40 30 25 
Complaints: 

Complaints from judges 5 5 5 
Complaints from disputed parties 5 5 5 
Complaints from Superiors 5 5 5 
Complaints from collegues 5 5 5 
Penalties 10 10 5 
Total points 70 60 50 

'- - - - -_._----_ .. _-_ .. _-

Employee Direct Supervisor 

//3L 

r--'" r~ ~~ ~~ 
~, ...... ,,~,. 
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Bonuses 10 
Special raises 5 

5 
250 

Fifth: Returned reports: 

Returned due to lack of performance 40 
Complaints 
Penalties 

Final Score 

Employee 

-

~ ~':;t.~.:: 

20 
10 
70 

- - -
'- 250 

\ 
Direct supervisor 

r"--=""" 

5 5 
5 5 
5 5 ; 

200 180 

30 25 
20 : 20 
10 5 
60 50 
200 180 

. 

Assistant chief expert Re.spnsible authority 

{;:~~ ;-~"""'-''''<' 



Performance report 

Evaluation Factors Maximum Initial Final Remarks 
report report 

Top Middle First line Direct 
supervisor Ie person 

ent nf ns 

First: Work performance: 

Total work 35 35 40 
Quality 1 35 35 40 
Timing i 20 25 20 

Second: Management Abilities 

Planning 30 15 10 
Directing skills 20 15 10 

Responsibilities 20 15 10 

Initiative 20 15 10 

Third: Behaviour aspects: 

Relation with judges I(l 5 5 

Relations with disputed parties 10 10 5 
Relations with superios 10 5 5 
Relations with collegues 10 5 5 

Fourth: Rccogntive 

RecognatiQI1~ettcr to 5 5 

//Jf, 
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Difficulties and problems that face the expert and recommended 
solutions 

1. 

2. 
3. 
4. 

No. of cases handled by the expert are suitable compared with the 
rate related to his job compared to his peers at the same job. 
Cases he handles are within his level of experience and ability. 
Adequate training is provided to the expert. 
Physical resources are available to perform his duties. 

Inspectors Opinion 

To be presented to the Sector Manager for inspection with respect to the 
previous factors I would like to rate the performance of Mr. for 
the period from to with grade ____ _ 
Total Score _____ _ 

Signature of Inspector Date:_I. __ I_ 

-. " .. 
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3.5 Recommended Training Programs for Experts Dept. 

First: Expert's Training Programs 

It is recommended to design a comprehensive training program for 
Experts since they start working through their career it should not 
be limited to the present training which has is for 3 weeks which 
includes legal aspects and then is divided according to experts 
specialization and finally an exam is held. 

In addition there are training programs for portion which one for 2 
weeks. 
We recommended the training program to include: -

1. Legal aspects for Experts which will include: 

A. Legal matters for experts. 
B. Technical aspects for experts work from the legal and 

technical point of view. 
C. The Prof. Law and other legal aspects organizing experts 

work. 
D.Experts d.v hies in relation to:-

1. Judges and fonvarding par hies. 
2. Disputed par hies. 
3. The experts Dept. and Ministry of Justice. 

E. Procedures and training at experts work speCifically about 
is related to voices and lerarings and preparing the 
minutes. 

F. Legal matters related to documents presented. 

2. Technical procedures for experts which will be a separate 
training course which will include:-

- Handling meetings and hearings with disputed parties 
Concentrating on behavioral aspects for the expert and 
disputed parties. 

- Training on low to prepare minutes of hearings. 
- Training on site visits and handling unusual cases with 

practical examples. 
- Training on various legal cases. 
- Report writing training with case studies. 
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These should not include any theoretical lectures bc:t stwwd 
inciuue mouern lccimiques as [he "~ok Play" ciS \\.;:[1 as \\'ork 
shops. 

3. Specialized courses in specialized area's we recommend to 
have specialized programs in the engineering, Agricultural 
and Accounting areas for example. 

A. For Accounting Experts concentration should be on cost 
accounting, Managerial accounting as well as tax 
accounting with its various Branches, as well as the 
Egyptian and International Accounting as well as other 
topics related to the changing Economic Environment due 
to privatization and opening the door for foreign 
Investment and liberalizing trades the area's which we 
recommend for example:-

- Capital markets and all matters related to it from cases 
related to stocks and shares. 

- Mutual Funds. 
- Dumping cases. 
- Stock Brokerage. 

