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Forms Description 

This part of the survey alms at showing a detailed picture of the work cycle for 
each tngger (whether Internal or external) as well as tracking the route of the 
tngger all over the court Here we deal with each document separately and 
the external Influence that might change ItS nature ThiS IS done be tracking 
the flow of each document through different court departments and the Impact 
of those handling thiS document on It 

Tracking the document IS done through descnptlon of the document In five 
different aspects 

• Form general Information 
• Form detailed deSCription 
• Descrrptlon of data Included In the form 
• Cycles influenCing the form 
• Operations done on the form 

Document General Information 

These Information Includes the follOWing general Information on the 
document 

1 Form code 
2 Form name 
3 Form type (register or book, document or form, box files) 
4 Function 
5 Reason for uSing 
6 Employee filling the form 
7 Department where form IS filled 

Form Detailed Descnptlon 

ThiS part describes the form general structure 
1 Setup (landscape, portrait) 
2 Number of pages 
3 Form size (foolscap, double foolscap, quarto, half quarto) 
4 Number of copies 
5 Additions (stamp duty [non-governmental], stamp) 

DeSCription of the information Included In the form 

ThiS part Includes Information In the form and they are deSCribed In a table 
With the follOWing fields 

1 Serral 
2 Item 
3 Nature 
4 Type 
5 Remarks 



Cycles influencing the form 

This part describes all cycles Influencing this form and their relation to one 
another In a table of the following fields 

1 Department showing department where cycle takes place 
2 Preceding cycle name of preceding cycle and this part facIlitates 

tracking the cycles Influencing the form for the 
reader 

3 Current Cycle Code here the current cycle code IS Included 
4 Current Cycle here name of the current cycle IS Included 
5 Form status before the cycle description of the form before start of 

current cycle 

Operations done on the form 

This part describes In details the operations done on the form In each cycle It 
goes through In a table of the following fields 

1 Department showing department where cycle takes place 
2 Preceding cycle name of preceding cycle and this part facilitates 

tracking the cycles Influencing the form for the reader 
3 Current Cycle Code here the current cycle code IS Included 
4 Current Cycle here name of the current cycle IS Included 
5 Form status before the cycle deSCription of the form before start of 

current cycle 
6 Operations done on the form 
1) Conditions this part deSCribes the conditions upon which the 

flow of the form IS decided, and It IS noticed that 
these conditions are numbered according to the 
sequence of their Introduction Into the cycle 

2) Objective a deSCription of the operation done and showing 
the person undertaking the operation and cycles 
influencing 

3) Form after operation a deSCription of form status after the operation 
7 Form status after the cycle deSCription of document status after the 

cycle 

2 
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Serial 

1 

2 
3 
4 
5 

6 

7 
8 
9 
10 
11 

12 
13 

14 

15 
10 
17 
18 
19 
20 
21 
22 
23 
24 
25 
26 

27 

28 

29 
30 
31 

TABLE OF CONTENTS FOR TRANSLATED FORMS 

Form Form Page 
code number 

Deposit report 92 7 

Partial deposit report 92 12 

Deposit delivery docket 16 
N otlfi cation 3 20 
Sequestration or notice report on a deposit 24 
(ongInal and a copy) 
Sequestration or notice report on a partial 29 
deposit 
Deposit cashing request 33 
Partial deposit cashing request 42 
Memo on deposit 93 51 
Fees payment receipt (blue receipt) 2 58 
Deposit cashing form 62 
List of partial deposits cashed 66 

Copy of list of deposit returns In partial courts 70 

Letter for enhancement of reports from partial 74 
courts 
Case Judgment 94 78 
Copy of Case Judgment 94 87 
Wnt of execution 94 93 
Preliminary Judgment of referral to experts 95 97 
Taxes case Writ of summons 106 
CIvil case wnt of summons 113 
Commercial case Writ of summons 120 
Bankruptcy case Writ of summons 128 
Wnt of renewal of dismissed tax case 136 
Wnt of renewal of dismissed cIvil case 143 

Writ of renewal of dismissed commercial case 150 
Writ of enhancement of stalled or abandoned tax 157 
case 
Writ of enhancement of stalled or abandoned 164 
cIvil case 
Wnt of enhancement of stalled or abandoned 171 
commercial case 
Writ of appealed cIvil case 178 

Wnt of appealed commercial case 186 
Case file 63 194 

3 



Senal Form Form Page 
code number 

32 Interlocutory request to case file 199 

33 Order request and attached documents 204 

34 CIvil case Writ of summons objection to an order 215 
and attached documents 

35 Hearing notes 65 221 

36 Letter of referral to Experts Office 75 226 

37 Documents docket 63 230 

38 Request for certificate 234 

39 Certificate 235 

40 Certificate copy 236 

41 Acknowledgment 44 243 

42 Copy of typed judgment 94 247 

43 List of appealed cases 21 251 

44 List of cases In cassation 22 255 

45 List of cases required for delivery to Court of 96 259 
Appeals sorted accordlno to year of Initiation 

46 Notice 10 263 

47 List of cases required for Judicial Inspection 11 267 

48 List of departments books 271 

49 Book of Incoming appealed cases lists 15 275 

50 Book of Incoming cases In cassation lists 15 279 

51 Book of outgoing notices to Courts of Appeals or 16-18 283 
Cassation 

52 Book of stalled or abandoned cases 20 287 

53 RevIsion book 97 291 

54 Collection delivery docket 98 316 

55 Receipts book 2 320 

56 First copy of receipt 2 324 

57 Second copy of receipt 2 328 

58 Cash receipt from central safe 332 

59 Mufti s Office receipts 99 336 

60 Mufti s Office dehvery docket 100 340 

61 Request for offiCial copy of document I anginal 345 
document I copy of document 

62 Book for recording requests and delivering 8 349 
Judgments and orders copies (Copies book) 

63 Book attorneys fees and fees 8 353 

64 Certificates book 8 357 

4 
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Senal 

65 

66 

67 
68 

69 
70 
71 

72 
73 
74 

Senal 

75 
76 
77 
78 
79 
80 

81 
82 

83 
84 
85 
86 
87 
88 
89 
90 

91 

92 

93 
94 

Form 

Book for recording requests and deliver copies of 
Judgments and orders (government) 
Book for recording requests and deliver copies of 
Judgments and orders (Registration Office) 
Orders roll 

Bailiffs roll 

Judges'roll 

Book for requests for Writ of debt 

Requests for orders of attainment or temporary 
matters 
Index for each type of orders 

Table for distribution of work among CirCUits 

Case receipt book 

FORMS IN THE PROCESS OF TRANSLAITON 

Form 

Case Index 

Labour cases mdex 

Calendar 

Hearing agenda 

Companies book 

Book for registration of commercial companies 
contracts 
Fees assessment order (fees list) 

Issued copy from fees assessment order (fees 
list) 
Claims acknowledgment 

Claims file 

Claims recording 

Claims Index 

AUXiliary claims recording 

Investigation request 

InqUiry from litigant 

Letter to CIVil Status AuthOrity 

Delegation for execution 

Sale publication 

Sale completion 

Letter to Chief Editor of AI Nas newspaper 

Form Page 
code number 

8 361 

8 365 

101 369, 

102 373 
64 377 
103 381 
104 386 

105 391 
395 

106 399 

Form Page 
code number 
107 
108 
109 
62 
110 
111 

76 
76 

112 
63 
108 
109 
110 
111 
112 
113 

114 

114 

116 
117 



Senal Form Form Page 
code number 

95 Full collection report 118 

96 Collected amounts book 119 

97 Sequestration report for claims 120 

98 Monthly list of outgoing 121 

99 Monthly list of Incoming 122 

100 General Experts book 123 

101 Special experts book 124 

102 Book of outgoing to experts 125 

103 Book of Incoming 126 

104 Expert's report 

105 Notification of eXistence of minors 74 

106 Bankruptcy procedures - case file 63 
107 Notifications 

108 Stamping report 

109 Inventory report 

110 Report of sticking 

111 DecIsion of referral to the circuit to assign 
creditors representative 

112 ASSignment of creditors representative debtor's 
deleQate 

113 Set a date for follow-up hearing 

114 Publication deCISion from debts Investigations 

115 List of acceptable debts 

116 ConcIliation contract 

117 Complete bankruptcy procedures 

118 Union declaration 

119 Set date and place of auction 

120 Distribution list 

121 Book of enumeration 25 
122 DepOSits book 26 
123 Partial depOSits book 26 
124 Company contract summary 

125 Company contract 

6 
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Description of Deposit Report Form 

General Information 

Form code 92 

Form name Deposit report 

Form type o Register or book I [8] Document or form I 0 box files 

Function Report of depositing a deposit In court Including Information about 
depOSitor and depOSit money 

Reason for usmg DepOSIting depOSit money In court 

Employee fllhng the form DepOSitor - DepOSits Dept employees - Collection Dept 
employees 

Department where form IS filled OutSI~~ C~U!t - DepOSits Dept office - Collection Dept 

Form Detailed DeSCription 

Setup [8] Landscape 10 Portrait 

Number of Pages One page 

Size [8] Foolscap I 0 Double Foolscap 10 Quarto I 0 Half quarto 

Number of copies 

Additions [8] Duty stamp (non-governmental) 10 Stamps 

7 



DescnptlOn of Information In Deposits Report Form 

Ser Item Nature Type Remarks 

1 DeposIt date Unique Date 

2 Court name Unique LIteral 

3 Name of SenIor Clerk Unique LIteral 

4 Report's name Unique LIteral 

5 DeposIted amount Unique FIgures 

6 DeposItor s name Unique FIgures 

7 Name of deposIt benefICIary Unique FIgures 

8 Start of deposIt penod Unique Date 

9 End of deposIt penod Unique Date 

10 Reason for deposIt Unique LIteral 

11 DeposIt fees Unique FIgures Amount of fees assessed for the deposIt 

12 SIgnature of deposIts employee Unique LIteral 

13 SIgnature of fees revIser Unique LIteral 

14 Ratlflcatron of CollectIon Dept UnIque LIteral 
employee 

15 CollectIon stamp Unique LIteral 
----- -- ---

H 



.1 _____ , __ .... ____ \ __ 

Cycles influencing Deposit Report Form 

Dept Precedmg Cycle Current Cycle Current Cycle Form Status 
Code before the 

cycle 

Deposits DepoSitor 13-1 Receipt of deposit report Deposits report 

Collection Receipt of deposit report 16-1 Collection by Dept Deposit report 
with revised 
fees 

Deposits Collection by Dept 13-1 Receipt of deposits report Deposits report 
with paid fees 

Deposits Receipt of deposits report 13-5 Receipt of deposits cashing Archived 
request deposits report 

l) 



Operations done on Deposit Report Form 

Dept Precedmg Cycle Current Current Cycle Fonn Status Operations done on the fonn Fonn status 

Cycle before Cycle 
Cond- ObjectIve Fonn after 

after cycle 
Code 

Ibons operatIon 

Deposits Depositor 13 1 ReceIpt of deposit DeposIts Report IS received from Revised 

report report the deposItor and revIsed deposIts report 
by deposIts employee 
and It IS inqUired If there 
are due fees on the 
report 

1 Due DepOSit fees are DepOSit report 
fees assessed and written on with assessed 

depOSIt report fees 
Fees reviser revises DepOSIt report 
assessed fees and then with revIsed 
sIgns fees 
Report IS dehvered to the DepOSit report DepOSit 
depOSitor to pay the fees wIth revised report with 
and de(Joslt amount fees revised fees 

CollectIOn Receipt of depOSit report 16 1 Collection by DepOSit Collector receIves DepOSit report 

Dept report wIth depOSit report and with revised 

revised fees checks fees reviser S fees 
sIgnature 
Collector collects depOSit DepOSit report 
fees with paid fees 
Collector delivers fees DepOSIt report DepOSit 
payment receipt to with paid fees report with 
depOSitor who pays paid fees 
depOSit money In the 

I Central Safe 

10 
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- - - ,- - - - - - _ .. - - -- - -
~- ---- - -

Dept Precedmg Cycle Current Current Cycle Form Status Operations done on the form Form status 
Cycle before Cycle 

Cond- Objective Form after 
after cycle 

Code 
Itlons operation 

Deposits Collection by Dept 13-1 Receipt of Deposits 1 - Deposits report IS Deposit report 

deposIts report report wIth Comple received from the wIth paId fees 

paid fees lion depositor after fees - Archived Archived 
I payment deposIts report deposIts 

FIling documents m report , 

deposits box files 

Deposits Receipt of deposits report 135 Receipt of Archived Issue deposits report Deposits report 

deposits cashmg deposits from Archive box files 

request report and attach to cashmg 
documents 
Deliver deposits report to Deposits report Deposits 
Accountmg dept to report 
complete cashmg 

I procedures 
-~--- -- ~--
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Description of Partial Deposit report Form 

General Information 

Form code 92 

Form name Partial Deposit report 

Form type o Register or book T [B] Document or form I 0 box files 

Function Report of depositing a deposit In partial court including Information 
about depositor and deposit money 

Reason for usmg Depositing deposit money In partial court 

Employee fllhng the form Deposits Dept employees In partial court 

Department where form IS filled Deposits Dept office In partial court 

Form Detailed Description 

Setup [B] Landscape 10 Portrait 

Number of Pages One page 

Size [R) Foolscap 10 Double Foolscap 10 Quarto 1 0 Half quarto I 

Number of copies 

Additions [B] Duty stamp (non-governmental) 10 Stamps 

12 
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Description of Information In Partial DepOSit Report Form 

Ser Item Nature Type Remarks I 
i 

1 DepOSit date Unique Date 

2 Court name Unique Literal 
I 

I 

3 Name of Senior Clerk Unique Literal 
: 

4 Report's name Unique Literal I 

5 Deposited amount Unique Figures 

6 DepOSitor s name Unique Figures 

7 Name of depOSit beneficiary Unique Figures 

8 Start of depOSit period Unique Date 

9 End of depOSit penod Unique Date 

10 Reason for depOSit Unique Literal 

11 DepOSit fees Unique Figures Amount of fees assessed for the depOSit 

12 Signature of depOSits employee Unique Literal 

13 Signature of fees reviser Unique Literal 

14 Ratification of Collection Dept Unique Literal 
employee 

15 Collection stamp Unique Literal 
~~ 

13 



Cycles influencing PartIal DeposIt Report Form 

Dept Precedmg Cycle Current Cycle Current Cycle Form Status 
Code before the 

cycle 

Deposits Correspondence Dept 13-2 Receive deposit report from Partial deposit 
partial court report 

Deposits Receive deposit report from 13-6 Receive deposit cashing Archived 
partial court request from partial court deposits report -

14 



- - -- - - ---_ .. _--- - - - -
Operations done on Partial Deposit Report Form 

Dept Precedmg Cycle Current Current Cycle Form Status Operations done on the form Form status 
Cycle before Cycle 

Cond- Objective Form after 
after cycle 

Code 
Itlons operation 

Deposits Correspondence Dept 132 Receive deposits Partial Partial deposits Revised Partial 

report from partial deposit employee receives deposit report 

court report partial deposits report 
and revises It 
FIle documents In partIal Archived Archived 
deposits box files deposits report partial 

deposit 
report 

Deposits Receive deposits report 136 Receive deposit Archived Issue deposits report Partial deposits 
from partial court cashing request deposits from Archive box files report 

-
from partial court report and attach to cashing 

documents 
Deliver deposits report to DepOSits report Partial 
Accounting dept to deposits 
complete cashmg report 
procedures 

I ~ 



Descnptlon of Deposit delivery docket Form 

General Information 

Form code 

Form name Deposit delivery docket 

Form type 0 Register or book 100 Document or form I 0 box files 

Function Delivery docket with the deposit amount IS gIven to the depositor to 
deposit the amount of money 

Reason for uSing Put deposit In court 

Employee filling the form Deposits Dept employees - Central safe employees 

~epartment where_form 1~!II!ed Deposits Dept - Central safe,__ __ _ . ___ ~ 

Form Detailed Description 

Setup [RJ Landscape 1 0 PortraIt 

Number of Pages One page 

Size [RJ Foolscap 10 Double Foolscap 10 Quarto I 0 Half quarto 

Number of copies 

Additions [RJ Duty stamp (non-governmental) 1 0 Stamps 

1(, 



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

Description of InformatIOn In Deposit Delivery Docket Form 

Ser Item Nature Type Remarks 

1 

2 

3 

4 

5 

6 

7 DepoSits employee S signature Unique Literal 

8 Signature of Deposits Dept Head Unique Literal 

9 Stamp by central safe employee Unique Literal 

10 

11 

12 
~-------- , ~~ ------------- --~-

17 



Cycles influencing Deposit Delivery Docket Form 

Dept Precedmg Cycle Current Cycle Current Cycle Form Status 
Code before the 

cycle 

Deposits ----------- 13-1 Receive deposit report -----------
Central safe Receive deposit report Receive deposit amount Delivery docket 

18 



------ --------- - - --
Operations done on Deposit Delivery Docket Form 

Dept Precedmg Cycle Current Current Cycle Form Status Operations done on the form Form status 
Cycle before Cycle 

Cond- Objective Form after 
after cycle 

Code 
Itlons operation 

Deposits ----------- 13 1 Receive deposit ----------- Issue delivery docket with Delivery docket 

report the deposit amount 10 order 
to depOSit the money as 
money IS not received 
without this docket 
Dept Head Signature on the Delivery docket 
delivery docket 
Deliver delivery docket to Delivery docket Delivery 
depOSitor to depOSit the docket 
amount of money 

Central safe Receive depOSit Receive depOSit Delivery Central safe employee Delivery docket 

report amount docket receives delivery docket and 
depOSit amount as stated In 
the delivery docket 
Safe employee Issues a Delivery docket Delivery 
receipt to the depOSitor that with paid docket with 
he has received the money depOSit paid depOSit 
Safe employee then sends 
notlficallon form to the , 

AccountlOg Dept who send i 

It 10 turn to the DepOSits I 

Dept to prove depOSit 
money payment 

19 



Description of Notification Form 

General Information 

Form code 3 

Form name Notification 

Form type o Register or book 100 Document or form 1 0 box files 

Function Statement of receiving money from collector to the safe sent by 
Accounting Dept 

Reason for usmg Delivery of money to the Central Safe 

Employee fillmg the form Accounting Dept employees 

Department where form IS filled Accounting Dept 
-- ----

Form Detailed Description 

Setup 00 Landscape 10 Portrait 

Number of Pages One page 

Size o Foolscap 1 0 Double Foolscap 10 Quarto 100 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) 10 Stamps 

20 
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Description of Information In Notification Form 

Ser Item Nature Type Remarks 

1 Senal Unique Figures 

2 Authonty Unique Literal 

3 Pt LE Unique Figures 

4 To safe Unique LIteral 

5 Sum Unique Figures 

6 Amount of money Unique Literal Amount of money In letters 

7 From Unique LIteral 

8 As per docket number Unique Figures 

9 For Unique Literal 

10 Issued on Unique Date 

11 Head of Authonty Unique Literal 

12 Marks Unique Literal 

21 



Cycles Influencmg Notification Form 

Dept Precedmg Cycle Current Cycle Current Cycle Form Status ! 

Code before the 

I cycle 

Collection Accounting Dept 16-12 Receiving Notification Notification 

Deposits Accounting Dept 13-1 Receiving deposit report Notification 

22 



- - - - - - - - - - - -- - - - - - -
Operations done on Notification Form 

Dept Preceding Cycle Current Current Cycle Fonn Status Operations done on the form Fonn status 
Cycle before Cycle 

Cond- Objective Fonn after 
after cycle 

Code 
Itlons operatIOn 

CollectIOn Accounting Dept 16-12 Receiving NotrficatlOn Collector receives Notification Notlficatron 
notification notification from 

Accounting Dept and 
attaches It to Receipt book 

Deposits Accounting Dept 13 1 Receiving deposit Notification Receive notificatIOn from Notification Notlficatron 

report Accounting Dept and recorded In recorded In 

records It In deposits book deposits book deposits 
book 

File notificatIOn In deposits Archived Archived 
box files with the rest of notlficatron notification 

------ ----
depOSit documents 

L....----- -

• 

21 



Description of Sequestration or notice report on a deposit (ongmal and a copy) Form 

General Information 

Form code I 
I 

Form name Sequestration or notice report on a deposit (original and a copy) i 

Form type o Register or book I £Rl Document or form I 0 box files 

Function A document showing sequestration or notice on a deposit In court 
! 