B. Engineering and Agricultural Experts. 

There was a complaint all levels that Experts are unable to 
follow up latest techniques in engineering equipment, as 
there are us lab's at the Experts, which causes that site 
inspection is ineffective causing the low quality if reports 
prepared. The expert is not on line with the latest 
developments in his field. 
We recommended that a detailed training needs analysis is 
to be done to determine training needs for engineering and 
Agricultural Experts taking into consideration the latest 
developments in the filed, and laboratories to be established 
with the latest equipment. 

4. Promotion Training for higher levels:' 

Same at present are held but they concentrate on administrative and 
supervisory aspects and neglect the technical aspects. In our 
opinion that the contents of these programs will based on results 
derived from the training needs analysis. 
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Second: Training programs for Administrative and Se~Terarial 
Personal: 

At present the central organization for management organize training 
programs for srermanal employees these are handled by administrative 
and secretarial personnel, but are considered of a general nature. 
We recommend to conduct specialized programs for secretarial staff 
which include office management, filling and retrieval systems as the 
microfilm, we strongly recommend to implement these as the it will have 
an impact on increasing their efficiency. 

Third: Determining training needs and other suggestions: 

1. It is important to conduct training needs analysis for all employees at 
the Experts dept. 

Its objectives is to prepare a comprehensiv'elraining plan for all 
levels which will be comprehensive including legal and 
technical aspects for various specialization. 

2. Establishing a training dept. with a separate budget based on 
the training needs. 
This department will be under the supervision of the head of Experts 
dept. 

3. Establishing training centers with the latest equipment and training 
AIDS. 

4. The training program will also include: 

A.Language training programs (English) and any other 
language according to needs. 

B. Computer training programs and their applications as 
Excel. 

5. Sending Experts to universities and research centers in Egypt 
annually. 

6. Sending Experts to training abroad courses to get acquainted with 
latest techniques. 
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3.6 Suggestions and other recommendations for the Experts Dept: 

We hereby outline the recommendation which do not used amendments: 

Solutions & Recommendations related to North Cairo Expert Offices. 

Solutions & Recommendations: 

First: Solutions & Recommendations related to Legal Aspects 

1. A new law should be issued instead of the law 96 of 1952 which is not 
Suitable 

2. To amend the proof law specifically the time limit for finishing reports 
and set up penalties for experts in cases of delays, notices have to be 
sent by special advise mail not registered mail. 

3. Solving the differences between the experts departments & judicial 
authorities in relation to the request to can experts by the judges to 
discuss the reports, this should be taken into consideration when 
amending law. 

4. Reviewing the incentive system to eliminate disadvantages, which affect 
experts performance & report quality and net affecting the targets and 
insuring report quality & reducing objections. 

Second: Solutions & Recommendations in relation to Secretarial & 
Filing Department: 

1. Reviewing the workflow of the secretaries department to organize 
checking & receiving the files from courts. 

2. Reviewing the recruitment process of experts &work distribution. 
3. Reviewing the present records used in order to benefit from these 

records as much as possible 
4. Insuring that notices are sent at the right time and to be sent by advise 

mail to ensure that they are received. 
5. Using the post to pay the fees as well as the stamp machine in 

Co-ordination with the post authority. The opinion solution is to have a 
post office at the Experts Dept 

Third: Problems & Recommendations related to Report Cycles: 

1. Giving more care to file checking by secretaries department to save 
experts time. 

2. Taking the experts technical ability into consideration when 
distributing work among them. 
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3. Organizing sending of norices to disputed panics. 
4. Providing adequate space for discussion with disputed parties to ensure 

Privacy and having hearings to be held at the morning and afternoon 
seSSIOn. 

Fourth: Solutions & Recommendations related to Interpersonal 
Factors of Experts: 

* Academic Qualifications of Experts:-

1- Giving more importance to experts holding Academic Qualifications 
by:-
a. Employing experts having three years of work experience. 
b. Organizing training programs for fresh graduates. 

2- Establishing an institution for experts, the-duration of the study would 
be from one to two years. 

3- Setting up comprehensive training plan for all levels based on training 
needs. 

4- Reviewing the grading system at the· experts' organization especially at top 
levels, so we could have a percentage of each specialization to reach top 
positions. 

5- Sending Experts to be trained abroad 
6- Sending Experts to attend postgraduate courses at Egyptian ministries. 

*Organizational Chart, Salaries & Incentives:-

1- Reviewing organizational chart in order to :-

a- Streamline of the organization 
b- Span of control does not exceed six 
c- Adequate job titles. 
d- Insuring effective control for performance. 