Reason for usmg DepOSit In court 

Employee fllhng the form Service Dept employees I 

: 

Department where form IS filled Service Dept office 
I 

Form Detailed DeSCription 

Setup £Rl Landscape 10 Portrait 

Number of Pages One page J 
Size £Rl Foolscap 10 Double Foolscap 10 Quarto I 0 Half quarto I 
Number of copies 

Additions £Rl Duty stamp (non-governmental) 10 Stamps 
I 

~-~-

24 





Cycles influencing Sequestration or notice report on a deposit Form 

Dept Precedmg Cycle Current Cycle Current Cycle Form Status 
Code before the 

cycle 

Deposits Service Dept 13-3 Execution of sequestration SequestratIon or 
or notice on deposit notice report 

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

Copy of Sequestration or notice report on a deposit Form 

Dept Precedmg Cycle Current Cycle Current Cycle Form Status 
Code before the 

cycle 

Deposits Service Dept 13-3 Execution of sequestration Copy of 
or notice on deposit SequestratIon or 

notIce report 
--- --

2() 



- -------------- - - - -
Operations done on sequestration or notice report 

Dept Precedmg Cycle Current Current Cycle Form Status Operations done on the fonn Form status, 
Cycle before Cycle 

Cond- Objective Fonn after 
after cycle I 

Code 
I Itlons operation 

Deposits Service Dept 13-3 Execution of SequestratIon or Signature of receipt of Signed Signed • 
sequestration or notice report sequestration or notice sequestratIOn sequestralton 

notice on deposit report on the ongmal report or notIce report or notice I 

report 

27 



Copy of Sequestration or notice report on a deposit Form 

Dept Preceding Cycle Current Current Cycle Fonn Status Operations done on the fonn Fonn status 
Cycle before Cycle 

Cond- Objective Fonn after 
after cycle 

Code 
Itlons operation 

Deposits Service Dept 133 Execution of Copy of Receipt of copy of Copy of 

sequestration or sequestration or sequestration or notice sequestration 

notice on deposit notice report reoort or notice report 
Record report informatIOn Copy of 
In deposits book In a sequestratIOn 
soeclal page for the deposit or notice report 
Archive In reports and Copy of Copy of 
notices box files sequestration sequestration 

or notice report or nollce 
report 

211 



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

Description of sequestration or notice report on a Partial deposit Form 

General Information 

Form code 

Form name Sequestration or notice report on a partial deposit 

Form type o Register or book 100 Document or form 1 0 Box files 

Function A document showing sequestration or notice on a deposit In 

partial court 

Reason for usmg DepOSit In partial court 

Employee fillmg the form Service Dept employees In partial court - Correspondence 
employees 

Department where form IS filled Service Dept office In partial court - Correspondence Dept 
--- ------ ---------~-.---.-- --- -

Form Detailed DeSCriptIOn 

Setup 00 Landscape 10 Portrait 

Number of Pages One page 

Size 00 Foolscap 10 Double Foolscap 10 Quarto 1 0 Half quarto 

Number of copies 

Additions 00 Duty stamp (non-governmentaIL_ 1 0 ~tamps 
---- - --

2') 



Description of Information In sequestration or notice report on a Partial deposit Form 

Ser Item Nature Type Remarks 
• 

1 
I 

2 I 
I 

3 

4 

5 

6 
I 

7 

8 

9 I 

10 

11 

12 
--------

10 



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

Cycles Impactmg sequestration or notice report on a Partial deposit Form 

Dept Preceding Cycle Current Cycle Current Cycle Document Status 
Code before the cycle , 

Deposits Correspondence Dept 134 Execullon of sequestratIOn or sequestration or i 

notice on the deposit In partial notice report on the 
court deposit In partial I 

court I 
I 

11 



Operations done on sequestration or notice report on a Partial deposit 

Dept Precedmg Cycle Current Current Cycle Document Operations done on the document Document , 
Cycle Status before status after 
Code Cycle cycle 

Condl Objective Document 
tlons after operation 

Deposits Correspondence 134 Execution of sequestration or Receive Sequestration 
Dept sequestration or notice report on sequestration or or notice report 

notice on the deposit the deposit In notice report In In partial court 
In partial court partial court partial court 

Record report Sequestration 
Infonnatlon In or notice report 
deposits book m a In partial court 
special page for the 
deposit 
Fllem Archived Archived 
sequestration or sequestration sequestrallon 
notice box-files m or notice report or notice 
partial court report 

12 



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

Description of Deposit cashing request Form 

General Information 
Fonn code 

Fann name Deposit cashing request 

Fonn type o Register or book I [EJ Document or form I 0 Box files 

Function Request for cashing a deposit In court 

Reason for usmg Cashing a deposit In court 

Employee fllhng the fonn Deposit beneficiary or his delegate - Head of Deposits Dept - Semor Clerk -
Chief Justice - CollectIOn Dept employee - head of Commercial Dept -
Claims employees 

Department where fonn IS filled Outside the court - Deposits - Semor Clerk - Chief Justice - Collection Dept -
Commercial Dept - Claims Dept 

Form Detailed Description 
Setup o Landscape I [EJ Portrait 

Number of Pages One page 

Size [EJ Foolscap I 0 Double Foolscap 10 Quarto I 0 Half quarto 

Number of copies 

AdditIOns [EJ Duty stamp (non governmental) 10 Stamps 
-

11 



Description of Information m Deposit cashmg request Form 

Ser Item Nature Type Remarks 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 Cashmg fees Unique Figures Amount of assessed fees for cashmg request 

14 Deposits employee signature Unique Literal 

15 NotatIOn of fees reviser Unique literal 

16 Notation of DepOSits Dept Head Unique Literal Notalton of DepOSits Dept Head with approval or 
refusal 

17 Notallon of Senior Clerk Unique Literal Notation of Senror Clerk With approval or refusal 
~--

1-1 



------ - - - - - -- - - - - --
Ser Item Nature Type Remarks 

18 Notal1on of Chief Justice Unique Literal Notation of Chief Justice with approval or refusal 

19 Notation of Claims Dept Untque Literal Notalron of Claims dept stating If there are claims 
or not and If any are they patd or not 

20 Commercial Dept notatIOn Untque Literal Notalton of Commercial Dept In bankruptcy cases 

21 Col/ectlon Dept notation Untque literal Notalton of Collection Dept employee of collecting 
cashing request fees 

--------- - ------ - ---.~ -- ------ - ---

'h 



Cycles Impactmg Deposit cashmg request Form 

Dept Precedmg Cycle Current Cycle Current Cycle Document Status I 

Code before the cycle 

Deposits Beneficiary or his delegate 135 Receipt of deposit cashmg Cashmg request 
request 

I 

Collection Receive deposit cashmg request 16 1 Collection Dept Cashmg request 
with revised fees I 

Deposits Collection Dept 135 Receive deposit cashmg request Cashmg request 
with paid fees 

I ---- --

1I'i 



-------- - - - -- - - - - --
Operations done on Deposit cashmg request Form 

Dept Preceding Cycle Current Current Cycle Form Status Operations done on the form Form status 
Cycle before Cycle after cycle 
Code 

Cond- Objective Form after 
Itlons operation 

Deposits Beneficiary or his 13-5 Receipt of deposit Cashing Receipt of cashing request Cashmg 

delegate cashing request request from beneficiary or his request 
delegate 
Issuing deposit report from Cashmg 
cashing request information request 
Checking If the person Cashmg 
submitting cashing request request 
IS the beneficiary or not by 
matching With depOSit 
report and submitted 
documents 

1 there Check If the deposit IS Cashmg 
IS sequestrated request 
sequestr 
allon 
2 three If deposit IS sequestrated It Cashmg 
years IS checked If three years request 
have have passed 
passed 
1 Check If case IS a sale case 
completl 
on 

-- -- --- .. -~- --- -~ -

17 



Dept Precedmg Cycle Current Current Cycle Form Status Operations done on the form Form status 

Cycle before Cycle after cycle 

Code 

Cond- Objective Form after 
Itlons operation 

3 It IS a Submit request with Cashing 
sale documents to Civil Dept request 
case Head and await the memo submitted to 

Civil Dept 
head 

Receipt of request once Cashing 3 complehon 
more with CIvil dept memo request with 

I and procedures are Civil Dept 
! 

completed memo 
3 Assessment of fees for Cashing 
compleh cashing request with request with 
on deduction of cashing assessed fees 

request fees If the are not 
collected 
Fees reviser revises Cashing Cashing 
assessed fees for the request wIth request with 
cashing request and makes revised fees revised fees 
notation of reVISion 

Collectron Receive deposit 16 1 Collectron Dept Cashing Collector receives cashing Cashing I 

cashmg request request with request from depositor and request with 

revised fees checks fees reviser s revised fees 
slonature 
Collector collects fees Cashing 
assessed for cashing request with 
reouest collected fees 
Collector dehvers fees Cashing Cashing 
payment receipt to request with request with 
benefiCIary or his deleqale paid fees paid fees 

lR 



- - - - -- - - - - - - - - - - - - -
Dept Precedmg Cycle Current Current Cycle Form Status OperatIOns done on the form Form status 

Cycle before Cycle after cycle 
Code 

Cond- Objective Form after 
It Ions operation 

Deposits Collection Dept 135 Receive deposit Cashing Dept head revises Cashing 
cashing request request with documents to check If request with 

paid fees beneftclary has the nght paid fees 

4 Dept Sign with approval of Cashing 
Head s cashing request request 
approval approved by 

Dept Head 
Submit to Senior Clerk Cashing 

request 
approved by 
Dept Head 

5 Senior Signature of Senior Clerk Cashing 
Clerk s With approval request 
approval approved by 

Senior Clerk 
Submit to Chief Justice Cashing 

request 
approved by 
Semor Clerk 

6 Chief Signature of Chief Justice of Cashing 
Justice request request 
s approved by 
aj!proval Chief Justice 

Submit to Claims Dept Cashing 
request 
approved by 
Chief Justice 

19 



Dept Precedmg Cycle Current Current Cycle Form Status OperatIons done on the form Form status 

Cycle before Cycle after cycle 

Code 

Cond- ObjectIve Form after 
It Ions operatIon 

7 IS BeneficIary or delegate pays Cashmg 
there due claims request with 
claim paid feed 
7 Check If the case IS a Cashmg 
completl bankruptcy case request 
on approved by 

ClaIms Dept 
8 Submit to commercial dept Cashmg 
bankrup request 
tcy case approved by 

Claims Dept 
8 Complete procedures of Cashmg 
compleh cashmg request In deposits request 
on dept approved by 

ClaIms Dept 
Deliver request to Approved Cashing 
Accounting Dept for Cashmg request 
cashmg procedures request ready for 

collection 
2 less Return of cashing request to Refused 
than benefiCiary or delegate cashing 
three request 
years 
4 refusal Return of cashmg request to Return of 
of Dept benefiCiary or delegate cashmg 
Head request to 

benefiCIary or 
delegate 

-w 



Dept Precedmg Cycle Current Current Cycle Form Status Operations done on the form Form status 
Cycle before Cycle after cycle 
Code 

Cond- Objective Form after 
Itlons operation 

5 refusal Return of cashing request to Return of 
of benefIcIary or delegate cashing 
Semor request to 
Clerk benefIcIary or 

delegate 
6 refusal Return of cashing request to Return of 
of ChIef benefIcIary or delegate cashing 
JustIce request to 

benefiCIary or 
delegate 

----

41 
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----------------- - -

Description of Partial Deposit cashing request Form 

General Information 
Form code 

Form name Deposit cashing request 

Form type o Register or book I [R] Document or form 10 Box files 

Function Request for cashing a deposit In partial court 

Reason for uSing Deposit In court 

Employee flllmg the form Deposit beneficiary or his delegate -Deposits Dept employee Head of 
Deposits Dept - Senior Clerk - Chief Justtce - Collection Dept employee-
Claims employees 

Department where form IS filled Outside the court - Deposits - Senior Clerk - Chief Justice - CollecltOn Dept -
Claims Dept 

----_.-

Form Detailed Description 

Setup o Landscape T fRl Portrait 

Number of Pages One page 

Size lEI Foolscap I 0 Double Foolscap I 0 Quarto I 0 Half quarto 

Number of copies 

Additions fRl Duty stamp (non governmental) 10 Stamps 

42 



--------------- - - --
Description of Information m Partial Deposit cashmg request Form 

Ser Item Nature Type Remarks 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 Cashing fees Untque Figures Amount of assessed fees for cashing request 

14 Deposits employee signature Untque literal 

15 Notation of fees reviser Untque Literal 

16 NotatIOn of Deposits Dept Head Unique literal Notation of Deposits Dept Head whether with I 

approval or refusal 

17 Notation of Senior Clerk Unique Literal NotatIOn of Senior Clerk whether with approval or 
refusal 

.. 1 



Ser Item Nature Type Remarks 

18 Notation of Chief Justice Unique literal Notation of Chief Justice whether with acceptance 
or refusal 

19 Claims Dept notation Unique literal Claims Dept notation with payment or non-payment 
of claims or even If there are claims 

20 CommerCial Dept notallon Unique literal CommerCial Dept notation m bankruptcy cases 

21 Collection Dept notatIOn Unique Literal Notation of Collection employee of collectmg I 

____ ~shmg requ:st fee~___ ___ _ 

H 



--------------- - - --
Cycles Impactmg Partial Deposit cashmg request Form 

Dept Preceding Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Deposits Beneficiary or his delegate 136 Receipt of deposit cashmg Partial Cashing 
request from a partial court request 

Collection Receive deposit cashmg request 16-1 Collection Dept Cashing request 
from a partial court with revised fees 

Deposits Collection Dept 135 Receive deposit cashmg request Cashing request 
, with paid fees 

_._- -

.j) 



OperatIons done on PartIal DeposIt cashmg request Form 

Dept Precedmg Cycle Current Current Cycle Form Status Operations done on the form Form status 
Cycle before Cycle after cycle 
Code 

Cond- Objective Form after 
Itlons operation 

Deposits Beneficiary or his 136 Receipt of deposit Partial Receipt of cashing request Cashing 
delegate cashing request Cashmg from beneficiary or his request 

from partial court request delegate 

Issumg deposit report from Cashing 
cashmg request information request 
Checking If the person Cashing 
submlttmg cashing request request 
IS the beneficiary or not by 
matching with deposit 
report and submitted 
documents 

1 there Check If the deposit IS Cashing 
IS sequestrated request 
sequestr 
ahon 
2 three If deposit IS sequestrated It Cashing 
years IS checked If three years request 
have have passed 
passed 
1 Check If case IS a sale case 
compleh 
on 

.t(, 



I - -- - - - - - - - - - - - - -
, 

Dept Preceding Cycle Current Current Cycle Form Status Operations done on the form Form status I 

Cycle before Cycle after cycle 
Code 

Cond- Objective Form after I 

Ilions operation 

3 It IS a Submit request with Cashmg 
sale documents to CIvil Dept request 

I 

case Head and await the memo submitted to 
Civil Dept 
head 

Receipt of request once Cashing 3 complellon 
more with CIVil dept memo request with 
and procedures are CIVil Dept 
completed memo i 

3 Assessment of fees for Cashing 
completl cashing request with request with 
on deducllon of cashing assessed fees 

request fees If the are not 
collected 
Fees reviser revises Cashing Cashing 
assessed fees for the request with request with 
cashing request and makes revised fees revised fees 
notatIOn of revIsion 

Collection Receive depOSit 16 1 Collection Dept Cashing Collector receives cashing Cashing I 

cashmg request request with request from depOSitor and request with I 

revised fees checks fees reviser s revised fees 
I signature 

Collector collects fees Cashing 
assessed for cashing request with 

I request collected fees 
Collector delivers fees Cashing Cashing 

I 

payment receipt to request with request with 
benefiCiary or hiS delegate j)81d fees paid fees 

.J7 



Dept Precedmg Cycle Current Current Cycle Form Status OperatIOns done on the form Form status 

Cycle before Cycle after cycle 

Code 

Cond- Objective Fonn after 
Ihons operation 

Deposits Collection Dept 135 Receive deposit Cashmg Dept head revises Cashmg 

cashmg request request with documents to check If request with 

paid fees beneficiary has the nght paid fees 

4 Dept Sign with approval of Cashing 
Head s cashmg request request 
approval approved by 

Dept Head 
Submit to Senior Clerk Cashing 

request 
approved by 
Dept Head 

5 Senior Signature of Senior Clerk Cashing 
Clerk s With approval request 
approval approved by 

Senior Clerk 
Submit to Chief Justice Cashing 

request 
approved by 
Senior Clerk 

6 Chief Signature of Chief Jusllce of Cashing 
Jusllce request request 
s approved by 
approval Chief Jusllce 

Submllto Claims Dept Cashing 
request 
approved by 
Chief Jusllce 

.. x 



• - - - - - - - - -
Dept Preceding Cycle Current Current Cycle Form Status Operations done on the form Form status 

Cycle before Cycle after cycle 
Code 

Cond- Objective Form after 
llions operation 

7 IS Beneficiary or delegate pays Cashing 
there due claims request with 
claim paid feed 
7 Check If the case IS a Cashing 
completJ bankruptcy case request 
on approved by 

Claims De[lt 
8 Submit to commercial dept Cashing 
bankrup request 
tcy case approved by 

Claims Dept 
8 Complete procedures of Cashing 
compleh cashing request In deposits request 
on dept approved by 

Claims Dept 
Deliver request to Approved Cashing 
Accounting Dept for Cashing request 
cashing procedures request ready for 

collection 
2 less Return of cashing request to Refused 
than benefiCiary or delegate cashing 
three request 
years 
4 refusal Return of cashing request to Return of 
of Dept benefiCiary or delegate cashing 
Head request to 

beneficiary or 
delegate 

4') 



Dept Precedmg Cycle Current Current Cycle Form Status Operations done on the fonn Form status 
Cycle before Cycle after cycle 
Code 

I 

Cond- Objective Form after ! 

Itlons operatIon 

5 refusal Return of cashing request to Return of 
of beneficiary or delegate cashing 
Senior request to 
Clerk beneficiary or 

dele~ate 
6 refusal Return of cashmg request to Return of 
of Chief benefIcIary or delegate cashmg 
Justice request to 

beneficIary or 
delegate 

'i0 



Description of Form of Memo on Deposit 

General Information 
Form code 93 

Form name Memo on Deposit • 

Form type o Register or book I 00 Document or form I 0 Box files , 
I 
I 

Function Memo with information on deposit attached to cashing request where 
I information come from Deposits book 

Reason for usmg Cash deposit from court 

Employee filling the form Deposits Dept employees 

Department where form IS filled Deposits Dept office 

Form Detailed Description 
Setup o Landscape I 00 Portrait 

Number of Pages One page 

Size [EJ Foolscap I 0 Double Foolscap 1 0 Quarto I 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) 1 0 Stamps 

51 

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



- - - - - - .. - - - - -- - - - - - -

Description of Information In Form of Memo on Deposit 

Ser Item Nature Type Remarks 

1 Deposit amount Unique Figures 

2 Deposit date Unique Date 

3 Court name Unique literal 

4 Deposit number Unique Figures 

5 Depositor s name Unique literal Names of all depositors 

6 Name of beneficiary Unique Literal Names of all beneflclanes 

7 Reason for deposit Unique literal 

8 Cashing condition Unique Literal Cashing conditIOns stated In depOSit report 

9 list of sequestratIOns Unique Literal list of sequestrations on the depOSit name of 
sequestratIOn benefiCiary date of sequestratIOn and 
amount of debt In favour of which sequestratIOn IS 

made 

10 

11 

12 

13 

14 

15 
-

~1 



------------ .. _-----

Cycles Impactmg Form of Memo on Deposit 

Dept Preceding Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Deposits ------ ---- 135 Receipt of deposit cashmg ---- .. ---- .. 
request I 

Deposits --- ----- 136 Receipt of deposit cashmg ------ ----
request from partial court 

51 



Operations done on Form of Memo on Deposit 

Dept Precedmg Cycle Current Current Cycle Form Status Operations done on the form Form status 
Cycle before Cycle after cycle 
Code 

Cond- Objective Form after 
Itlons operation . 

Deposits - 13 5 Receipt of deposit -- ---- -- Issue memo on deposit with Memo on 

cashmg request mformatlon of deposit commg deposit 
from deposits book 
Dept head revises documents Memo on 
to make sure of beneficiary s deposit I 

r1(:Jht In deposit ! 

1 Dept Dept Head of approval Memo on 
Head deposit 
approval 

Submit to Semor Clerk Memo on 
deposit 

2 Semor Signature of Semor clerk of Memo on 
Clerk S approval deposit 
approval 

Submit to Chief Justice Memo on 
deposit 

3 Chief Signature of Chief Justice of Memo on 
Justice approval deposit 
approval 

Submit to Claims dept Memo on 
deposit 

4 there Beneficiary or delegate paid Memo on 
are claims due deposit 
claims 

'i-t 

------- ------ - - - • 



------ - - - - - - - - - - - - -
Dept Preceding Cycle Current Current Cycle Fonn Status Operations done on the fonn Form status 

Cycle before Cycle after cycle 
Code 

Cond- Objective Fonn after 
Itlons operatIOn 

4 Check If It IS bankruptcy case Memo on 
completl deposit 
on 
5 Submit to Commercial Dept Memo on 
bankrup deposit 
tcy case 

Deliver request to Accounllng Memo on Memo on 
Dept for cashing procedures deposit deposit 

1 refusal Refusal of request and return of Memo on 
of Dept documents to benefiCiary or deposit 
head delegate 

2 refusal Refusal of request and return of Memo on 
of documents to benefiCiary or deposit 
Senior delegate 
Clerk 

3 refusal Refusal of request and return of Memo on 
of Chief documents to benefiCiary or deposit 
Justice delegate 

5~ 



Dept Preceding Cycle Current Current Cycle Fonn Status Operations done on the fonn Form status i 

Cycle before Cycle after cycle 
Code 

Cond- Objective Fonn after 
Itlons operation 

Deposits 136 Receipt of deposit - -- - Issue memo on deposit with Memo on 

cashmg request mformatlon of deposit commg deposit 

from partial court from deposits book 

Dept head revises documents Memo on 
to make sure of beneficiary s deposit 
nQht m deposit 

1 Dept Dept Head of approval Memo on 
Head deposit 
approval 

Submit to Senior Clerk Memo on 
deposit 

2 Senior Signature of Senior clerk of Memo on 
Clerk s approval deposit 
approval 

Submit to Chief Justice Memo on 
deposit 

3 Chief Signature of Chief Justice of Memo on 
Justice approval deposit 
approval 

Submit to Claims dept Memo on 
deposit 

4 there Beneficiary or delegate paid Memo on 
are claims due deposit 
claims 
4 Check If It IS bankruptcy case Memo on 
completl deposit 
on 

"(i 



- - - - -- - - - - _ .. - - - - - - -
Dept Precedmg Cycle Current Current Cycle Form Status Operations done on the form Form status 

Cycle before Cycle after cycle 
Code I 

Cond- Objective Form after 
Itlons operation 

5 Submit to Commercial Dept Memo on 
bankrup deposit 
tcy case 

Deliver request to Accounting Memo on Memo on 
DeQt for cashlll!LQrocedures deposit deposit 

1 refusal Refusal of request and return of Memo on 
of Dept documents to beneficiary or deposit 
head delegate 
2 refusal Refusal of request and return of Memo on 
of documents to beneficiary or deposit 
Sentor delegate 
Clerk -
3 refusal Refusal of request and return of Memo on 
of Chief documents to beneficiary or deposit 
Justtce ~el~~~ ___ --

57 



Description of Fees payment receipt (blue receipt) Form 

General Information 

Form code 2 

Form name Fees payment receipt (blue receipt) 

Form type 00 Register or book 1 0 Document or form I 0 Box files 

Function Payment receipt 

Reason for uSing Fees payment 

Employee filing the form Collection Dept employees 

Department where farm IS filled Collechon Dept office 

Form Detailed Description 

Structure o Landscape 100 Portrait 

Number of Pages One page 

Size [E) Foolscap 1 0 Double Foolscap 10 Quarto 1 0 Half quarto 

Number of copies Two 

Additions o Duty stamp (non-governmental) 10 Stamps 

'iR 

I I 



-------------------
Description of Information In Fees payment receipt (blue receipt) Form 

Ser Item Nature Type Remarks 

1 Receipt number Unique Figures 

2 Incoming to court Unique Literal Court name 

3 From Unique Literal Name of the person paying the money 

4 An amount of Unique Figures Amount of money In letters 

5 PT LE Unique Figures Amount of money In figures 

6 For Unique Literal 

7 Case number Unique Figures 

8 Filed by Unique Literal 

9 Filed against Unique Literal 

10 Collection clerk Unique Figures Collector's signature 

11 Issued on Unique Date Date of the day 

12 Senalofftscalyear Unique Figures 

)9 



Cycles Impacting Fees payment receipt (blue receipt) Form 

Dept Preceding Cycle Current Cycle Current Cycle Document 
Code Status before 

the cycle 

Collection ---------- 16-1 Collection by department -------
Deposits Collection by department 13-5 Receipt of deposit cashing Fees payment 

request receipt 

Deposits Collection by department 13-6 Receipt of deposit cashing Fees payment 
request from partial court receipt 

Claims Collection by department 12-7 ReceIpt of Service Dept Fees payment 
response on execution full receipt I 

collection report I 

Claims Collection by department 12-11 Receipt of Service Dept Fees payment 
response on sale full receipt 
collection report 

~ -~ --- -----

(,() 

-



Operations done on Fees payment receipt (blue receipt) Form 

Dept Precedmg Cycle Current Current Cycle Document Operations done on the document Document 
Cycle Status 

Condl Objective 
status after 

Code before Cycle Document cycle 
tlOns after operation 

Collection --- ---- 16 1 Collection by - - --- CollectIOn employee Issues the Fees payment 

department receipt after receiving the fees receipt 
from paver 

Deposits Collection by 135 Receipt of deposit Fees Beneficiary or his delegate Fees payment 
department cashmg request payment Receives payment receipt receipt 

receipt Attach receipt to deposit Fees payment Fees payment 
cashmg documents receipt receipt 

Deposits Collection by 136 Receipt of deposit Fees ReceIVIng the receipt after Fees payment 
department cashmg request payment beneficiary or delegate pays receipt 

from partial court receipt the money 
Attach receipt to deposit Fees payment Fees payment 
cashmQ documents receipt recelDt 

Claims CollectIOn by 127 Receipt of Service Fees Execution employee receives Fees payment 
, 

I 
department Dept response on payment receipt with execution papers receipt 

I execution full receipt after return from Service Dept 

collection report through Correspondence Dept 
Execution employee keeps the Fees payment Fees payment 
receipt In claims file receipt filed In receipt filed In 

claims file claims file 

Claims Collection by 12-11 Receipt of Service Fees Execution employee receives Fees payment 

department Dept response on payment receipt with execution papers receipt 

sale full collectIOn receipt after return from Service Dept 

report through Correspondence Dept I 
Execution employee keeps the Fees payment Fees payment 
receipt In claims file receipt filed m receipt filed In 

claims file claims file 

(d 

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



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

Description of Deposit cashing form 

General Information 

Form code • 

Form name Deposit cashing form 

Form type o Register or book I t:RI Document or form I 0 Box files 

Function Cashing form With amount of money due for the requester 
(beneficiary or his delegate) 

Reason for uSing Deposit cashing In court 

Employee filing the form Deposits Dept employees - Deposits Department Head -

I 
Commercial Dept Head 

Department where form IS filled Deposits Dept office - Commercial Dept Head I 

Form Detailed Description 

Structure o Landscape I t:RI Portrait 

Number of Pages One page 

Size t:RI Foolscap 10 Double Foolscap 10 Quarto I 0 Half quarto 

Number of caples 

Additions o Duty stamp (non-governmental) 10 Stamps 

(,2 



-------------------
Description of Information m Deposit cashmg form 

Ser Item Nature Type Remarks 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 
i 

13 Signature of Deposits employee Unique Literal 
i 

14 Signature of Deposits Unique Literal 
Department Head 

15 Signature of Commercial Unique Literal 
I 

Department Head 

(,3 



Cycles Impactmg Deposit cashmg form 

Dept Precedmg Cycle Current Cycle Current Cycle Document 
Code Status before 

the cycle 

Deposits --------- 13-5 Receive deposit cashing --------

request 

Deposits ---------- 13-6 Receive deposit cashing -------

request In partial court 

(i-t 



------ - - - -- - - - - _ .. --
Operations done on Deposit cashmg form 

Dept Preceding Current Current Cycle Form Status Operations done on the form Fonn status 
Cycle Cycle before Cycle 

Cond- Objective Form after 
after cycle 

Code 
Illons operatIOn 

Deposits --------- 135 Receive deposit .--------- Deposits Dept Cashing form 

cashing request employee fills cashing 
form 
Signature of dept Cashmg form 
head on cashing form signed by dept 

head 
Bankruptcy Submit to Commercial Cashing form 
case Dept signed by dept 

head 
Deliver request to Cashing form Cashing form 
Accounting Dept for signed by dept signed by 
cashing procedures head dept head 

Deposits -- - 136 Receive deposit --- ---- Deposits Dept Cashing form 

cashing request to employee fills cashing 
partial court form 

Signature of dept Cashing form 
head on cashing form signed by dept 

head 
Bankruptcy Submit to Commercial Cashmg form 
case Dept signed by dept 

head 
Deliver request to Cashmg form Cashing form 
Accounting Dept for sIgned by dept signed by 
cashing procedures head dept head 

65 



Description of List of partial deposits cashed 

General Information 

Form code 

Form name List of partial deposits cashed 

Form type o Register or book I [RJ Document or form I 0 Box files 

Function Record information of deposits cashed In partial court 

Reason for uSing Deposit cashing In partial courts 

Employee filing the form Partial courts employees 

Department where form IS filled Deposits Dept In partial court 

Form Detailed Description 

Structure [RJ Landscape 1 0 Portr8lt 

Number of Pages One page 

Size [RJ Foolscap 10 Double Foolscap 10 Quarto I 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) I 0 ~tam~s._ 

(j(j 



-------------------
Description of Information In List of partial deposits cashed form 

Ser Item Nature Type Remarks 

1 

2 

3 

4 

5 

6 

7 

8 -

9 

10 

11 

12 
---- ---- --L-_~ __ -- ----

67 



Cycles Impactmg list of partial deposits cashed form 

Dept Precedmg Cycle Current Cycle Current Cycle Document 
Code Status before 

the cycle 

Deposits Correspondence 13-7 Receive list of deposits lIst of cashed 
cashed In partIal courts amounts 

! 
~~-- ---~~ 

(,!\ 



-------- - - - -- - - - - --
Operations done on List of partial deposits cashed form 

Dept Preceding Cycle Current Current Cycle Form Status Operations done on the form Form status 
Cycle before Cycle 

Cond- ObjectIVe Form after 
after cycle 

Code 
Itlons operation 

Deposits Correspondence 137 Receive Irst of deposits list of Receive Irst from partial list of cashed 

cashed In partial cashed court through amounts 

courts amounts Correspondence Dept 
Record In deposits book list of cashed 
where employee In amounts 
charge records deposits 
cashed beside ItS cell In 
the depOSits book 
Upon completion of list of cashed list of 
record the list IS then amounts cashed 
destroved amounts --

69 



Description of Copy of list of deposit returns In partial courts 

General Information 

Form code 

Form name Copy of partial deposit returns list 

Form type o Register or book T!RI Document or form I 0 Box files 

Function Record Information of depOSits deposited In partial court 

Reason for uSing DepOSits In partial courts 

Employee filing the form Partial courts employees 

Department where form IS filled DepOSits Dept In partial court 

Form Detailed DeSCription 

Structure !RI Landscape I 0 Portrait 

Number of Pages One page 

Size !RI Foolscap 10 Double Foolscap 10 Quarto I 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) 10 Stamps 

70 



-------------------
Description of Information In Copy of list of deposit returns In partial courts form 

Ser Item Nature Type Remarks I 

1 

2 J 

3 
! 

4 I 

5 I 

6 

7 ! 

-8 
i 

~ 

9 

10 

11 

12 

71 



Cycles Impactmg Copy of list of deposit returns In partial courts form 

Dept Precedmg Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

DepOSits Correspondence 13-8 Receive partial depOSit list of partial 

I returns list depOSit returns 

72 



------------- - - - - --
Operations done on Copy of list of deposit returns In partial courts form 

Dept Preceding Cycle Current Current Cycle Form Status Operations done on the form Form status 
Cycle before Cycle 

Cond- Objective Form after 
after cycle 

Code 
Itlons operation 

DepOSits Correspondence 138 Receive partial depOSit list of partial Receive list from partial list of partial 

returns list depOSit court through Corres depOSit returns 

returns Dept 
List IS matched with the list of partial 
book as the employee In depOSit returns 
charge matches the 
depOSIt reports he 
receives from partial 
courts to check If there 
are reports sent for the 
first time 
Upon completion of list of partial List of partIal 
record list IS destroyed depOSit returns depOSit 

returns 

Tl 



Description of Letter for enhancement of reports from partial courts 

General Information 

Form code 

Form name Letter for enhancement of reports from partial courts 

Form type o Register or book T I2S] Document or form I 0 Box files 

Function Letter to partial courts to enhance reports that are listed In deposit 
returns list and not sent b the court 

Reason for uSing Deposits In partial courts 

Employee filing the form Deposits Dept employees 

Department where form IS filled Deposits Dept 

Form Detailed Description 

Structure o Landscape II2S] Portrait 

Number of Pages One page 

Size I2S] Foolscap I 0 Double Foolscap 10 Quarto I 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) 10 Stamps 
---

7..J 



-------------------
Description of Information In Letter for enhancement of reports from partial courts form 

Ser Item Nature Type Remarks 

1 

2 

3 

4 

5 

6 

7 

8 , 

9 

10 

11 

12 

75 



Cycles Impactmg Letter for enhancement of reports from partial courts form 

Dept Preceding Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Deposits ------------- 13-8 Receive partial deposit ------------
returns Irst 

7() 



-------------------
Operations done on Letter for enhancement of reports from partial courts form 

Dept Precedmg Cycle Current Current Cycle Fonn Status Operations done on the fonn Form status I 
Cycle before Cycle 

Cond- Objective Form after 
after cycle 

Code 
Itlons operation I 

Deposits ---- --- 13-8 Receive partial deposit -- .. ---- -- Issue a letter to partial Letter to I 
returns list courts to enhance enhance 

sending depoSIt reports sending the 
that are discovered to reports 
be not sent by matchmg 
list of deposits returns In 

I 

partial courts with 
I depOSits book 

Deliver letter to Corres Letter to Letter to 
/ Dept to send to partial enhance enhance 

courts sending the sending the 
\ rel!orts reports 

77 



Form code 

Form name 

Form type 

Function 

Reason for uSing 

Employee filing the form 

Description of Case Judgment Form 
General Information 

94 

Case Judgment 

o Register or book T lR1 Document or form I 0 Box files 

Judgment made by Chief Judge In a case hearing 

Judgment In a case 

Chief Judge I Circuit Clerk 

Department where form IS filled CirCUit 

Form Detailed Description 

Structure o Landscape 1 00 Portrait 

Number of Pages One or more pages 

Size lR1 Foolscap I 0 Double Foolscap 10 Quarto I 0 Half quarto 

Number of caples 

Additions o Duty stamp (non-governmental) 10 Stamps 

78 



-------------------
DescriptIOn of Information In Judgment 

Ser Item Nature Type Remarks 

1 Judgment Unique Literal Judgment made by Chief Judge 

2 II 

Description of Information In Typed Judgment 
-- ------

Ser Item Nature Type Remarks 

1 Panel Unique Literal Name of Chief Judge, Judges, dlstnct 
attorney and circuit clerk 

2 Plaintiff's name Unique Literal Names of all plaintiffs 

3 Defendant's name Unique Literal Names of all defendants 

4 Draft Judgment Unique Literal Judgment made by Chief Judge In the 
case heanng 

5 Names of parties from any other Unique Literal 
wntes 

6 

7 

79 



Cycles Impacting Judgment 

Dept Precedmg Cycle Current Cycle Current Cycle Form Status before 
Code the cycle 

Circuit Clerk 1-6-9 Prepare judgment and Draft judgment 
obtain ratification 

TYPing pool Prepare judgment and obtain ratification 7-1 Type draft judgment Draft judgment 

Circuit Clerk Type draft judgment 1-6-9 Prepare judgment and Draft and typed 
obtain ratification Judgment 

Fees revIsion Prepare judgment and obtain ratification 25-5 Fees revIsion for cases after Case file 
judgment announcement 

Circuit Clerk Fees reVISion for cases after judgment 1-6-16 Close case after disposition Case file with revised 
announcement fees 

Copies Dept Close case after disposItion 9-3 Record attorneys' fees and Case file 
fees 

CircUit Clerk Record attorneys' fees and fees 1-6-16 Close case after disposItion Case file recorded In 

Copies Book 

Claims Close case after dispOSition 21-1 Receive Claims papers Case file 

Circuit Clerk Receive Claims papers 1-6-16 Close case after diSposition Case file 

Archive Close case after dispOSition 8-1 Archive a disposed case In Case file 
Court of First Instance 

Archive 8-7 Deliver papers from case file 

Copies Dept Deliver papers from case file 9-1 Deliver Writ of execution Archived judgment 
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------ ------- - - - - --
Operations done on Judgment 

Dept Precedmg Cycle Current Current Cycle Document Operations done on the document Document 
Cycle Status before 

Condltl Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

Circuit Clerk 1 6-9 Prepare judgment Draft judgment CircUit clerk receives judgment and Draft judgment 

and obtain case file trom the Judge 

ratification Deliver draft judgment to Typmg 
Pool 

TYPing pool Prepare judgment 7 1 Type draft judgment Draft judgment Receive draft judgment trom CircUit Draft Judgment 

and obtain Clerk then Dept head or deputy ready tor 
ratificatIOn reters It to employee In charge tYPing 

TYPist types the draft judgment Typed 
uSing draft judgment wnt ot judgment 
summons and conclhallon report If 
any 
Dept head or Deputy revises typed Typed 
judgment by matching It With draft judgment 
ludament 
Make the necessary corrections Draft and Draft and 
and deliver draft and typed typed typed 
Judgment to CircUit Clerk Judgment ludoment 

Circuit Clerk Type draft 169 Prepare judgment Draft and typed Circuit Clerk receives judgment Draft and 

judgment and obtain Judgment trom TYPing Pool typed 

ratlficallon ludament 
Circuit Clerk signs of revIsion of Draft and 
typed judgment reVised typed 

judgment 
CircUit Clerk submits draft and Draft and 
typed judgment to judge for typed 
ratification ludament 
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Dept Precedmg Cycle Current Current Cycle Document Operations done on the document Document 

Cycle Status before 
Condltl Objective Document 

status after 

Code Cycle cycle 
ons after 

operation 

Judge signs the Judgment and Draft and 
CircUit Clerk receives It once more typed 

Judgment 
revised by the 
ludQe I 

CircUit Clerk refers Judgment with Case file Case file 
Case file to Fees RevIsion Dept 

Fees revIsion Prepare Judgment 255 Fees revIsion for Case file Fees reviser revises the fees due Case file 

and obtain cases after on the case 

rallficallon Judgment Fees revises reassesses fees for Case file with 

announcement the case revised fees 
Fees reviser makes notation on the Case file with Case file with 
case file with the fees and that the revised fees revised fees 
fees on the file have been 
reassessed and then delivers file 
once more to the CircUit Clerk 

CircUit Clerk Fees reVISion for 1 6 16 Close case after Case file with Circuit Clerk receives file from Fees Case file with 

cases after disposillon revised fees ReVISion Dept and checks If there revised fees 

Judgment IS objection for forgery 10 the case 

announcement 1 Make a notation 10 the book of Case file with 
obJectlo objections for forgery that case has revised fees 
n for been disposed and notify the 
forQery Prosecution 

Issue fees assessment order and Case file with 
attorneys fees report to be ratified fees 
by the Judge assessment 

order and 
attorneys fees 
report 
attached 
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- - - - - - - - - - - - - - - - - - -
Dept Precedmg Cycle Current Current Cycle Document Operations done on the document Document 

Cycle Status before 
Condltl Objective 

status after 
Code Cycle Document cycle 

ons after 
operation 

1 CIrcUIt Clerk sends case fIle to Case fIle Case fIle 
completl Copies Dept for record 
on 

CopIes Dept Close case after 93 Record allorneys Case fIle Copies Dept clerk records 10 Case ftle 

dISpositIOn fees and fees Attorney 5 fees and fees book and recorded to 
writes the execulton statement then CopIes Dept 
makes notation on the ongmal Books 
ludoment 
Deliver file once more to CIrCUIt Case fIle Case fIle 
Clerk recorded rn recorded In 

Copies Dept CopIes Dept 
Books Books 

CIrcuIt Clerk Record attorneys 1616 Close case after Case fIle CircuIt Clerk receIves case fIle wIth Case file 

fees and fees dlSposltron recorded In fees assessment order and 

Copies Book attorney s fees report attached 
CIrcuIt Clerk deliver file to ClaIms Case file Case fIle 
Dept 

ClaIms Close case after 21 1 ReceIve ClaIms Case fIle RevIse fees assessment order and Case fIle Case file 

dISposItIon papers attorney s fees WIth notalton of 
reVISion on the Judgment 

CIrculi Clerk ReceIve ClaIms 1 6 16 Close case after Case fIle After delivering papers to the Case fIle Case file 
papers dlsposllton ClaIms Dept cIrcuIt clerk record referred to referred to 

Judgment In draft Judgments book ArchIve ArchIve 
and sends fIle to ArchIve 

ArchIve Close case after 8 1 ArchIve a dIsposed Case ftle ArchIve Clerk receIves papers from Case fIle 

dISPOSItIon case In Court of Order Dept I 

FIrst Instance Case fIle reVISIon Case fIle 
Make notation on the file In order to Case file I 

know fIles recorded In the book 
Keep the file In ArchIve box files ArchIved Case ArchIved 

file Case fIle 
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Dept Preceding Cycle Current Current Cycle Document Operations done on the document Document 