2- Reviewing the salary structure for all levels 

3- Equalization between experts of Ministry of Justice & Medical Experts. 

4- a- Reviewing the incentive system to insure that targets are reasonable & 
attainable. 

b- Incentives are to be used to increase production. 
c- Taking into consideration the type & volume of case. 
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: - it is C!ssential to ,:,tudy the I, arious iypes or -:::lSC!S s..: time needed to 
finalize each cases this would be used as a basis to design the im:entive 
system, where it's impossible that the average time for each case varies 
from 1.6 to 2.8 days. 

6- It's important to follow up the job training for subordinates which should 
be taken into consideration, when evaluating perfonnance & determining 
incentives. 

" 1 7- Shortage of specialization in relation to the volume of work & number of 
.I experts. 

, , 
j 8- Space problems should be shared by finding new spaces. 

1 
" J 

'l 
! 

, J 

* Physical Resources: 

1- Required resources :-

- Availability of technical laboratories 
- Desks 
- Filing Cabinets 
- Stationary 
- Transportation facilities 

It is essential to modernize the work locations to meet the work needs. 

2- The consulting team recommends the use of microfilms to save a copy of 
the final reports to be able to retrieve them in case of complaints. 

3- Transportation facilities should be available to experts to conduct site 
visits . 

. I 4- Judges & prosecution employees should treat the experts in a better 
manner & provide protection to them. 

, , , 
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Fifth: £\ aiuaring conrroi ~\s(em and inspecrion: 

1. Improving inspection methods and having available personnel to 
perfonn spotchecks and have rest houses available to 
accommodate them. 

2. Inspection should follow up the timing of all work of experts not 
only complaints 

3. Increase judicial supervision should take place on experts by 
having a judge to supervise Experts work. 
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3.7 Solutions for Experts problems in relation to the time frame anJ 
Jt:cision maker 

We have set a table illustrating the problems with respect to 
immediate implementation and the decision maker which could be 
determined as follows: 

First Problems related to Secretary's Dept. Recording and File 
Management 

Second Recommendation to improve the Experts performance 

Third Developing Reports and Statistics 

Fourth Developing incentive systems and performance evaluation 

Fifth Recommended Training Programs 

Sixth Other Recommendations 
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Problems at Experts Dept. 

First: Problems related to Secretary's Dept. recording and file management 

According to Timing According to Decision Maker Physical Resources 
Medium No Need I 

and Long for a Internal Ministerial Law 
Serial Solutions and Recommendations Immediate Term Decision Decree Decree Amendment No Need Need 

I Re-organizing the Dept. as well as the 
Reception Dept. having a separate X ; X 

~ 
secretarial dept. for each specialization. I 

Taking into consideration some factors at 
the Secretary's Dcpt. within the report X X 
cycle. 

3 Computerizing the recording at secretari~ 
X X 

and amending the software. 
4 Developing the manual forms and records 

which includes unifYing forwarding 
X X 

withdrawal and achievement records 
reducing them by 19 records. 

--- --- ~---~-~- ----- ---------- --"---.- -- ---- ----- --- --
5 ~~ta~Hshing _a post ~flice at experts. X X 

- __ L-_______ -- --- - ---- -- --- ------- -
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Problems at Experts Dept. 

Second: Recommendations to Improve Experts Performance 

Accordinll to Timing According to Decision Maker Physical Resources 
Medium No Need 

and Long for a Internal Ministerial Law 
Serial Solutions and Recommendations Immediate Term Decision DecreE' Decree Amendment No Need Need 

I : 
Cancelling law 96 for 1952 and issuing a X X X 
new law which will include: 
• Reorganizing the Experts Dept. 

• Having a special salary structure. 
· Providing 50% of fees to improve 
working conditions. ~ .. 

· Compliance with Proof Law. 
· Changing recruitment procedures for 
Experts. 

2 
Standards have to be set for experts X X X 
according to the work they perform. ---

3 
Newly hired experts should not perform X X X 
work on an individual basis. --

4 Specialization should be taken into 
X X X 

consideration. 
5 

X X X 
Determine exact duties to be performed. 

6 
X X X 

Priorities for cases should be determined. 
7 

Notices to be sent when files are received X X X 
not depending on starting priorities. 

8 Using various methods to notify as faxes. 
X X phone calls. X 
------ ------ --- ----
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Accordin~ to Tilllill2 According to Decision Maker Physical Resources 
Medium No Need 
and Long for a Internal Ministerial Law 

Serial Solutions and Recommendations Immediate Term Decision Decree Decree Amendment No Need Need 

9 Having an agenda to record hearing dates 
X X X 

for each expert. 
10 Obliging disputed parties to get court 

X X 
outgoing reference. , 

II . 