Cycle Status before 
Condltl Objective Document 

status after 

Code Cycle cycle 
ons after 

operation 

Archive 87 Deliver papers from Upon an oral request by plaintiff or Oral requesl 

case file his delegate 10 Archive Clerk Ihe 
clerk searches for the file 
If case file IS found Archive Clerk Archived 
delivers judgment to plalnltff or his judgment 
delegate after receIVIng his ID to 
make sure he IS to bnng back the 
ludament 
Plamllff or his delegate makes a ArchIved Archived 
COpy of the Judgment ludgment ludQment 

Copies Dept Deliver papers from 9 1 Deliver Writ of Archived Plamltff or his delegate dehvers Judgment 

case file execullon Judgment judgment to the reviser to make 
sure of follOWing notation made by 
Fees RevIsion Dept on the 
judgment and also to check If the 
judgment needs a Writ of executIOn 
and to make sure there IS no 
notalton of ISSUing a prevIous Writ of 
execullon 

1 needs RevIsion employee assesses the Judgment With 
Writ of fees In accordant 10 Fee Law and assessed fees 
execuho writes It on a copy of the Judgment for the copy 
n 
2 fees Book cler1t makes notallon of Judgment With 
due dellvenng the wnt on the onglnal assessed fees 

ludQment and the assessed fees for the copy 
Deliver judgment to Plalnltff or hiS Judgment With 
delegate assessed fees 

for the copy 
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- - - - - - - - - - - - - - - - - - -
Dept Precedmg Cycle Current Current Cycle Document Operations done on the document Document 

Cycle Status before 
Condltl ObjectIVe 

status after 
Code Cycle Document cycle 

ons after 
operation 

Fees RevIsion Deliver wnt of 254 RevIsion of fees Judgment with Receive copy from copy requester Copy with 

executron assessed for the assessed fees and revise the fees assessed fees 

copies for the copies There IS Fees reassessment for the copy Judgment with 
a and record fees on It reassessed 
mistake fees for the 

copy 
Complet Signature of fees reviser on the Judgment with 
Ion copy and stamp that fees have revised fees 

been revised then deliver to copy for the copy 
reauester 

Collection RevIsion of 16 1 Dept Collection Judgment with Collector receives Judgment from Judgment with 

assessed fees for revised feed for the plalntrff or his delegate and revised fees 

the copies the copy makes sure that stamp of fees for the copy 
reviser IS there 
Fees collection Judgment with 

paid fees for 
the copy 

Return Judgment to the Plaintiff or Judgment with Judgment 
his delegate with a receipt paid fees for with paid 

the copy fees for the 
copy 

Copies Dept Dept Collection 9 1 Deliver wnt of Judgment with 2 Book clerk makes notation of Judgment With 
execution paid fees for completl dellvenng the wnt of execution on a record of 

the copy on the onglnal Judgment to make sure ISSUing 
that a second wnt IS not Issued for execution 
the same Judgment He also record statement 
receiver s capacity 
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Dept Precedmg Cycle Current Current Cycle Document Operations done on the document Document II 
Cycle Status before 

Condltl Objective Document 
status after ' 

Code Cycle cycle I 
ons after 

operation 

Deliver Judgment to the plarnlrff or Judgment wIth 
his delegate a record of 

IssUIng , 

execution 
statement 

1 does Reviser returns Judgment to plaintiff Judgment with Judgment 
not or his delegate a previously with a 
need Issued Writ of previously 
wnt of execution Issued Writ of 
executlo execution 
n 

Archive Deliver Writ of 87 Deliver papers from Judgment with Plarntlff or his delegate returns Archive 

execution case file a previously Judgment to Archive to receive the Judgment with 

Issued wnt of 10 a Writ of 

execuhon execution 
Issued 
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-------------------

Form code 

Form name 

Form type 

Function 

Reason for uSing 

Description of Copy of Case Judgment Form 
General InformatIOn 

94 

Copy of case Judgment 

o Register or book I 00 Document or form I 0 Box files 

Copy of final Judgment made by Chief Judge In a case hearing 

Judgment In a case 

Employee filing the form Chief Judge I Circuit Clerk - Copies Dept employees - Collection 
Dept employees 

Department where form IS filled Circuit - Copies Dept - Collection Dept 

Form Detailed Description 

Structure o Landscape I 00 Portrait 

Number of Pages One or more pages 

Size 00 Foolscap 10 Double Foolscap 10 Quarto I 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) 10 Stamps 

87 
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Description of Information In Judgment Copy 

Ser Item Nature Type Remarks 

1 Panel Unique Literal Name of Chief Judge Judges, district 
attorney and circuit clerk 

2 Plaintiff s name Unique Literal Names of all plaintiffs 

3 Defendant's name Unique Literal Names of all defendants 

4 Draft Judgment Unique Literal Judgment made by Chief Judge In the 
case heanng 

5 Names of parties from any other Unique Literal 
wntes 

6 Fees amount Unique Figures 

7 Signature of Fees assessor Unique Literal 

8 Signature of Fees reviser Unique Literal 

9 Collection notation Unique Literal 
I 

- - -------
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-------------------
Cycles Impacting Judgment Copy 

Dept Precedmg Cycle Current Cycle Current Cycle Form Status before 
Code the cycle 

Copies Dept Deliver papers from case file 9-1 Deliver wnt of execution Archived Judgment 
copy 

Fees RevIsion Deliver wnt of execution 25-4 RevIsion of fees assessed Judgment with 
for the copies assessed fees for the 

caples 

Collection RevIsion of assessed fees for the caples 16-1 Dept Collection Judgment with revised 
feed for the copy 

Copies Dept Dept Collection 9-1 Deliver wnt of execution Judgment with paid 
fees for the copy 
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Operations done on Judgment 

Dept Precedmg Cycle Current Current Cycle Document Operations done on the document Document 
Cycle Status before 

Condltl Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

Copies Dept Deliver papers from 9 1 Deliver Writ of Archived Plaintiff or his delegate makes a Archived 
case file execution judgment copy of the Judament ludoment copy 

Plalnhff or his delegate delivers Archived 
judgment and copy to the reviser to judgment copy 
make sure of following notatIOn 
made by Fees RevIsion Dept on 
the judgment and also to check If 
the judgment needs a Writ of 
executron and to make sure there IS 
no notallon of ISSUing a prevIous 
wnt of execution 

1 needs RevIsion employee assesses the Judgment with 
wnt of fees for the judgment copy In assessed fees 
executlo accordant to Fee Law for the copy 
n 
2 fees Book clerk makes notallon of Judgment with 
due dellvenng the wnt on the onglnal assessed fees 

,udament and the assessed fees for the copy 
Deliver judgment to Plaintiff or his Judgment with 

I delegate to pay the fees assessed fees 
for the copy 
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- - - - - - - - - - - - - - - - - - -
------

Dept Precedmg Cycle Current Current Cycle Document Operations done on the document 
1 

Document I 

Cycle Status before 
Condltl Objective Document 

status after 
Code Cycle cycle I 

ons after 
operation 

Fees RevIsIOn Deliver Writ of 254 RevIsion of fees Judgment with Receive copy from copy requester Copy with 
executIOn assessed for the assessed fees and revise the fees assessed fees 

copies for the caples There IS Fees reassessment for the copy Judgment with 
a and record fees on It reassessed 
mistake fees for the 

copy 
Complet Signature of fees reviser on the Judgment with 
Ion copy and stamp that fees have revised fees 

been revised then deliver to copy for the copy 
reauester 

Collection RevIsIOn of 16 1 Dept Collection Judgment with Collector receives judgment from Judgment with 
assessed fees for revised feed for the plaintiff or his delegate and revised fees 

the copies the copy makes sure that stamp of fees for the copy 
reviser IS there 
Fees collection Judgment with 

paid fees for 
the copy 

Return Judgment to the Plaintiff or Judgment with Judgment 
his delegate with a receipt paid fees for with paid 

the copy fees for the 
copy 

Copies Dept Dept Collection 9 1 Deliver wnt of Judgment with 2 Book clerk makes notation of Judgment with 
execution paid fees for completl dellvenng the Writ of execution on a record of 

the copy on the anginal judgment to make sure ISSUing 
that a second wnt IS not Issued for execution 
the same judgment He also record statement 
receiver s capacity 

-~ 
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Dept Preceding Cycle Current Current Cycle Document Operations done on the document Document 
Cycle Status before status after 
Code Cycle Condltl Objective Document cycle 

ons after 
operation 

Deliver Judgment to the plaintiff or Judgment with 
his delegate a record of 

ISSUing 
execution 
statement 

1 does Reviser returns Judgment to plaintiff Judgment with Judgment I 

not or his delegate a previously with a 
need Issued wnt of previously II 

wnt of execution Issued wnt of 
execullo execution 
n 

Archive Deliver Writ of 8 7 Deliver papers from Judgment with Plaintiff or his delegate returns Archive 
execullon case file a previously Judgment to Arch,ve to receIve the Judgment with 

Issued Writ of 10 a wnt of 
execulton executIOn 

Issued I 
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------------------

Form code 

Form name 

Description of Writ of Execution Form 
General Information 

94 

Writ of execution 

Form type o Register or book 100 Document or form 1 0 Box files 

Function Case Judgment with an execution statement 

Reason for uSing Execution of case Judgment 

Employee filing the form Copies Dept employees 

Department where form IS filled Copies Dept 

Form Detailed Description 

Structure o Landscape 1 [8] Portrait 

Number of Pages One page 

Size [8] Foolscap 1 0 Double Foolscap 10 Quarto I 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) 1 0 Stamps 
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DescriptIOn of Information In Writ of Execution 

Ser Item Nature Type Remarks 

1 Panel Unique Literal Name of Chief Judge, Judges, district 
attorney and circuit clerk 

2 Plaintiff s name Unique Literal Names of all plaintiffs 

3 Defendant's name Unique Literal Names of all defendants 

4 Draft Judgment Unique Literal Judgment made by Chief Judge In the 
case heanng 

5 Names of parties from any other Unique Literal 
Writs 

6 Fees amount Unique Figures 

7 Signature of Fees assessor Unique Literal 

8 Signature of Fees reviser Unique Literal 

9 Collection notation Unique Literal 

10 Execution statement Unique Literal 

11 Copies Dept notation Unique Literal 
- ----~~ ----------
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- .. ---------- ... ---~--

Cycles Impacting Writ of Execution 

Dept Precedmg Cycle Current Cycle Current Cycle Form Status before I 
I 

Code the cycle 

Deposits 13-5 Receive deposit cashing 
request 

Deposits 13-6 Receive deposit cashing 
request In a partial court 
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Operations done on Writ of Execution 

Dept Precedmg Cycle Current Current Cycle Document Operations done on the document Document 
Cycle Status before 

Condltl Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

Deposits 13 5 Receive deposit Make notation of cashing on the Writ Wnt of 

cashing request of execution executIOn wIth 
nolallOn of 
cashing 

Deposits 136 Receive deposit Deposits employee Issues a Wnt of 

cashing request In a cashing form executIOn Wllh 

partial court notallon of 
cashing 

96 
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Description of Preliminary Judgment of Case Referral to Experts Office 
General Information 

Form code 95 

Form name Preliminary Judgment of case referral to Experts Office 

Form type o Register or book 100 Document or form 1 0 Box files 

Function Judgment In the case 

Reason for uSing Case filing 

Employee filing the form Judge 

Department where form IS filled Courtroom 

Form Detailed Description 

Structure o Landscape 100 Portrait 

Number of Pages One page 

Size [g] Foolscap 1 0 Double Foolscap 10 Quarto 1 0 Half quarto 

Number of caples 

Additions o Duty stamp (non-governmental) 10 Stamps 

97 



DescnptlOn of Preliminary Judgment of Case Referral to Experts Office 

~ -

Ser Item Nature Type Remarks 

1 Judgment hearing date Repetitive Date 

2 Circuit Repetitive Literal 

3 Case number and date of filing Repetitive Figures 

4 Names and addresses of Repetitive Literal 
htlgants 

5 Date of deposit payment hearing Repetitive Date 

6 Date of expert s report hearing Repetitive Date 

7 MIssion requested from Experts Repetitive Literal 
Office 

8 Number of requested Experts Repetitive Literal 

9 Other conditions for Experts Repetltrve Literal 
assignment 

-- ----

98 



I ___ ~ __ ---~-----~--

Cycles Impacting Preliminary Judgment of Case Referral to Experts Office 

Dept Precedmg Cycle Current Cycle Current Cycle Form Status before 
Code the cycle 

Circuit Clerk ------------- 1-6-10 Execute preliminary --------------
judgment of referral to 
experts or return case to 
experts or delegate a 
committee of three experts 

TYPing pool Execute preliminary judgment of referral to 7-1 Type draft judgment Draft judgment 
experts or return case to experts or 
delegate a committee of three experts 

Circuit Clerk Draft judgment 1-6-10 Execute preliminary Draft and typed 
judgment of referral to judgment 
experts or return case to 
experts or delegate a 
committee of three experts 

Collection Execute preliminary Judgment of referral to 16-2 Collection of criminal fees Typed Judgment 
experts or return case to experts or as deposits 
delegate a committee of three experts 

Circuit Clerk Collection of criminal fees as deposits 1-6-10 Execute preliminary Typed judgment and 
judgment of referral to copy of payment 
experts or return case to receipt 
experts or delegate a 
committee of three experts 
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Dept Precedmg Cycle Current Cycle Current Cycle Form Status before 
Code the cycle 

Incoming I Execute prelimInary Judgment of referral to 1-8-1 Record case referred to the Case file delivered to 
outgoIng to experts or return case to experts or Experts Office Incoming I outgoing to 
Experts OffIce delegate a committee of three experts Experts OffIce 

Incoming I Record case referred to the Experts Office 1-8-2 Record case after payIng Case file 
outgoing to the deposit 
Experts Office 

Incoming I Record case after payIng the deposit 1-8-3 Send case to Experts Office Case file 
outgoing to 
Experts OffIce 

IncomIng I Send case to Experts OffIce 1-8-4 Receive case from Experts Case file with 
outgoIng to Office reference number and 
Experts Office date 
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- - ----- .. --- .... -- - ..... -
Operations done on Preliminary Judgment of Case Referral to Experts Office 

Dept Precedmg Cycle Current Current Cycle Document Operations done on the document Documen 
Cycle Status before 

Conditions 
status aft 

Code Cycle Objective Document cycle 
after 

operation 

CircUit Clerk - - - 1 6 10 Execute preliminary -- - - After ISSUing the preliminary Heanng 

judgment of referral judgment and before tYPing the judgment In a 

to experts or return CircUit clerk delivers case file to case 

case to experts or incoming and outgoing to Experts 

delegate a Dept to record In the general 

committee of three register Within 24 hours of judgment 

experts Issuance 

TYPing pool Execute 7 1 Type draft judgment Draft judgment Receive draft judgment from CirCUit Draft judgment 

prehmlnary clerk and refer It to the employee In ready for 

judgment of referral charge by Dept Head of deputy tYPInQ 

to experts or return The tYPiSt Types draft judgment Typed 

case to experts or from the draft judgment and Writ of judgment 
delegate a summons as well as concillallon 

commillee of three report If any 

experts Dept head or deputy revises the Typed 
typed judgment by matchmg With judgment 
draft ,udQment 
Make the necessary correctIOns Draft and Draft and 
and deliver draft and typed typed typed 
Judgment to CirCUit clerk Judament Judgment -

Circuit Clerk Draft Judgment 1 6 10 Execute prellmmary Circuit clerk obtainS rallficatlon of Typed Draft and typed 
judgment of referral judgment Judge judgment 

to experts or return 
case to experts or 
delegate a 
committee of three 
experts 

-
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Dept Precedmg Cycle Current Current Cycle Document Operations done on the document Documen 

Cycle Status before 
Conditions Objective Document 

status aft 

Code Cycle cycle 
after 

operation 

1 Judgment Deliver copy of Judgment to Typed 
of neither depositor In Collection Dept Judgment 
referral or 
relum of 
case 

Collection Execute 162 Collection of Typed Collector collects deposit money set Typed Typed 

preliminary crrmrnal fees as Judgment In the Judgment from depositor and Judgment and Judgment 

Judgment of referral deposits Issues a payment receipt and copy of and copy 0 

to experts or return delivers both copies to the depositor payment payment 

case to experts or receipt receipt 

delegate a 
committee of three 
experts 

CirCUit Clerk CollectIOn of 1 6 10 Execute preliminary Typed 2 deposit IS Case IS recorded In hearrng agenda Typed 

criminal fees as Judgment of referral Judgment and not paid for the next hearrng Judgment In 

deposIts to experts or return copy of case file 

case to experts or payment 2 deposit IS Check If the depositor IS a Case file 

delegate a receIpt paid Qovernment authonty 

committee of three 3 Receive a cheque With expert Case file With 
experts government deposit from government authOrity cheque 

authontv attached 
3 not a gov Receive receipt of deposit payment Case file With 
authorrty payment 

receipt 
attached 

3 Issue memo of receipt and deliver Case file WIth 
completion to Accounting Dept payment 

attached 
3 Issue memo of receIpt and deliver Case file With 
completion to Accounting Dept payment 

attached 
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Dept Precedmg Cycle Current Current Cycle Document Operations done on the document Documen 

Cycle Status before 
Conditions Objective 

status aft 
Code Cycle Document cycle 

after 
operation 

Receive settlement memo from Case file 
Accounting Dept 

1 Judgment Make notation on file with the Case file 
with return attachments and open a sub-file 
of case 

Issue letter of referral to Experts Case file 
Dept and attach to case file 
Circuit clerk delivers case file and Case file 
attachments to incoming and delivered to 
outgoing to Experts Office incoming and 

outgomg to 
experts Office 

Incommg I Execute 1 8 1 Record case Case file CircUit clerk delivers case file to Case file 

outgomg to preliminary referred to the delivered to employee of outgoing mall to 

Experts Office Judgment of referral Experts Office incoming I Experts Office to record In general 

to experts or return outgoing to Experts book 

case to experts or Experts Office Employee of outgoing mall to Case file with 
delegate a Experts Office puts a reference general expert 
committee of three number In general experts book on book 
experts case file and delivers file to circUit reference 

clerk number on It 

Incommg I Record case 182 Record case after Case file CircUit clerk delivers case file to Case file 

outgomg to referred \0 the paying the deposit employee of outgoing mall to 

Experts Office Experts Office Experts Office to record deposit 
payment information In general 
Experts Office book 
Employee of outgoing mall to Case file 
Experts Office delivers case file to 
circuit clerk -
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Dept Precedmg Cycle Current Current Cycle Document Operations done on the document Documen 

Cycle Status before 
Conditions Objective Document 

status aft 

Code Cycle after 
cycle 

operation 

Incommg I Record case after 183 Send case to Case file CircUit clerk dehvers case file to Case file 

outgoing to paymg the deposit Experts Office employee responsible for outgoing 

Experts Office mall to Experts Office to record In 

experts outgoing mall book 
Employee responsible for outgolOg Case file with 
mall to Experts Office records outgolOg 
outgolOg reference number 10 reference 
special experts book and registers number and 
number and date of outgoing on the date 
case file and delivers case file to 
CIvil Dept Head 

Incoming I Send case to 1 84 Receive case from Case file with Experts Office messenger delivers Case file after 

outgoing to Experts Office Experts Office reference case file to employee 10 charge of revIsion 

Experts Office number and IOcomlng mall from Experts Office 

date to revise case file 
Employee 10 charge of incoming Case file 
mall from Experts Office signs for 
the messenger of receipt of case 
file 
Employee In charge of incoming Case file 
mall from Experts Office delivers 
case file to CirCUit clerk 
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Description of Writs of summons forms 

Types If Writs of summons 
Taxes 

2 CIvil 

3 CommerCial 

4 Bankruptcy 

5 Renewal of dismissed tax case 

6 Renewal of dismissed CIvil case 

7 Renewal of dismissed commercial case 

8 Enhancement of stalled tax case 

9 Enhancement of stalled CIvil case 

10 Enhancement of stalled commercial case 

11 Appealed CIvil case 

12 Appealed commercial case 

13 Wnt of Interlocutory request 
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Fonn code 

Fonn name 

Fonntype 

Function 

Reason for usmg 

Employee filing the form 

Department where form IS filled 

Structure 

Number of Pages 

Size 

Number of copies 

AddlIJons 

Description of Writ of Taxes case 
General Information 

Wnt of taxes case 

o Register or book I 00 Document or fonn 

InformatIOn of case to be filed 

Tax Case flhng 

I 0 Box files 

Plamtlff s attorney - head of taxes Dept - Fees reviser - Collection employee -
Calendar employee - microfilm employee - CIrCUIt clerk 

Outside the court - taxes - fees revIsion - collection - calendar - microfilm -
Circuit clerk 

Form Detailed Description 

o Landscape I 00 Portrait 

One or more pages 

[1$] Foolscap I 0 Double Foolscap I 0 Quarto I 0 Half quarto 

One 

o Duty stamp (non-governmental) J 0 Stamps 

IO() 



Description of Wnt of Taxes case 

Ser Item Nature Type Remarks 

1 Court name Unique literal Name of court before which case IS filed 

2 Date of wnt of summons Unique Date Date of filing the case 

3 Plaintiff s name Unique literal Names of all plaintiffs 

4 Plaintiff s address Unique literal Addresses of all plaintiffs 
I 

5 Plaintiff s occupation Unique literal Occupation of all plalnllffs 

6 Defendant s name Unique Literal Names of all defendants 

7 Defendant s address Unique literal Addresses of all defendants I 

8 Defendant s occupallon Unique literal Occupation of all defendants I 

9 Plaintiff s attorney s name and degree Unique literal Names of plaintiffs attorneys and their degree 
! 

10 Wnt of summons Unique literal list of Writ of summons enclosures I 

11 Fees amount Unique Figures 
i 

I 

I 
I 12 Signature of fees assessor Unique Literal 

Il 13 Signature of fees reviser UOIque Literal I 

i 14 Notallon of collectIOn dept UOIque literal 

I 15 Circuit number Unique literal 

I 16 Date of first heanng UOIque Date I 

17 NotatIOn of microfilm 
I 

UOIque literal I 
18 Notallon of calendar employee UOIque literal ! 

-- --
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- .. - - .. - .. - .. _- - - - - .. 
Cycles Impacting Wnt of Taxes case 

Dept Precedmg Cycle Current Cycle Current Cycle Form Status before the 
Code cycle 

T ax dept head 1 3 1 Receive tax cases Open file 

Fees revIsion Receive tax cases 25 1 RevIsion of assessed fees for Wnt of summons and 
wnts and orders request docket with assessed fees 

Collection RevIsion of assessed fees for wnts and orders 16 1 Collection for tax dept Wnt of summons and I 

request docket with assessed fees J 

CollectIOn RevIsion of assessed fees for Writs and orders 165 CollectIOn for tax dept Wnt of summons and I 

request docket with assessed fees I 

Tax dept Head CollectIOn for tax dept 1-3 2 Set CircUit number and first Wnt of summons with paid 
hearing date fees to which documents 

are attached 

Calendar Set CIrCUIt number and first hearing date 1 5 1 Receive cIvil I tax case Wnt of summons with 
Circuit number and first 
hearing date 

lOX 



Operations done on Writ of Taxes case 

Dept Precedrng Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl Objective Document 

status after 

Code Cycle cycle 
ons after 

operatIOn 

Tax dept head 1 3 1 Receive tax cases Open file Dept Head receives ongmal wnt of Wnt of 
summons and documents docket summons with 
revises case value and type documents 
Junsdlctlon revises attorney s data docket 
plarntlffs names and addresses then attached 
defendants names and addresses 
then assesses fees on the wnt 

1 no Assessment of fees on the wnt of Wnt of 
mistake summons and recordlOg amount on summons with 

the back of the last page of the case assessed fees 
and 
documents 
docket 
attached 

2 due Assessment of attorney s fees and Wnt of 
attorney record It on the back of the last page summons with 
fees of the case If the platnltff IS an assessed 

I 

attomey he IS exempted from attorneys fees 
attorneys fees with 

documents 
docket 
attached 

Dehver wnt of summons to plalnhff s Wnt of 
allorney summons and 

docket with 
assessed fees 
and attorney s I 

! 

tax II 
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_ .. - - - - - - .. - - - - - -,-
-- - ----

Dept Precedmg Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl Objective 
status after 

Code Cycle Document cycle 
ons after 

operation 

1 there Return Writ of summons to plaintiffs Refused Writ 
IS a attorney of summons 
mistake 
2 no Deliver wnt of summons to plaintiff s Wnt of Wnt of 
attorney attorney summons and summons 
tax due docket with and docket 

assessed fees with 
assessed 
fees 

Fees revIsion Receive tax 25 1 RevIsion of Wnt of Receive case with assessed fees Wnt of 

cases assessed fees for summons and from plaintIffs attorney and revIse summons and 

wnts and orders docket With assessed fees docket With 

request assessed fees assessed fees 

1 there Reassessment of fees on Writ of Wnt of 
IS a summons In accordance With Fees summons and 
mistake law docket With 

assessed fees 
1 Signature of fees reviser and Wnt of Wnt of 
completl stamping the Writ of summons that It summons and summons 
on has been revised then deliver It to docket With and docket 

plaintiffs attorney assessed fees With 
assessed 
fees 

Collection ReVISion of 16 1 CollectIOn for tax Wnt of Collector receives Writ from plaintiff Wnt of 

assessed fees dept summons and or attorney and fees reviser s stamp summons and 

fOfwnts and docket With docket With 

orders request assessed fees reVised fees 
Fees collection Wnt of 

summons With 
paId fees 

110 



Dept Precedmg Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl Objective Document 

status after 

Code Cycle cycle 
ons after 

operation 

Return wnt to plaintiff or allorney with Wnt of Wnt of 
a receipt summons with summons 

paid fees and with paid 
docs attached fees and 

docs 
attached 

Collection RevIsion of 16 5 Collechon for tax Wnt of Collector receives Writ from plaintiff Wnt of I 

assessed fees dept summons and or attorney and fees revIser s stamp summons and 

for Writs and docket with docket with 
II orders request assessed fees revised fees 

Attorneys taxes col/ected Wnt of Wnt of 
1/ 

summons with summons 
paid attorneys with paid 
taxes attorneys 

taxes 
Return wntto plaintiff or attorney with Wnt of 
a receipt summons wIth 

paId fees and 
docs attached 

Tax dept Collection for 132 Set CIrCUIt number Wnt of Attorney returns ongmal Writ wIth Wnt wIth paId 

Head tax dept and first heanng summons wIth paid fees to Taxes Dept head fees 

dale paid fees to Taxes Dept Head defines CIrCUIt Wnt wIth set Wnt with set 
which number first hearing date and circuit clerk CIrCUIt clerk 
documents are returns onglnal Writ with set CircuIt and first and first 
attached number and first heanng date to the hearing date heanng date 

attorney 

Calendar Set CirCUIt 1 5 1 Receive CIVil/tax Wnt of Calendar employee receives Writ Case wnt with 
number and case summons with docs docket and copy of the Writ and a number and 
first heanng CirCUIt number records It In case receipt book and docs attached 
date and first defines case number 

hearing dale II 

III 



- - - - - -- - -- - _ .. - -- - - .. 
Dept Preceding Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl Objective Document 

status after 
Code Cycle cycle 

ons after 
operation 

Calendar employee records case on Case Writ with 
the calendar a number and 

docs attached 
Calendar employee delivers onglnal Case Writ with 
Writ to plalnllffs attorney and keeps a number and 
case copy and docs docket docs attached 
Calendar employee puts copy of Writ Case file 
docs docket and docs In a file called 
case file 
Calendar employee sends case file Case file 
to Microfilm 
Calendar employee retrieves case Case file With 
file from microfilm microfilm 

stamp 
Calendar employee records case In Case file 
cases Index recorded In 

cases Index 
Calendar employee delivers case file Case file Case file 
to CirCUit clerk In charge delivered to delivered to 

circuit clerk circuit clerk 
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---_ .. -------------

Fonn code 

Fonn name 

Fonn type 

Function 

Reason for uSing 

Employee filing the form 

Description of C,v,l case Writ of summons 
General Information 

CIVIl case Writ of summons 

o Register or book .100 Document or form 

Information of case to be filed 

CIvil Case filing 

1 0 Box files 

Plamtlff s attorney - fees assessor - Fees reviser - Collection employee -
employee m charge of setting heanng dates - Calendar employee - microfilm 
employee - CIrcuIt clerk 

Department where form IS filled Outside the court - Fees assessment - fees revIsion - collectton - settmg heanng 
dates - calendar - microfilm - circuit clerk 

Form Detailed DescriptIOn 

Structure o Landscape I 00 Portrait 

Number of Pages One or more pages 

Size 00 Foolscap I 0 Double Foolscap I 0 Quarto 1 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) 10 Stamps 
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DescnptlOn of CIvil case Writ of summons 

-

Ser Item Nature Type Remarks 

1 Court name Umque Literal Name of court before which case IS filed 

2 Date of Writ of summons Umque Dale Date of filing the case 

3 Plaintiff s name Umque literal Names of all plaintiffs 

4 Plalnllff s address Umque Literal Addresses of all plalnllffs 

5 Plalnllff s occupation Umque Literal Occupallon of all plaintiffs 

6 Defendant s name Umque literal Names of all defendants 

7 Defendant s address Umque literal Addresses of all defendants 

8 Defendant s occupation Umque literal OccupatIOn of all defendants 

9 Plalnllff s allorney s name and degree Umque literal Names of plaintiffs attorneys and their degree 
-

10 Wnt of summons Umque Literal list of Writ of summons enclosures 

11 Fees amount Umque Figures 

12 Signature of fees assessor Umque Literal 

13 Signature of fees reviser Umque literal 

14 Notallon of collection dept Umque literal 

15 CircUlI number Umque Literal 

16 Date of first heanng Umque Date 

17 Notation of microfilm Umque Literal 

18 Notation of calendar employee Umque literal 
--~.-.. - --

114 



- - - - - .. - - _ .. - -
Cycles Impactmg CIvil case Writ of summons 

Dept Preceding Cycle Current Cycle Current Cycle Form Status before the 
Code cycle 

Fees assessment 24 1 Fees assessment for wrrts and Open file 
orders requests 

Fees revIsion Fees assessment for wrrts and orders requests 251 RevIsion of assessed fees for Wnt of summons and 
wrrts and orders request docket with assessed fees 

Collection RevIsion of assessed fees for Writs and orders 16-1 Collection for CIVil dept Wnt of summons and 

J request docket with revised fees 

CollectIOn RevIsion of assessed fees for wrrts and orders 16-5 Collection of attorney s taxes Wnt of summons and i 

request docket with revised fees II 

Seltlng heanng Collection for CIVil Dept 1 7-1 Set a heanng date and CirCUIt to Wnt of summons with paid I 
dates at Front deliberate the case fees and documents 
Counter attached I 

I 

Calendar Set a heanng dale and circuit to deliberate the case 1 5 1 Receive cIvil I taxes Case Wnt of summons with paid Ii 
fees and documents I 

attached 
I 

II ~ 



OperatIons done on CIvil case Writ of summons 

Dept Preceding Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl Objective Document 

status after 

Code Cycle cycle 
ons after 

operation 

Fees 24 1 Fees assessment Open file Fees assessor receIves Writ of Wnt of 

assessment for Writs and orders summons and documents docket summons and 

requests then he checks case value and type documents 
JUrisdictIOn and revises altorney s docket 
information plamtlffs names and attached 
addresses defendants names and 
addresses and assesses fees for 
the Writ of summons 

1 no Fees assessment for the wnt of Wnt of 
mistake summons and recordmg thiS on the summons with 
s back of the last page of the case assessed fees 

an documents I 

docket I 

attached 
I 

2 Assessment of attorney s taxes and Wnt of 
attorney recordmg It on the back of the last summons with 

I 

s taxes page of the case and It IS taken mto assessed 
due consideration If the plamtlff IS an attorney s 

attorney he IS exempted from the taxes and 
tax documents 

attached 
Deliver Writ of summons to Wnt of 
plamhffs attorney summons and 

docket with 
assessed fees 
and attorney s 
taxes 

Wi 



- - - - -- - - - - - - -- .. - - --
Dept Preceding Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl Objective 

status after 
Code Cycle Document cycle 

ons after 
operation 

1 there Return Writ of summons to plamtlffs Refused Writ 
IS a attorney of summons 
mistake 
2 no Deliver Writ of summons to Wnt of Wnt of 
attorney plaintiffs attorney summons and summons 
staxes docket With and docket 
due assessed fees With 

assessed 
fees 

Fees revIsion Fees 251 RevIsIOn of Wntof Receive case With assessed fees Wnt of 
I 

assessment assessed fees for summons and from plaintiffs attorney and reVise summons and 

for Writs and Writs and orders docket With assessed fees docket With I 

orders request assessed fees assessed fees 
requests 1 there Reassessment of fees on Writ of Wnt of 

IS a summons In accordance With Fees summons and 
mistake Law docket With II 

assessed fees 
1 Signature of fees reviser and Wnt of Wnt of l; 
compleb stampmg the wnt of summons that summons and summons I 

on It has been revised then deliver It to docket With and docket 

I 
plaintiffs attorney revised fees With revised 

fees I 

Collection ReVISion of 16 1 Collechon for CIvil Wnt of Collector receive the Writ from the Wntof 
assessed fees dept summons and plamtlff or hiS attorney and checks summons and 
for Writs and docket With fees reviser s stamp docket With 
orders request revised fees revised fees 

Fees collection Wnt of 
summons With 
paid fees 

117 



-
- Document II Dept Precedmg Current Current Cycle Document Operations done on the document 

Cycle Cycle Status before 
Condltl Objective Document 

status after 

Code Cycle cycle 
ons after 

operation 

Return Writ of summons to plaintiff Wnt of Wnt of 
or his attorney with a receipt summons with summons 

! paid fees and with paid , 

documents fees and 
attached documents 

I attached 

Collection RevIsion of 165 CollectIOn of Wnt of Col/ector receIves the Wrtt of Wnt of 

assessed fees attorney s taxes summons and summons from plamtlff or his summons an 

for Writs and docket with attorney and check fees reviser S docket With 

orders request revised fees stamp revised fees 
Collection of attorneys tax Wntto Wnt to 

summons With summons 
attomeys tax With 
paid attorney s tax 

paid 
Return Writ to plaintiff or his Wnt to Wnt to 
attorney With a receipt summons With summons 

paid fees and With paid 
documents fees and 
attached documents 

attached 

Setting hearing Collection for 1 7 1 Set a heanng date Wnt of Plaintiff s attorney delivers Writ With Wnt With paid 

dates at Front CIVil Dept and CirCUit to summons With paid fees to CIvil Dept Deputy fees 

Counter dehberate the case paid fees and Civil Dept Deputy sets CirCUit Wnt WIth set Wnt With set 
documents number and date of first heanng CIrCUit number circuit 
attached and gives ongmal Writ With set and hearing number and 

heanng date and CirCUit number to date hearing date 
plaintiffs attorney 

1111 

- - - - - -



- - - - -- - .. - - - - - - - _ .. --
Dept Precedmg Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condit! Objective Document 

status after 
Code Cycle cycle 

ons after 
operation 

Calendar Set a heanng 1 5 1 Receive cIvil/taxes Wnt of Calendar employee receives Writ of Wnt with case 

date and case summons with summons and documents dockets number and 

circuit to paid fees and and copy of the Writ of summons documents 

deliberate the documents and record It In cases receipt book attached 

case attached then defines case number 

Calendar employee records case In Wnt with case 
calendar number and 

documents 
attached 

Calendar employee dehvers onglnal Wnt with case 
Writ to plaintiffs attorney and keeps number and 
copy of Writ and documents docket documents 

attached 
Calendar employee puts copy of Case file 
the Writ docs docket and docs In 

file called case file 
Calendar employee sends case file Case file 
to microfilm 
Calendar employee receives case Case file 
file from the microfilm stamped by 

the microfilm 
Calendar employee records the Case file 
case In cases Index recorded In 

cases Index 
Calendar employee delivers case Case file Case file 
file to circuit clerk In charge delivered to delivered to 

Circuit clerk CirCUit clerk 

II') 



Description of Commercial case Writ of summons 
General Information 

Form code 

Form name CommercIal case Wrtt of summons 

Form type o RegIster or book I [E] Document or form I 0 Boxfiles 

FunctIon InformatIon of case to be filed 

Reason for usmg CommercIal Case filtng 

Employee filtng the form Plalnltff s attorney - CommercIal dept head Fees revIser - CollectIon employee 
- Calendar employee - mIcrofilm employee - cIrcuIt clerk 

Department where form IS fIlled OutsIde the court - CommercIal Dept - fees reVISIOn - colleclton - calendar -
mIcrofilm - CIrcUIt clerk 

Form Detailed DeSCription 

Structure o Landscape I [E] PortraIt 

Number of Pages One or more pages 

SIze [E] Foolscap I 0 Double Foolscap I 0 Quarto I 0 Half quarto 

Number of copIes 

Addlltons o Duty stamp (non governmental) 10 Stamps 

120 
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- - - - -- - - - _ .. - - - -- - _ .. 
Description of Commercial case Writ of summons 

Ser Item Nature Type Remarks 

19 Court name Unrque Literal Name of court before which case IS filed 

20 Dale of Writ of summons Unrque Date Date of filing the case 

21 Plaintiff s name Unrque Literal Names of all plaintiffs 

22 Plaintiff s address Unique Literal Addresses of all plaintiffs 

23 Plaintiff s occupatIOn Unrque Literal Occupation of all plaintiffs 

24 Defendant s name Unrque literal Names of all defendants 

25 Defendant s address Unrque Literal Addresses of all defendants 

26 Defendant s occupatIOn Unrque Literal Occupation of all defendants 

27 Plaintiff s attorney s name and degree Unrque literal Names of plaintiffs attorneys and their degree 

28 Wnt of summons Unrque Literal List of Writ of summons enclosures 

29 Fees amount Unrque Figures 

30 Signature of fees assessor Umque Literal 

31 Signature of fees reviser Unrque Literal 

32 Notallon of collection dept Umque literal 

33 CircUit number Umque Literal 

34 Date of first heanng Unique Date 

35 Notation of microfilm Unrque Literal 

36 Notation of calendar employee Unrque literal 

121 



Cycles Impactmg Commercial case Writ of summons 

Dept Preceding Cycle Current Cycle Current Cycle Fonn Status before the 
Code cycle 

Commercial Dept 1 1-10 Receive commercial case Open file 
Head 

Fees revIsion Receive commercial case 251 RevIsion of assessed fees for Wnt of summons and 
Writs and orders request docket with assessed fees 

Collection RevIsion of assessed fees for wnts and orders 16 1 Collection for Commercial dept Wnt of summons and 
request docket with revised fees 

Collection RevIsion of assessed fees for wnts and orders 165 Collection of attorney s taxes Wnt of summons and 
request docket with revised fees 

Calendar Collection for Commercial Dept 1-52 Receive commercial case Wnt of summons with paid 
fees and documents 
attached 

Commercial Dept Receive commercial case 1-1 7 Define Circuit number for a Wnt of summons recorded 
Head commercial case In the calendar 

Calendar Define CircUit number for a commercial case 1-52 Receive commercial case Wnt of summons with a 

i 
number CirCUit number 
documents docket 
documents and copy of the 
wnt 

122 
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- - - -- - - - - - - - - - - - .. - .. 
Operations done on Commercial case Writ of summons 

Dept Precedmg Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

Commercial 1 1 10 Receive commercial Open file Dept Head receives Writ of summons Wnt of 
Dept Head case and documents docket then he summons and 

checks case value and type documents 
JUriSdiction and revises attorney s docket 
Informallon plaintiffs names and attached 
addresses defendants names and 
addresses and assesses fees for the 
Writ of summons 

1 no Fees assessment for the Writ of Wnt of 
mistake summons and recording this on the summons with 
s back of the last page of the case assessed fees 

an documents 
docket 
attached 

2 Assessment of attorney s taxes and Wnt of 
attorney recording It on the back of the last summons with 
staxes page of the case and It IS taken Into assessed 
due conslderallon If the plaintiff IS an attorney s 

attorney he IS exempted from the taxes and 
tax documents 

attached 
Deliver Writ of summons to plaintiff s Wnt of 
attorney summons and 

docket with 
assessed fees 
and attorney s 
taxes 

121 



Dept Preceding Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condit! Objective Document 

status after 

Code Cycle cycle 
ons after 

operation 

1 there Return Writ of summons to plamtlffs Refused wnt 
IS a attorney of summons 
mistake 
2 no Deliver Writ of summons to plamtlff s Wnt of Wntof 
attorney attorney summons and summons 
staxes docket With and docket 
due assessed fees With 

assessed 
fees 

Fees revIsion Receive 25 1 RevIsion of Wnt of Receive case With assessed fees Wnt of 

commercial assessed fees for summons and from plamtlffs attorney and revise summons and 

case Writs and orders docket With assessed fees docket With 

request assessed fees assessed fees 
1 there Reassessment of fees on wnt of Wnt of 
IS a summons m accordance With Fees summons and 
mistake Law docket With 

assessed fees 
1 Signature of fees reviser and Wnt of Wnt of 
completl stampmg the Writ of summons that It summons and summons 
on has been revised then deliver It to docket With and docket 

plaintiffs attorney revised fees With 
assessed 
fees 

Collection RevIsion of 16 1 Collection for Wnt of Collector receive the wnt from the Wnt of 

assessed fees commercial dept summons and plaintiff or his attorney and checks summons and 

for wnts and docket With fees reviser s stamp docket With 

orders request assessed fees revised fees 
Fees collection Wnt of 

summons With 
paid fees 

IH 

- - - -



- - - - -- - - - - - - - - - - - - -
_ .. _- - -

Dept Precedmg Current Current Cycle Document Operattons done on the document Document 
Cycle Cycle Status before 