Expert determines work as determined in X ;X X 
the primary judgement. 

12 In case of objection on a document it is , 
, 

sent back to court with a copy of the X 'X X 
minutes. 

13 
Not responding to postponement requJ.- X X X 

14 

I 

I f a disputed party annoys the expert, the, 
X X X expert advises the court to take the 

necessary action. 

J:t1 
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Third: Developing reports and statistics 

Serial 

I 

-~~-

Solutions and Recommendations 

Adding new reports: 
- Experts monthly report. 
- Dept. achievements. 

- Total organization achievement report. 
- ---.--.----------------~ 

'?"''''~ 
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Problems at Experts Dept. 

According to Timing According to Decision Maker Physical Resources 
Medium No Need 
and Long for a Internal Ministerial Law 

Immediate Term Decision Decree Decree Amendment No Need Need 

X : X X 

I --- - - ~ -- ------ ----_ .. _--------- - -- ---------

"-----: ~ -.. .,.,--~ ~-~-. 
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Problems at Experts Dept. 

Fourth: Developing incentive and performance evaluatgion reports 

Serial 

I 

2 

3 

.,...,-.,....~ 

Solutions and Recommendations 

Amending the present incentive system: 

- Tying incentives to achievements. 
- Determining the work according to case 
type 
- Cancelling the rates at the evening 1 

period. ~ 

- Increasing first and second checks 
Evening allowance will be paid to 
employees who actually attend and meet 
with disputed parties. 

Developing the present evaluation system 
which will consist of positive and negative 
aspects. 

~\~;«.~,'::-' :% 
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r-~-

Accordinl! to Timin~ According to Decision Maker 
Medium No Need 

and Long for a Internal Ministerial Law 
Immediate Term Decision Decree Decree Amendment 

X : X 

X X 

X X 

l~ 

Physical Resoun:es 

No Need Need 

X I 

; 

---~- ----

X 

X 
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Problems at Experts Dept. 

Fifth: Training programs 

Accordin~ to Timin2 Accordin2 to Decision Maker Physical Resources 
Medium No Need 

1 

and Long for a Internal Ministerial Law 
Need I Serial Solutions and Recommendations Immediate Term Decision Decree Decree Amendment No Need 

1 Training experts on legal matters. X X X . 

2 Training experts on procedures and 
X X X 

technical aspects. 
3 

Specialized courses: engineering, X X X 
agricultural, accounting. 

4 Promotional training. ) X X X --
5 Training program on training needs 

assessment. 
X X X 

- ------ ------ -------
6 Establishing a training dept. reporting to 

X X X 
the head of experts. 

7 Establishing a training center. X X X 
8 English language courses. X X X 
9 Computer training programs. X X X --- ------ ------
10 

X X X 
Training for new graduate experts. --

II Training for secretaries and filing and 
X X X 

micro film. 
Sending experts to attend training abroad 

----- - -----
12 

X X program. X 
~--- '------- -- -------,---~---- ---
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Problems at Experts Dept. 

Sixth: Other recommendation 

Accordin~ to Timing According to Decision Maker Physical Resources 
Medium No Need 
and Long (or a Internal Ministerial Law 

Serial Solutions and Recommendations Immediate Term Decision Decree Decree Amendment No Need Need 

I Fonning a committee to resolve 
X X X 

differences. : 

2 Highlighting the importance if academic 
X X X qualifications of experts. 

3 Establishing an institute for experts. X X X 
4 Reviewing provisional procedures to 

X X ·X 
ensure fairness. J 

5 Re-organizing the experts dept. ~ X X ; 

6 Having a separate salary structure for 
expert') taking the present market rate into X X X 
consideration. 

7 
Equalizing experts with medical experts in 

X X X 
relation to allowances and having 50% of 
fees to improve working conditions. 

8 Increasing the specializations and not 
having only 3 as at present. 

X X X 
-- - --

9 Solving office problems as well as lack of 
X X X 

physical resources. 
10 Introducing the microfilm to have a copy 

X X X 
of penalized cases. --- ------ ------ ----

II Providing transportation facilities for 
X X X 

experts and canying of files. 
12 uevelOpmg mspectlons atJIIllles ana 

providing rest houses for thcm to stay far 
away from hotels to ensure that sudden X X X 

checks are perfonned~ 
------ -- - ----- - -- ,- I 
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