Condltl Objective 
status after 

Code Cycle Document cycle 
ons after 

operation 

Return Writ of summons to plaintiff or Wnt of Wnlof 
his attorney with a receipt summons with summons 

paid fees and with paid 
documents fees and 
attached documents 

I 
attached 

Collection RevIsion of 165 Collection for tax Wnlof Collector receives the Writ of Wnt of 

assessed fees dept summons and summons from plaintiff or his summons an 

forwnts and docket with attorney and check fees reviser s docket with 

orders request assessed fees stamp revised fees 
Collection of attorneys tax Wntlo Wnt to 

summons with summons 
attorney s tax with 
paid attorney s lax 

(!ald 
Return Writ to plaintiff Or his attorney Wntlo Wnlto 
with a receipt summons with summons 

paid fees and with paid 
documents fees and 
attached documents 

attached 

Calendar Collection for 152 Receive commercial Wnt of Calendar employee receives Writ of Wnt of 

Commercial case summons with summons and documents dockets summons with 

Dept paid fees and and copy of the wril of summons and paid fees and 

documents record It In cases receipt book then documents 

attached defines case number attached 

Calendar employee records case In Wntof 
calendar summons with 

paid fees and 
documents 
attached 

125 



Dept Preceding Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl Objective Document 

status after 

Code Cycle cycle 
ons after 

operation 

Calendar employee delivers case Wnt of Wnt of 
and attachments to the plaintiff s summons with summons 
attorney paid fees and recorded In 

documents the calendar 
attached 

Commercial Receive 1 1 7 Define CircUit Wnt of Plaintiff s attorney delivers Writ of Wnt of 

Dept Head commercial number for a summons summons to Commercial Dept Head summons 

case commercial case recorded In the CommerCIal Dept Head sets the Wnt of Wnt of 

calendar CirCUit and hearing date and delivers summons with summons 
Writ With case number and CirCUit case and With case 
number to the attorney CirCUit and CirCUit 

numbers numbers 

Calendar Set circuit 152 Receive a Wnt of Calendar employee receives Writ of Wnt of 

number for a commercial case summons With summons With set circuit first summons With 

commercial case and circuit hearing date and documents from case and 

case number plaintiffs attorney and copy of the CirCUit 

documents Writ numbers doc 

docket Docket docs 

documents and and copy of 

copy of the Writ Writ of 

of summons summons 
Calendar employee records case In Wnt of 
cases receipt book and record CirCUit summons 
number In the calendar doc Docket 

and copy of 
Writ 

Calendar employee delivers ongmal Wnt of 
Writ to the plaintiffs attorney and summons With 
keep copy of the case and docs the number 
docket and docs 

12(, 
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- - - - -- - - - - - -- - - - - - -
Dept Preceding Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl Objective Document 

status after 
Code Cycle cycle 

ons after 
operation 

Calendar employee puts copy of the Case file 
wnt docs docket and docs In file 
called case file 
Calendar employee sends case file Case file 
to microfilm 
Calendar employee receives case file Case file 
trom the microfilm stamped by 

the microfilm 
Calendar employee records the case Case file 
In cases calendar recorded In 

cases 
calendar 

Calendar employee delivers case file Case file Case file 
to CircUit clerk In charge delivered delivered 

CircUit clerk circuit clerk 

127 



Description of Bankruptcy case Writ of summons 
General Information 

Form code 

Form name Bankruptcy case wrrt of summons 

Form type o Register or book I [RJ Document or form T 0 Box files 

Function Information of case to be filed 

Reason for uSing Bankruptcy Case filing 

Employee filing the form Plaintiff's attorney - Commercial dept head - Fees revlser-
Collection employee - Calendar employee - microfilm employee -
CirCUIt clerk 

Department where form IS filled Outside the court - Commercial Dept - fees revIsion - collection -
calendar - microfilm - CirCUIt clerk 

Form Detailed DeSCription 

Structure o Landscape I [RJ Portrait 

Number of Pages One or more pages 

Size IRl Foolscap I 0 Double Foolscap 10 Quarto I 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) 10 Stamps 

1211 
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- - - -- - - - - - - - - - - - - - -
Description of Bankruptcy case Writ of summons 

Ser Item Nature Type Remarks 

1 Court name Unique Literal Name of court before which case IS filed 

2 Date of Writ of summons Unique Date Date of filing the case 
I 

3 Plamtlff s name Unique literal Names of all plamhffs 

4 Plaintiff s address Unique literal Addresses of all plamhffs 

5 Plamhff s occupation Unique Literal OccupatJon of all plamtlffs 
• 

6 Defendant s name Unique Literal Names of all defendants 

7 Defendant s address Unique Literal Addresses of all defendants 

8 Defendant s occupatIOn Unique Literal Occupation of all defendants 

9 Plamtlff s attorney s name and degree Unique Literal Names of plaintiffs attorneys and their degree 

10 Wnt of summons Unique Literal List of wnt of summons enclosures ~ 

11 Fees amount Unique Figures 

12 Signature of fees assessor Umque Literal 

13 Signature of fees reviser Unique Literal 

14 Notallon of collectIOn dept Unique literal 

15 Circuit number Unique Literal 

16 Date of first heanng Unique Date 

17 Notation of microfilm Umque Literal 

18 Notation of calendar employee Unique literal 

129 



Cycles Impactmg Bankruptcy case wnt of summons 

----

Dept Precedmg Cycle Current Cycle Current Cycle Fonn Status before the 
Code cycle 

Commercial Dept 1 1 10 Receive commercial case Open file 
Head 

Fees revIsion Receive commercial case 25 1 RevIsion of assessed fees for Wnt of summons and 
wnts and orders request docket With assessed fees 

Collection RevIsion of assessed fees for Writs and orders 16 1 Collection for Commercial dept Wnt of summons and 
request docket With revised fees 

Collechon RevIsion of assessed fees for Writs and orders 165 Collection of attorney s taxes Wnt of summonS and 
request docket With revised fees 

Calendar Collechon for Commercial Dept 1 5-2 Receive bankruptcy case Wnt of summons With paid 
fees and documents 
attached 

! 

Commercial Dept Receive commercial case 1-1-7 Define CirCUlI number for a Wnt of summons recorded : 
Head commerCial case In the calendar 

Calendar Define Circuit number for a commercial case 152 Receive bankruptcy case Wnt of summons With a 
I 
I 

number circuit number 
documents docket 
documents and copy of the 
Writ 

---

no 

• • • 



- - - -- - - - - - - - - - - - - - -
Operations done on Bankruptcy case Writ of summons 

Dept Precedmg Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

Commercial 1 1 9 Receive bankruptcy Open file Dept Head receives wnt of summons Wnt of 
Dept Head case and documents docket then he summons and 

checks case value and type documents 
Junsdlctlon and revises attorney s docket 
Informallon plaintiffs names and attached 
addresses defendants names and 
addresses and assesses fees for the 
wnt of summons 

1 no Fees assessment for the wnt of Wnt of 
mistake summons and recording thiS on the summons With 
s back of the last page of the case assessed fees 

an documents 
docket 
attached 

2 Assessment of attorney s taxes and Wnt of 
attorney recording It on the back of the last summons With 
staxes page of the case and It IS taken Into assessed 
due conSideration If the plaintiff IS an attorney s 

attorney he IS exempted from the taxes and 
tax documents 

attached 
Deliver Writ of summons to plaintiff s Wnt of 
attorney summons and 

docket WIth 
assessed fees 
and attorney s 
taxes 

111 



-
Dept Precedrng Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
CondltJ Objective Document 

status after 

Code Cycle cycle 
ons after 

operation 

1 there Return Writ of summons to plaintiffs Refused Writ 
IS a attorney of summons 
mistake 
2 no Deliver Writ of summons to plaintiff s Wnt of Wnt of 
attorney attorney summons and summons 
staxes docket with and docket 
due assessed fees with 

assessed 
fees 

Fees revIsion Receive 25 1 RevIsion of Wnt of Receive case with assessed fees Wnt of 

commercial assessed fees for summons and from plalnhffs attorney and revise summons and 

case Writs and orders docket with assessed fees docket with 

request assessed fees assessed fees 
1 there Reassessment of fees on Writ of Wnt of 
IS a summons In accordance with Fees summons and 
mistake Law docket with 

assessed fees 
1 Signature of fees reviser and Wnt of Wntof 
completl stamping the Writ of summons that It summons and summons 
on has been revised then dehver It to docket with and docket 

plaintiffs attorney revised fees with 
assessed 
fees 

Collection RevIsion of 16 1 Collection for Wnt of Collector receive the wnt from the Wnt of 
assessed fees Commercial dept summons and plaintiff or his attorney and checks summons and 
for Writs and docket with fees reviser s stamp docket with 
orders request revised fees revised fees 

Fees collection Wnt of 
summons with 
oald fees 

112 
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- - - - -- - - - - - - - - - - - - -
Dept Preceding Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl Objective 

status after 
Code Cycle Document cycle 

ons after 
operation 

Return wnt of summons to plalntrff or Wnt of Wntof 
his attorney with a receipt summons with summons 

paid fees and with paid 
documents fees and 
attached documents 

I attached 

Collection RevIsIOn of Collector receives the wnt of Wnt of 
I 

165 CollectIOn of Wnt of 
assessed fees attorney s taxes summons and summons from plaintiff or his summons an 
for wnts and docket With attorney and check fees reviser s docket With 
orders request reVised fees stamp reVised fees 

CollectIOn of attorneys tax Wnt to Wnt to 
summons With summons 
attorney s tax With 
paid attorney s tax 

oald 
Return wnl 10 plaintiff or hiS attorney Wnt to Wnt to 
With a receipt summons With summons 

paid fees and With paid 
documents fees and 
attached documents 

attached 

Calendar CollectIOn for 1 52 Receive bankruptcy Wntof Calendar employee receives wnt of Wnt of 
Commercial case summons With summons and documents dockets summons With 

Dept paid fees and and copy of the wnt of summons and paid fees and 
documents record It In cases receipt book then documents 
attached defines case number attached 

Calendar employee records case In Wnt of 
calendar summons With 

paid fees and 
documents 
attached -

\11 



Dept Precedmg Current Current Cycle Document OperatIons done on the document Document 

Cycle Cycle Status before 
Condlfr ObJectrve Document 

status after 

Code Cycle cycle 
ons after 

operatIon 

Calendar employee delivers case Wnt of Wnt of 
and attachments to the plarntlff s summons wIth summons 
attorney paId fees and recorded In 

documents the calendar 
attached 

CommercIal ReceIve 1 1 7 Define CIrCUIt Wntof Plarntrff s attorney delivers wnt of Wnt of 

Dept Head commercIal number for a summons summons to CommercIal Dept Head summons 

case commercIal case recorded 10 the CommercIal Dept Head sets the Wnt of Wnt of 

calendar CIrCUIt and heanng date and delivers summons wIth summons 
wnt wIth case number and CIrCUIt case and wIth case 
number to the attorney cIrcuIt and cIrcuIt 

numbers numbers 

Calendar Define cIrcuIt 1 52 ReceIve bankruptcy Wnt of Calendar employee receIves wnt of Wnt of 

number for a case summons wIth summons wIth set CIrCUIt first summons wIth 

commercial a number heanng date and documents from case and 

case CIrCUIt number plarnllffs attorney and copy of the CIrCUIt 

documents wnt numbers doc 

docket Docket docs 

documents and and copy of 

copy of the wnt wnt of 
summons 

Calendar employee records case 10 Wnt of 
cases receIpt book and record cIrcuIt summons 
number 10 the calendar doc Docket 

and copy of 
wnt 

Calendar employee delivers ongrnal Wnt of 
wnt to the plalntrffs attorney and summons wIth 
keep copy of the case and docs the number 
docket and docs 

11.1 



- - - - -- - - - - - - - - - - - - -
Dept Precedmg Current Current Cycle Document OperatIons done on the document Document 

Cycle Cycle Status before 
Condltl ObjectIve Document 

status after 
Code Cycle cycle 

ons after 
operatIon 

Calendar employee puts copy of the Case file 
wnt docs docket and docs In file 
called case file 
Calendar employee sends case file Case file 
to microfilm 
Calendar employee receives case file Case file 
from the microfilm stamped by 

the microfilm 
Calendar employee records the case Case file 
In cases calendar recorded In 

cases 
i calendar 

Calendar employee delivers case file Case file Case file 
! to circuit clerk In charge delivered delivered 

CircUIt clerk CircUIt clerk 
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Description of Wnt of renewal of dismissed tax case 
General InformatIOn 

Form code 

Form name Writ of renewal of dismissed tax case 

Form type o Register or book 1l&J Document or form I 0 Box files 

Function Information of case to be renewed 

Reason for uSing Renew dismissed tax case 

Employee filing the form Plaintiff s attorney - Tax dept head - Fees reviser - Collection 
employee - Calendar employee - circuit clerk 

Department where form IS filled Outside the court - Tax Dept - fees reVISion - collection - calendar 
- circuit clerk 

Form Detailed DescriptIOn 

Structure o Landscape 1l&J Portrait 

Number of Pages One or more pages 

Size l&J Foolscap 10 Double Foolscap 10 Quarto I 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) -' 0 Stamps 

11(, 



- - ------------- - - --
Description of Writ of renewal of dismissed tax case 

Ser Item Nature Type Remarks 

1 Court name Unique Literal Name of court before which case IS filed 

2 Date of Writ of summons Unique Date Date of filing the case 

3 Plaintiff s name Unique Literal Names of all plaintiffs 

4 Plaintiff s address Unique Literal Addresses of all plaintiffs 

5 Plaintiff s occupatIOn Unique Literal Occupation of all plaintiffs 

6 Defendant s name Unique Literal Names of all defendants 

7 Defendant s address Unique Literal Addresses of all defendants 

8 Defendant s occupation Unique Literal OccupatIOn of all defendants 

9 Plaintiff s attorney s name and degree Unique literal Names of plaintiff's attorneys and their degree 

10 Wnt of summons Unique literal List of Writ of summons enclosures 
c.. 

11 Fees amount Unique Figures 

12 Signature of fees assessor Unique literal 

13 Signature of fees reviser Umque literal 

14 Notation of collectIOn dept Unique Literal 

15 CirCUit number Unique literal 

16 Date of first heanng Unique Date 

17 Signature of CIrCUIt clerk on the Unique Llt~ral 
information 

18 Notation of calendar employee Unique literal 
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Cycles Impactmg Writ of renewal of dismissed tax case 

Dept Precedmg Cycle Current Cycle Current Cycle Fonn Status before the 
Code cycle 

CircUit clerk 1 6-28 Wnte case information on In development 
documents submitted by IIl1gants 

Tax Dept Head Wnte case informatIOn on documents submitted by 1 35 Receive renewal or enhancement Renewal wrrt of summons 
IIl1gants wrrts 

Fees reVISion Receive renewal or enhancement wrrts 25 1 RevIsion of assessed fees for Renewal wrrt of summons 
wrrts and orders request with assessed fees 

Collection RevIsion of assessed fees for wrrts and orders 16 1 Collection for Tax dept Renewal wrrt of summons 
request with reVised fees 

Collection ReVISion of assessed fees for wrrts and orders 165 Collection of attorney s taxes Renewal wrrt of summons 
request with reVised fees 

Tax Dept head Collection for Tax Dept 1-32 Set circUit number and first Renewal wrrt of summons 
hearrng date recorded In the calendar 

Calendar Set CircUit number and first hearrng date 1-55 Receive renewal or enhancement Renewal wrrt of summons 
wrrts with case and Circuit 

number 

Circuit clerk Receive renewal or enhancement wrrts 1-6-2 Receive wrrt of renewal of a Renewal wrrt of summons 
dismissed case recorded In the calendar 

Archive Receive wrrt of renewal of a dismissed case 8-6 Deliver renewed or enhanced Renewal wrrt of summons 
case recorded m the calendar 

Circuit clerk Deliver renewed or enhanced case 1 62 Receive wnt of renewal of a Renewal wnt of summons 
dismissed case recorded In the calendar 

11K 



- - - -- - - - - - - - - - - - - - -
Operations done on Writ of renewal of dismissed tax case 

Dept Precedmg Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl Objective 
status after 

Code Cycle Document cycle 
ons after 

operation 

CircUit clerk 1628 Wnte case In development CircUit clerk writes information of Renewal Writ 

informatIOn on case to be renewed on the new Writ f 

documents summons and delivers It to plaintiff or 

submitted by his attorney 

litigants 

Tax Dept Wnle case 135 Receive renewal or Renewal Writ of Dept Head receives Writ of summons Renewal Writ 

Head informatIOn on enhancement Writs summons and signed by the circuit clerk with 

documents the information clerk has recorded 

submitted by 1 no Fees assessment for the Writ of Renewal Writ 
litigants mistake summons and recording thiS on the of summons 

I 

s back of the last page of wnt with assessed 
fees 

2 Assessment of attorney s taxes and Renewal wnt 
attorney recording It on the back of the last wIth assessed I 

s taxes page of the Writ and It IS taken Into fees and I 

due consideratIOn If the plaintiff IS an attorney s ! 
attorney he IS exempted from the taxes 
tax 
Deliver wnt of summons to plaintiff s Renewal Writ 
attorney with assessed 

fees and 
attorney s 
taxes 

1 there Return Writ of summons to plaintiffs Refused 
IS a attorney renewal wnt 
mistake 

Ill) 



Dept Precedmg Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl Objective Document 

status after 

Code Cycle cycle 
ons after 

operation 

2 no Deliver wnt of summons to plamllff s Renewal wnt Renewal wnt 
attorney attorney with assessed with 
staxes fees assessed 
due fees 

Fees revIsion Receive 2S 1 RevIsion of Renewal Writ of Receive case with assessed fees Renewal Writ 

renewal or assessed fees for summons with from plamllffs attorney and revise with assessed 

enhancement Writs and orders assessed fees assessed fees fees 

Writs request 1 there Reassessment of fees on Writ of Renewal Writ 
IS a summons 10 accordance with Fees with assessed 
mistake Law fees 
1 Signature of fees reviser and Renewal Writ Renewal wnt 
complell stampmg the Writ of summons that It with revised with revised 
on has been revised then dehver It to fees fees 

plamtlffs attorney 

CollectIOn RevIsion of 16 1 Collection for Tax Renewal Writ of Collector receive the Writ from the Renewal Writ 

assessed fees dept summons With plamtlff or his attorney and checks With revised 

for Writs and revised fees fees reviser s stamp fees 

orders request Fees collection Renewal Writ 
With paid fees ! 

Return Writ of summons to plamllff or Renewal Writ Renewal Writ 
his attorney With the receipt With paid fees With paid 

fees 

CollectIOn RevIsion of 16 S Collecllon of Renewal wnt of Collector receives the wnt of Renewal Writ 
assessed fees attorney s taxes summons With summons from plamllff or his With revIsed 
for Writs and revIsed fees attorney and check fees reviser s fees I 

orders request stamp 
Collection of attorneys tax Renewal Writ Renewal Writ 

With attorney s With 
tax paid attorney s tax 

paId 

I 

t.tO 



- - - - - - - - - - - - - - - - - - -
Dept Precedmg Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl Objective 

status after 
Code Cycle Document cycle 

ons after 
operation 

Return Writ to plaintiff or his attorney Renewal Writ Renewal Writ 
with a receipt with paid fees with paid I 

fees 
I Tax Dept Collection for 1 32 Set circuit number Renewal Writ of Plamtlff s attorney delivers Writ to the Wnt of 

head Tax Dept and first heanng summons CIVil dept deputy summons 

date recorded 10 the Commercial Dept Head sets a CirCUit Renewal wnt Renewal Writ 
calendar and date of hearing roll then dehvers With case and With case 

Writ With case and CirCUit number to CirCUit number and circuit 
the attorney number 

Calendar Set CirCUit 155 Receive renewal or Renewal Writ of Calendar employee receives Writ of Renewal Writ 

number and enhancement Writs summons With summons from plamtlffs attorney With case and 

first heanng case and CirCUit With set CirCUit number and first CirCUit number 

date number hearlna date 
Calendar employee records case 10 Renewal Writ 
calendar With the new case number recorded In 

the calendar 
Calendar employee delivers Writ to Renewal Writ Renewal Writ 
CirCUit clerk 10 charge recorded In recorded 10 

the calendar the calendar 

CirCUit clerk Receive 162 Receive Writ of Renewal Writ of CirCUit clerk receives Writ from the Renewal wnt 

renewal or renewal of a summons calendar employee and heads to recorded In 

enhancement dismissed case recorded 10 the Archive Dept to seek the ongmal the calendar 

Writs calendar case file 

Archive Receive Writ of 86 Deliver renewed or Renewal Writ of Upon request from CirCUit clerk Renewal Writ 

renewal of a enhanced case summons Archive clerk takes out the case file recorded In 

dismissed recorded 10 the from the archive box-files the calendar 

case calendar Delivery of case file to CirCUit clerk Renewal Writ Renewal Writ 
recorded In recorded 10 
the calendar the calendar 

~ 

1 .. 1 



Dept Precedmg Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl Objective 
status after 

Code Cycle Document cycle 
ons after 

operation 

ClrCll1t clerk Deliver 1 62 Receive wnt of Renewal wnt of CircUit clerk attaches renewal wnt to Case file Case file 
renewed or renewal of a summons the case file and records case In 

enhanced dismissed case recorded In the hearing agenda In the page of the 
case calendar first heanng date 

-- -- ---

I·n 



-------------------
Description of Writ of renewal of dismissed cIvil case 

General Information 

Form code 

Form name Wnt of renewal of dismissed cIvil case 

Form type o Register or book I [8] Document or form I 0 Box files 

FunctIOn Information of case to be renewed 

Reason for uSing Renew dismissed cIvil case 

Employee fihng the form Plaintiff's attorney - fees assessor - Fees reviser - Collection 
employee - employee In charge of setting heanng dates -
calendar employee - circuit clerk 

Department where form IS filled OutSide the court - fees assessment - fees revIsion - collection -
setting heanng dates - calendar - CirCUit clerk 

-'-----.----~~------- ~~-----------

Form Detailed Description 

Structure o Landscape 11:&1 Portrait 

Number of Pages One or more pages 

Size [RJ Foolscap 10 Double Foolscap 1 0 Quarto 1 [8] Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) 10 Stamps 
-~------- ------ ----

I·n 



Description of Information In Writ of renewal of dismissed cIvil case 

Ser Item Nature Type Remarks 

1 Court name Unique Literal Name of court before which case IS filed 

2 Date of Writ of summons Unique Date Date of filing the case 

3 Plaintiff s name Unique literal Names of all plaintiffs 

4 Plaintiff s address Unique Literal Addresses of all plaintiffs 

5 Plaintiff s occupatIOn Unique literal Occupation of all plaintiffs 

6 Defendant s name Unique Literal Names of all defendants 

7 Defendant s address Unique Literal Addresses of all defendants 

8 Defendant s occupa\Jon Unique Literal Occupation of all defendants 

9 Plalnllff s attorney s name and degree Unique Literal Names of plamllffs attorneys and their degree 

10 Writ of summons Unique Literal list of Writ of summons enclosures 

11 Fees amount Unique Figures 

12 Signature of fees assessor Unique literal 

13 Signature of fees reviser Unique Literal 

14 Notation of collectIOn dept Unique literal 

15 CirCUIt number Unique literal 

16 Date of first heanng Unique Date 

17 Signature of circuit clerk on the Unique literal 
information 

18 Notation of calendar employee Unique literal 

IH 



- - - - - - - - - - - - - - - - - - -
Cycles Impactmg Wnt of renewal of dismissed cIvil case 

Dept Precedmg Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

CircUit clerk 1 628 Wnte case informatIOn on In development 
documents submitted by litigants 

Fees assessment Wnte case informatIOn on 24 1 Assess fees for wnts of summons Renewal Writ of 
documents submitted by litigants and orders requests summons I 

Fees reVISion Assess fees for wnts of summons 25-1 ReVISion of assessed fees for Renewal Writ with 
and orders requests Writs and orders request assessed fees 

Collection ReVISion of assessed fees for Writs 16-1 Collection for CIvil dept Renewal Writ with 
and orders request revised fees 

Collection ReVISion of assessed fees for Writs 165 CollectIOn of attorney s taxes Renewal Writ with 
and orders request revised fees 

, 

Setting hearing Collection for CIvil Dept 1 7-1 Set circUit number and first Renewal Writ 
dates hearing date recorded In the 

calendar 

Calendar Set CircUit number and first hearing 155 Receive renewal or enhancement Renewal Writ With 
date wnts case and CircUit 

number 

CircUit clerk Receive renewal or enhancement 1 6-2 Receive Writ of renewal of a Renewal Writ 
Writs dismissed case recorded In the 

calendar 

Archive Receive wnt of renewal of a 86 Deliver renewed or enhanced Renewal Writ 
dismissed case case recorded In the 

calendar 

CircUit clerk Deliver renewed or enhanced case 162 Receive wnt of renewal of a Renewal wnt 
dismissed case recorded In the 

calendar 

1-1<; 



Operations done on Writ of renewal of dismissed cIvil case 

Dept Precedmg Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condit! Objective Document 

status after 

Code Cycle cycle 
ons after 

operation 

CircUit clerk 1 628 Wnte case In development Circuit clerk wrrtes Informatron of Renewal wnt 

Informallon on case to be renewed on the new wnt 

documents of summons and dehvers It to plaintiff 

submitted by or his attorney 

illig ants 

Fees Wnte case 24 1 Assess fees for wnts Renewal wnt of Fees assessor receives wnt of Renewal Writ 

assessment Informatron on of summons and summons summons and Signed by the CircUit 

documents orders requests clerk With the Informatron clerk has 

submitted by recorded 

hllgants 1 no Fees assessment for the wnt of Renewal wnt 
mistake summons and recording thiS on the of summons 
s back of the last page of wnt With assessed 

fees 
2 Assessment of attorney s taxes and Renewal wnt 
attorney recording It on the back of the last With assessed 
staxes page of the wnt and It IS taken mto fees and 
due conSideration If the plamtlff IS an attorney s 

attorney he IS exempted from the taxes 
tax 
Deliver wnt of summons to plarntlff s Renewal wnt 
attorney With assessed 

fees and 
attorney s 
taxes 

1 there Return wnt of summons to plaintiffs Refused 
IS a attorney renewal wnt 
mistake 

\.Hi 



- - - - - - - - - - - - - - - - - - -
Oept Preceding Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl 

status after 
Code Cycle Objective Document cycle 

ons after 
operation 

2 no Deliver Writ of summons to plaintiff s Renewal Writ Renewal Writ 
attorney attorney With assessed with 
staxes fees assessed I 

due fees 

Fees revIsion Assess fees 251 RevIsion of Renewal Writ Receive Writ With assessed fees from Renewal Writ 

for Writs of assessed fees for With assessed plaintiffs attorney and revise With assessed 

summons and Writs and orders fees assessed fees fees 

orders request 1 there Reassessment of fees on Writ of Renewal Writ 
requests IS a summons In accordance With Fees With assessed 

mistake Law fees 
1 Signature of fees reviser and Renewal Writ Renewal Writ 
completl stamping the wnt of summons that It With revised With revised 
on has been revised then deliver It to fees fees 

plaintiffs attorney 

CollectIOn ReVISion of 16 1 Collection for CIVil Renewal Writ Collector receive the wnt from the Renewal wnt 

assessed fees dept With revised plaintiff or hiS attorney and checks With revised 

forwnts and fees fees reviser s stamp fees 

orders request Fees collection Renewal wnt 
With paid fees 

Return wnt of summons to plaintiff or Renewal Writ Renewal wnt 
hiS attorney With the receipt With paid fees With paid 

fees 

Collection ReVISion of 165 Collection of Renewal wnt Collector receives the wnt of Renewal Writ 

assessed fees attorney s taxes With revised summons from plaintiff or hiS With revised 

forwnts and fees attorney and checks fees reviser s fees 

orders request stamp 
Collection of attorneys tax Renewal wnt Renewal wnt 

With attorney s With 
tax paid attorney s tax 

paid 

I·P 



Dept Precedmg Current Current Cycle Document OperatIOns done on the document Document 
Cycle Cycle Status before 

Condit! Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

Return Writ to plalnl1ff or his attorney Renewal Writ Renewal wnt 
with a receipt With paid fees with paid 

fees 

Setting heanng Collection for 1 7 1 Set CIrCUIt number Renewal wnt Plalnl1ff s attorney delivers Writ to the Wnt of 

dates C,v,l Dept and first heanng recorded In the cIvil deDt deputy summons 

date calendar Commercial Dept Head sets a CircUit Renewal Writ Renewal wnt 
and date of heanng roll then delivers With case and With case 
wnt With case and circUit numbers to circuit and CircUit 
the attorney numbers numbers 

Calendar Set circuit 1 55 Receive renewal or Renewal wnt Calendar employee receives Writ of Renewal Writ 

number and enhancement wnts With case and summons from plalnhffs attorney With case and 

first heanng circuit number With set CircUit number and first circuit 

date hearing date numbers 
Calendar employee records case In Renewal Writ 
calendar With the new case number recorded In 

the calendar 
Calendar employee delivers wnt to Renewal Writ Renewal wnt 
circUit clerk In charge recorded In recorded In 

the calendar the calendar 

CircUit clerk Receive 162 Receive wnt of Renewal wnt CircUit clerk receives wnt from the Renewal wnt 
renewal or renewal of a recorded In the calendar employee and heads to recorded In 

enhancement dismissed case calendar Archive Dept to seek the onglnal the calendar 
wnts case file 

Archive Receive wnt of 86 Deliver renewed or Renewal Writ Upon request from circuit clerk Renewal Writ 
renewal of a enhanced case recorded In the Archive clerk takes out the case file recorded In 

dismissed calendar from the archive box-files the calendar 
case Delivery of case file to circUit clerk Renewal wnt Renewal wnt 

recorded In recorded In 

the calendar the calendar 

I-lX 



- .. - - -- - - - .. - - - - - - - - -
Dept Precedmg Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl Objective Document 

status after 
Code Cycle cycle 

ons after 
operation 

CircUit clerk Deliver 1 62 Receive wnt of Renewal wnt of CircUit clerk attaches renewal wnt to Case file Case file 
renewed or renewal of a summons the case file and records case In 

enhanced dismissed case recorded In the heanng agenda In the page of the 

case calendar first heanng date 
-- --- --- ---------- -------- ---- ------1..-- -- ---- ----
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Description of Writ of renewal of dismissed commercial case 
General InformatIOn 

Form code 

Form name Writ of renewal of dismissed commercial case 

Form type o Register or book I [8] Document or form I 0 Box files 

Function Information of case to be renewed 

Reason for usmg Renew dismissed commercial case 

Employee filing the form Plaintiff's attorney - Commercial Dept Head - Fees revlser-
Collection employee - calendar employee - circuit clerk 

Department where form IS filled Outside the court - Commercial Dept - fees revIsion - collection 
-calendar - Circuit clerk 

Form Detailed DescriptIOn 
Structure o Landscape I [8] Portrait 

Number of Pages One or more pages 

Size [RJ Foolscap I 0 Double Foolscap I 0 Quarto I 0 Half quarto 

Number of copies 

Addillons o Duty stamp (non-governmental) 10 Stamps 

hO 

, 

, 



- ----- ... - .. ~- _ ......... - IIIIIt __ 

Desctlptlon of Information In Writ of renewal of dismissed commerCial case 

Ser Item Nature Type Remarks 

1 Court name Unique Literal Name of court before which case IS filed 

2 Date of Writ of summons Unique Date Date of filing the case 

3 Plaintiff s name Unique Literal Names of all plaintiffs 

4 Plalnllff s address Unique Literal Addresses of all plaintiffs 

5 Plalnllff s occupation Unique Literal OccupatIOn of all plaintiffs 

6 Defendant s name Unique literal Names of all defendants 

7 Defendant s address Unique Literal Addresses of all defendants 

8 Defendant s occupation Unique literal Occupation of all defendants 

9 Plaintiff s attorney s name and degree Unique literal Names of plaintiffs attorneys and their degree 

10 Wnt of summons Unique Literal list of Writ of summons enclosures 

11 Fees amount Unique Figures 

12 Signature of fees assessor Unique literal 

13 Signature of fees reviser Unique Literal 

14 NotatIOn of collection dept Unique literal 

15 Circuit number Unique literal 

16 Date of first heanng Unique Date 

17 Signature of CircUit clerk on the Unique literal 
Informallon 

18 Notallon of calendar employee Unique literal 
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Cycles Impactmg Writ of renewal of dismissed commercial case 

Dept Precedmg Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Circuit clerk 1 628 Wnte case information on In development 
documents submitted by ""gants 

Commercial Dept Wnte case information on 115 Receive Writs of renewal or Renewal Writ of 
Head documents submitted by litigants enhancement summons I 
Fees reVISIOn Receive Writs of renewal or 251 RevIsion of assessed fees for Renewal Writ with 

enhancement wnts and orders request assessed fees 

Collection RevIsion of assessed fees for wnts 16 1 Co"ectlon for Commercial dept Renewal wnt with 
and orders request revised fees 

Collectron RevIsion of assessed fees for wnts 165 Co"ectlon of attorney s taxes Renewal Writ with 
and orders request revised fees 

Commercial Dept Collection tor Commercial Dept 117 Set CIrCUIt number and first Renewal Writ 
head heanng date recorded In the 

calendar 

Calendar Set CIrCUIt number and first heanng 1 55 Receive renewal or enhancement Renewal Writ with 
date wnts case and CircUit 

number 

Circuit clerk Receive renewal or enhancement 1 6-2 Receive Writ of renewal of a Renewal Writ 
Writs dismissed case recorded In the 

calendar 

Archive Receive wnt of renewal of a 86 Deliver renewed or enhanced Renewal Writ 
dismissed case case recorded In the 

calendar 
CirCUit clerk Deliver renewed or enhanced case 162 Receive Writ of renewal of a Renewal wnt 

dismissed case recorded In the 
calendar 

1')2 
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-- .. ---~ .. -.- ~- - -. .. ~ .. -.- -
Operations done on Writ of renewal of dismissed commercial case 

Dept Precedmg Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl Objective 
status after 

Code Cycle Document cycle 
ons after 

operation 

CircUit clerk 1 628 Wnte case In development CirCUit clerk wntes mformatlOn of Renewal wnt 

mformatlon on case to be renewed on the new wnt 

documents of summons and dehvers It to plamtlff 

submitted by or his attorney 

htlgants 

Commercial Wnte case 1 1 5 Receive wnts of Renewal wnt of Dept head receives wnt of summons Renewal wnt 

Dept Head mformatlon on renewal or summons and Signed by the CirCUit clerk With 

documents enhancement the mformallon clerk has recorded 

submitted by 1 no Fees assessment for the Writ of Renewal wnt 
litigants mistake summons and recordmg this on the of summons 

s back of the last page Qf wnt With assessed 
fees 

2 Assessment of attorney s taxes and Renewal wnt 
attorney' recordmg It on the back of the last With assessed 
staxes page of the wnt and It IS taken mto fees and 
due conSideration If the plamtlff IS an attorney s 

attorney he IS exempted from the taxes 
tax 
Deliver wnt of summons to plamllff s Renewal wnt 
attorney With assessed 

fees and 
attorney s 
taxes 

1 there Return Writ of summons to plaintiffs Refused 
IS a attorney renewal wnt 
mistake 

-

1)1 



-

Dept Preceding Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condit! Objective Document 

status after 

Code Cycle cycle 
ons after 

operation 

2 no Deliver Writ of summons to plaintiff s Renewal Writ Renewal wnt 
attorney attorney with assessed with 
staxes fees assessed 
due fees 

Fees reVISion Receive Writs 25 1 RevIsion of Renewal Writ Receive Writ with assessed fees from Renewal Writ 

of renewal or assessed fees for WIth assessed plaintiffs attorney and revise with assessed 

enhancement Writs and orders fees assessed fees fees 

request 1 there Reassessment of fees on wnt of Renewal Writ 
IS a summons In accordance with Fees with assessed 
mistake Law fees 
1 Signature of fees reviser and Renewal wnt Renewal wnt 
completl stamping the Writ of summons that It with revised with revised 
on has been revised then deliver It to fees fees 

plaintiffs attorney 

CollectIOn RevIsion of 16 1 Collection for Renewal wnt Collector receive the wnt from the Renewal wnt 

assessed fees Commercial dept with revised plamllff or his attorney and checks with revised 

for Writs and fees fees reviser s stamp fees 

orders request Fees colleclJon Renewal wnt 
with paid fees 

Return Writ of summons to plalnlJff or Renewal wnt Renewal Writ 
his attorney with the receipt with paid fees with paid 

fees 

Collection RevIsion of 165 Collection of Renewal Writ Collector receives the Writ of Renewal Writ 

assessed fees attorney s taxes with revised summons from plaintiff or his with reVised 

for Writs and fees attorney and checks fees reviser s fees 

orders request stamp 
Collection of attorneys tax Renewal Writ Renewal Writ 

with attorney s with 
tax paid attorney s tax 

paid 

1'14 
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- .. - -- -- -- -~ .. - ~ .. ,., till --- -
~-

Dept Preceding Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condit! Objective 
status after 

Code Cycle Document cycle 
ons after 

operation 

Return wnt to plaintiff or his attorney Renewal wnt Renewal wnt 
with a receipt With paid fees with paid 

fees 

Commercial Collection for 1 1 7 Set CircUit number Renewal wnt Plaintiff s attorney delivers wnt to the Wnt of 

Dept head Commercial and first heanng recorded In the commercial dept head summons 

Dept date calendar Commercial Dept Head sets a CircUit Renewal wnt Renewal wnt 
and date of heanng roll then delivers with case and with case 
wnt with case and CircUit numbers to CirCUit and CircUit 
the attorney numbers numbers 

Calendar Set circuit 155 Receive renewal or Renewal wnt Calendar employee receives wnt of Renewal wnt 

number and enhancement wnts with case and summons from plaintiffs attorney with case and 

first heanng circUit number with set CircUit number and first CircUit 

date heanna date numbers 
Calendar employee records case In Renewal wnt 
calendar with the new case number recorded In 

the calendar 
Calendar employee delivers Writ to Renewal wnt Renewal wnt 
CircUit clerk In charge recorded In recorded In 

the calendar the calendar 

CircUit clerk Receive 1 62 Receive wnt of Renewal wnt CircUit clerk receives wnt from the Renewal wnt 

renewal or renewal of a recorded In the calendar employee and heads to recorded In 

enhancement dismissed case calendar Archive Dept to seek the anginal the calendar 

wnts case file 

Archive Receive wnt of 86 Deliver renewed or Renewal wnt Upon request from CircUit clerk Renewal wnt 

renewal of a enhanced case recorded In the Archive clerk takes out the case file recorded In 

dismissed calendar from the archive box files the calendar 

case Delivery of case file to circUit clerk Renewal Writ Renewal wnt 
recorded In recorded In 

the calendar the calendar 

I';) 



Dept Precedmg Current Current Cycle Document 
Cycle Cycle Status before 

Code Cycle 

CircUit clerk Deliver 162 Receive Writ of Renewal Writ 
renewed or renewal of a recorded In the 
enhanced dismissed case calendar 
case 

-

1% 

Condltl 
ons 

Operations done on the document 

Objective 

Circuit clerk attaches renewal wnt to 
the case file and records case In 

hearing agenda In the page of the 
first heanng date 

" 

Document 
after 

operation 

Case rile 

...... , 

Document 
status after 

cycle 

Case file 
I 
I 

I 

.--



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

Description of Writ of enhancement of stalled or abandoned tax case 
General Information 

Form code 

Form name Writ of enhancement of stalled tax case 

Form type o Register or book I [R) Document or form I 0 Box files 

Function Information of case to be enhanced 

Reason for uSing Enhance stalled or abandoned tax case 

Employee filing the form Plaintiff s attorney - Tax Dept Head - Fees reviser - Collection 
employee - calendar employee - circuit clerk 

Department where form IS filled Outside the court - Tax Dept - fees revIsion - collection -
calendar - circuit clerk 

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

Form Detailed DeSCription 

Structure o Landscape I [EJ Portrait 

Number of Pages One or more pages 

Size [EJ Foolscap I 0 Double Foolscap 10 Quarto I 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmehtal) 10 Stamps 

h7 



Descnptlon of InformatIOn In Wnt of enhancement of stalled or abandoned tax case 

Ser Item Nature Type Remarks 

1 Court name Unique Literal Name of court before which case IS filed 

2 Date of wnt of summons Unique Date Date of filing the case 

3 Plaintiff s name Unique literal Names of all plamtlffs 

4 Plaintiff s address Unique literal Addresses of all plamtlffs I 

5 Plaintiff s occupatIOn Unique literal OccupatIOn of all plamtlffs 

6 Defendant s name Unique Literal Names of all defendants I 
. 

7 Defendant s address Unique Literal Addresses of all defendants 

8 Defendant s occupation Unique Literal Occupation of all defendants 

9 Plaintiff s allorney s name and degree Unique Literal Names of plaintiffs attorneys and their degree 
I 

10 Wnt of summons Unique Literal List of Writ of summons enclosures 

11 Fees amount Unique Figures I 
12 Signature of fees assessor Unique literal I 

13 Signature of fees reviser Unique Literal 

14 Notation of collecllon dept Unique Literal 
I 

15 Circuit number Unique Literal 

16 Date of first heanng Unique Date I 
17 Signature of CIrCUit clerk on the Unique Literal I 

Infonnatlon 

18 Notation of calendar employee Unique Literal 
I ------ ---

I~R 

.. ,.. 



.... .. - .... - - ~ .. - -~ ...... .... .. 
.... 

Cycles Impacting Wnt of enhancement of stalled or abandoned tax case 
Dept Precedmg Cycle Current Cycle Current Cycle Document Status 

Code before the cycle 

CircUit clerk 1 628 Wnte case information on In development 
documents submitted by htlgants 

Tax Dept Head Wnte case information on 135 Receive Writs of renewal or Enhancement Writ 
documents submitted by litigants enhancement of summons 

Fees revIsion Receive Writs of renewal or 25-1 RevIsion of assessed fees for Enhancement Writ 
enhancement Writs and orders request with assessed fees 

Collection RevIsion of assessed fees for Writs 16 1 Collection for Tax dept Enhancement Writ 
and orders request with revised fees 

Collection RevIsion of assessed fees for Writs 16-5 Collection of attorney s taxes Enhancement wnt 
and orders request with revised fees 

Tax Dept head Collection for Commercial Dept 1-32 Set circuit number and first Enhancement Writ 
hearing date recorded In the 

calendar 

Calendar Set circuit number and first hearing 1-5 5 Receive renewal or enhancement Enhancement Writ 
date Writs with case and 

CirCUit number 

Circuit clerk Receive renewal or enhancement 1-63 Receive Writ of enhancement of a Enhancement wnt 
Writs stalled or abandoned case recorded In the 

calendar 

Archive Receive Writ of enhancement of a 86 Deliver renewed or enhanced Enhancement wnt 
stalled or abandoned case case recorded In the 

calendar 

CirCUit clerk Deliver renewed or enhanced case 1-6 3 Receive Writ of renewal of a Enhancement wnt 
stalled or abandoned case recorded In the 

calendar 
~-~-- -- .. - ---~------- '------ - _ .. '--_. 

()') 



Operations done on Wnt of enhancement of stalled or abandoned tax case 

Dept Precedmg Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl Objective Document 

status after 

Code Cycle cycle 
ons after 

operation 

CircUit clerk 1 628 Wnte case In development CircUit clerk writes mformallon of Enhancement 

Informallon on case to be enhanced on the new Writ Writ 

documents of summons and dehvers 1110 plalnllff 

submitted by or hIs attorney 

IIllganls 

Tax Dept Wnte case 135 ReceIve wnts of Enhancement Dept head receIves Writ of summons Enhancement 

Head Informallon on renewal or Writ of and SIgned by the CIrcUIt clerk With Writ 

documents enhancement summons the Informallon clerk has recorded 

submItted by 1 no Fees assessment for Ihe Writ of Enhancement 

IIllgants mIstake summons and recording thIs on the Writ of 
s back of the last page of wnt summons WIth 

assessed fees 
2 Assessment of attorney s taxes and Enhancement 
attorney recordmg It on the back of the last wntwlth 
staxes page of the wnt and It IS taken mto assessed fees 
due conSIderation If the plamllff IS an and attorney s 

attorney he IS exempted from the taxes 
tax 
Deliver Writ of summons to plamtlff s Enhancement 
attorney wnt WIth 

assessed fees 
and attorney s 
taxes 

1 there Return wnt of summons to plamllffs Refused 
IS a attorney enhancement 
mIstake Writ 

1(,0 



- .. .. - - -- - .. - .. - - _ ..... 11& _ -
-

Dept Preceding Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condit! Objective 
status after 

Code Cycle "Document cycle 
ons after 

operation 

2 no Deliver Writ of summons to plaintiff s Enhancement Enhancemen 
attorney attorney Writ With t Writ With 
staxes assessed fees assessed 
due fees 

Fees revIsion Receive wnts 25 1 RevIsion of Enhancement Receive Writ With assessed fees from Enhancement 

of renewal or assessed fees for wnt With plaintiffs attorney and revise Writ With 

enhancement Writs and orders assessed fees assessed fees assessed fees 

request 1 there Reassessment of fees on wnt of Enhancement 
IS a summons In accordance With Fees Writ With 
mistake Law assessed fees 
1 Signature of fees reviser and Enhancement Enhancemen 
completl stamping the wnt of summons that It wnt With t wnt With 
on has been revised then deliver It to revised fees revised fees 

plaintiffs attorney 

Collection ReVISion of 16 1 Collection for Tax Enhancement Collector receive the Writ from the Enhancement 

assessed fees dept Writ With plaintiff or hiS attorney and checks Writ With 

for Writs and revised fees fees reviser s stamp revised fees 

orders request Fees collection Enhancement 
Writ With paid 
fees 

Return wnt of summons to plaintiff or Enhancement Enhancemen 
hiS attorney With the receipt wnt With paid t Writ With 

fees paid fees 

Collection ReVISion of 165 Collechon of Enhancement Collector receives the Writ of Enhancement 

assessed fees attorney s taxes Writ With summons from plalnllff or hiS wnt With 

forwnts and revised fees attorney and checks fees reviser s revised fees 

orders request stamp 
Collechon of attorneys tax Enhancement Enhancemen 

Writ With t Writ With 
attorney s tax attorney s tax 
paid paid 

t(,) 



- -- -

Dept Preceding Current Current Cycle Document Operations done on the document Document 1 
Cycle Cycle Status before 

Condltl Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

Return wrrt to plalnlrff or his allorney Enhancement Enhancemen 
with a receipt wrrt t wrrt 

With paid fees with paid 
fees 

Tax Dept Collectron for 132 Set circuit number Enhancement Plarnlrff s attorney delivers wrrtto the Wnt of 
head Commercial and first heanng wrrt recorded 10 CIvil dept deputy summons 

Dept date the calendar CommerCial Dept Head sets a CircUit Enhancement Enhancemen 
and date of hearrng roll then delivers wrrt with case t wrrt with 
wrrt with case and CircUit numbers to and circuit case and 
the attorney numbers CircUit 

numbers 
Calendar Set CircUit 155 Receive renewal or Enhancement Calendar employee receives wrrt of Enhancement 

number and enhancement wrrts wrrt with case summons from plarntlffs attorney wrrt with case 
first heanng and circUit with set circUit number and first and CircUit 
date number hearrna date numbers 

Calendar employee records case In Enhancement 
calendar with the new case number wrrt recorded 

10 the calendar 
Calendar employee delivers wrrt to Enhancement Enhancemen 
CircUit clerk 10 charge wrrt recorded t wrrt 

10 the calendar recorded rn 
the calendar 

Circuit clerk Receive 163 Receive wrrt of Enhancement Circuit clerk receives wnt from the Enhancement 
renewal or enhancement of a wrrt recorded In calendar employee and heads to wrrt recorded 
enhancement stalled or the calendar Archive Dept to seek the ongrnal 10 the calendar 
wrrts abandoned case case file 

Archive Receive wrrt of 86 Deliver renewed or Enhancement Upon request from circUit clerk Enhancement 
enhancement enhanced case wrrt recorded rn Archive clerk takes out the case file wrrt recorded 
of a stalled or the calendar from the archive box files In the calendar 
abandoned 
case 

- ----

)(.2 

- .. - - ..... - "-



- --- ... --- .... ---- ..... ~- -
Dept Preceding Current Current Cycle Document Operations done on the document Document I 

Cycle Cycle Status before 
Condit! Objective 

status after 
Code Cycle Document cycle 

ons after 
operation I 

Archive clerk opens a sub file on Enhancement 
which CircUIt clerk sIgns of receipt of wnt recorded 
case file In the calendar 
Delivery of case file to Circuit clerk Enhancement Enhancemen 
and puts sub-file 10 place of case file Writ recorded t Writ 

10 the calendar recorded 10 

the calendar 

CirCUIt clerk Deliver 163 Receive Writ of Enhancement CircuIt clerk attaches renewal Writ to Case frle Case file 
renewed or renewal of a stalled Writ recorded 10 the case file and records case In 
enhanced or abandoned case the calendar hearing agenda 10 the page of the 
case first heanng date 

1(,1 



Description of Writ of enhancement of stalled or abandoned cIvil case 
General Information 

Fonn code 

Fonn name Writ of enhancement of stalled cIvil case 

Fonntype o Register or book I [RJ Document or fonn I 0 Fmanclal Archive 

Function Information of case to be enhanced 

Reason for usmg Enhance stalled or abandoned cIvil case 

Employee filing the fonn Plaintiff s attorney - fees assessor - Fees reviser - Collectron 
employee - employee In charge of setting hearing dates -
calendar employee - circuit clerk 

Department where fonn IS filled Outside the court - Fees assessment - fees revIsion - collection 
- setting heanng dates - calendar - circuit clerk 

Form Detailed Description 

Structure o Landscape 1 [RJ Portrait 

Number of Pages One or more pages 

Size [RJ Foolscap 10 Double Foolscap 10 Quarto I 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) 1 0 S!amps ___ 

I('.J 

- - - _ ... ~ ~ 

I 

" 



..... .. -.-------------- _ ...... 
Description of Information In Writ of enhancement of stalled or abandoned CIvil case 

Ser Item Nature Type Remarks 

1 Court name Unique Literal Name of court before which case IS filed 

2 Date of wnt of summons Unique Date Date of filing the case 

3 Plaintiff s name Unique literal Names of all plamllffs 

4 Plaintiff s address Unique literal Addresses of all plamllffs 

5 Plaintiff s occupallon Unique literal Occupation of all plamtlffs 

6 Defendant s name Unique literal Names of all defendants 

7 Defendant s address Unrque Literal Addresses of all defendants 

8 Defendant s occupation Unique Literal Occupation of all defendants 

9 Plaintiff s attorney s name and degree Unique literal Names of plamtlffs attorneys and their degree 

10 Wnt of summons Unrque Literal list of Writ of summons enclosures 

11 Fees amount Unique Figures 

12 Signature of fees assessor Unique Literal 

13 Signature of fees reviser Unique Literal 

14 NotatIOn of collection dept Unique Literal 

15 CircUit number Unique literal 

16 Date of first heanng Unique Date 

17 Signature of circuit clerk on the Unique Literal 
information 

18 Notation of calendar employee Unique literal 

)(,) 



Cycles Impactmg Writ of enhancement of stalled or abandoned cIvil case 

Dept Precedmg Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Clrcllit clerk 1 628 Wnte case mformatlon on In development 
documents submitted by IIl1gants 

Fees assessment Write case mformallon on 24 1 Fees assessment for Writs of Enhancement Writ 
documents submitted by IIl1gants summons and orders requests of summons 

Fees revIsion Fees assessment for Writs of 251 RevIsion of assessed fees for Enhancement Writ 
summons and orders requests Writs and orders request with assessed fees 

Collection RevIsion of assessed fees for Writs 16 1 Collection for CIvil dept Enhancement Writ 
and orders request with revised fees 

Collection RevIsion of assessed fees for Writs 165 Collection of allorney s taxes Enhancement Writ 
and orders request with revised fees 

Settmg hearing Collection for CIvil Dept 1 7 1 Set CIrCUIt number and first Enhancement Writ 
dates hearing date recorded In the 

calendar 

Calendar Set CIrCUIt number and first hearmg 1 55 Receive renewal or enhancement Enhancement Writ 
date Writs With case and 

circuit numbers 

Circuit clerk Receive renewal or enhancement 1 63 Receive Writ of enhancement of a Enhancement Writ 
wnts stalled or abandoned case recorded In the 

calendar 

Archive Receive wnt of enhancement of a 86 Deliver renewed or enhanced Enhancement Writ 
stalled or abandoned case case recorded In the 

calendar 

Circuit clerk Deliver renewed or enhanced case 1 63 Receive Writ of renewal of a Enhancement Writ 
stalled or abandoned case recorded In the 

calendar 
---- ----

1(,(, 

) - - r '-



--- -{ ... - ... .. - - _ .. -- ...... -
Operations done on Wnt of enhancement of stalled or abandoned CIvil case 

Dept Preceding Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl Objective 
status after 

Code Cycle Document cycle 
ons after 

operation 

Circuit clerk 1628 Wnte case In development CircUit clerk writes informatIOn of Enhancement 

information on case to be enhanced on the new Writ Writ 

documents of summons and delivers It to plaintiff 

submitted by or his attorney 

litigants I 
Fees Wnte case 241 Fefls assessment Enhancement Fees assessor receives Writ of Enhancement 

assessment informatIOn on for Writs of wnt of summons and signed by the circuit Writ 

documents summons and summons clerk With the informatIOn clerk has 

submitted by orders requests recorded 

litigants 1 no Fees assessment for the Writ of Enhancement 
mistake summons and recording this on the Writ of 
s back of the last page of wnt summons With 

assessed fees 
2 Assessment of attorney s taxes and Enhancement 
attorney recording It on the back of the last Writ With 
staxes page of the Writ and It IS taken Into assessed fees 
due consideration If the plaintiff IS an and attorney s 

attorney he IS exempted from the taxes 
tax 
Deliver Writ of summons to plaintiff s Enhancement 
attorney wnt With 

assessed fees 
and attorney s 
taxes 

1 there Return wnt of summons to plaintiff s Refused 
IS a attorney enhancement 
mistake wnt 

-

167 



Dept Preceding Current Current Cycle Document OperatIOns done on the document Document 

Cycle Cycle Status before 
Condltl Objective Document 

status after 

Code Cycle cycle 
ons after 

operation 

2 no Deliver Writ of summons to plaintiff s Enhancement Enhancemen 
attorney attorney wnt With t Writ With 
staxes assessed fees assessed 
due fees 

Fees revIsion Fees 25 1 RevIsion of Enhancement Receive wnt With assessed fees from Enhancement 

assessment assessed fees for Writ with plaintiffs attorney and revise wnt With 

for wnts of wnts and orders assessed fees assessed fees assessed fees 

summons and request 1 there Reassessment of fees on wnt of Enhancement 

orders IS a summons In accordance With Fees Writ With 

requests mistake Law assessed fees 
1 Signature of fees reviser and Enhancement Enhancemen 
completl stamping the Writ of summons that It Writ With t Writ With 
on has been revised then dehver It to revised fees revised fees 

plaintiffs attorney 

Collection ReVISion of 16 1 Collection for CIvil Enhancement Collector receive the wnt from the Enhancement 

assessed fees dept wnt With plaintiff or hiS attorney and checks wnt With 

forwnts and revised fees fees reviser s stamp revised fees 

orders request Fees collectIOn Enhancement 
wnt With paid 
fees 

Return Writ of summons to plaintiff or Enhancement Enhancemen 
hiS attorney With the receipt Writ With paid t Writ With 

fees paid fees 

Collection ReVISion of 165 Collection of Enhancement Collector receives the Writ of Enhancement 

assessed fees attorney s taxes wntwlth summons from plaintiff or hiS wnt With 

for Writs and reVised fees attorney and checks fees reviser s reVised fees 

orders request stamp 
Collection of attorneys tax Enhancement Enhancemen 

Writ With twntwlth 
attorney s tax attorney s tax 
paid paid 

1(,1> 



... .. ... - - .. .. .. -- _ .. - .. .. - - -
Dept Precedmg Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl Objective 

status after 
Code Cycle Document cycle 

ons after 
operation 

Return Writ to plalOtlff or his attorney Enhancement Enhancemen 
with a receipt Writ t wnt 

With paid fees With paid 
fees 

Setting hearing Collection for 1 7 1 Set circUit number Enhancement PlalOtlff s attorney delivers wnt to the Wnt of 
dates Civil Dept and first heanng wnt recorded 10 Civil dept deputy summons 

I 

date the calendar Commercial Dept Head sets a CircUit Enhancement Enhancemen I 

and date of hearing roll then delivers Writ With case t wnt With 
wnt With case and circuli numbers to and circuli case and 
Ihe attorney numbers circuli 

numbers 
Calendar Set circuit 155 Receive renewal or Enhancement Calendar employee receives wnl of Enhancement 

number and enhancement wnts wnt With case summons from plalOtlffs attorney wnt With case 

first heanng and Circuit With set Circuit number and first and circuit 
date numbers heanna date numbers 

Calendar employee records case 10 Enhancement 
calendar With the new case number wnt recorded 

10 the calendar 
Calendar employee delivers Writ to Enhancement Enhancemen 
circuli clerk In charge wnt recorded I wnl 

10 the calendar recorded 10 

the calendar 
Circuit clerk Receive 163 Receive wnt of Enhancement Circuit clerk receives wnt from the Enhancement 

renewal or enhancement of a wnt recorded 10 calendar employee and heads to Writ recorded 
enhancement stalled or the calendar Archive Dept to seek the ongmal m the calendar 
wnts abandoned case case file 

Archive Receive wnt of 86 Deliver renewed or Enhancement Upon request from Circuit clerk Enhancement 
enhancement enhanced case wnt recorded In Archive clerk takes out Ihe case file wnt recorded 
of a stalled or the calendar from the archive box-files In the calendar 
abandoned 
case 

1(,1) 



- -

-
Dept Preceding Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condit! Objective Document 

status after i 

Code Cycle cycle 
ons after 

I operation 

Archive clerk opens a sub file on Enhancement 
which CirCUit clerk signs of receipt of wrrt recorded 
case file In the calendar 
Delivery of case file to CirCUit clerk Enhancement Enhancemen 
and puts sub file In place of case file wrrt recorded t wnt 

In the calendar recordedm 
the calendar 

CirCUit clerk Deliver 163 Receive wrrt of Enhancement CirCUit clerk attaches renewal wrrt to Case rile Case file 
renewed or renewal of a stalled wrrt recorded In the case file and records case rn 
enhanced or abandoned case the calendar heanng agenda In the page of the 

I 
case first heanng date 

----- -

170 



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

Description of Writ of enhancement of stalled or abandoned commercial case 
General Information 

Form code 

Form name Writ of enhancement of stalled commerCial case 

Form type o Register or book 11RI Document or form 1 0 Financial Archive 

Function Information of case to be enhanced 

Reason for uSing Enhance stalled or abandoned commerCial case 

Employee filing the form Plaintiff's attorney - CommerCial Dept Head - Fees revlser-
Collection employee -calendar employee - CircUit clerk 

Department where form IS filled Outside the court - CommerCial Dept - fees revIsion - collection 
- calendar - CirCUit clerk 

Form Detailed DeSCription 

Structure o Landscape 11RI Portrait 

Number of Pages One or more pages 

Size 1RI Foolscap 10 Double Foolscap 10 Quarto I 0 Half quarto 

Number of caples 

Additions o Duty stamp (non-governmental) l_D_~tamps 
- _.- --~--

\71 



Descnptlon of Information In Wnt of enhancement of stalled or abandoned commercial case 

Ser Item Nature Type Remarks 

1 Court name Unique Literal Name of court before which case IS filed 
I 

I 

2 Date of wnt of summons l)nlque Date Date of filing the case 
, 

3 Plalnllff s name Unique Literal Names of all plalnllffs 

4 Plalnllff s address Unique literal Addresses of all plaintiffs 

5 Plaintiff s occupation Unique literal Occupation of all plalnllffs 

6 Defendant s name Unique literal Names of all defendants 

7 Defendant s address Unique literal Addresses of all defendants 

8 Defendant s occupation Untque literal Occupation of all defendants 

9 Plalnllff s attorney s name and degree Unique literal Names of plaintiffs allorneys and their degree 

10 Wnt of summons Unique literal list of Writ of summons enclosures 

11 Fees amount Untque Figures 

12 Signature of fees assessor Unique literal 

13 Signature of fees reviser Unique literal 

14 Notation of collectIOn dept Unique literal 

15 CirCUit number Unique literal 

16 Date of first heanng Unique Date 

17 Signature of circuit clerk on the Unique literal 
information 

18 Notallon of calendar employee Unique literal 
--

172 



.. - - - - .. - .. - ........ - - - - .. .. 
Cycles Impactmg Wnt of enhancement of stalled or abandoned commercial case 

Dept Precedmg Cycle Current Cycle Current Cycle Document Status I 
Code before the cycle 

CircUit clerk 1628 Wnte case information on In development 
documents submitted by litigants 

Commercial dept Wnte case mformatlon on 1-1-5 Receive renewal or enhancement Enhancement Writ 
Head documents submitted by litigants Writs of summons 

i 

Fees revIsion Receive renewal or enhancement 251 RevIsion of assessed fees for Enhancement Writ 
wnts Writs and orders request with assessed fees 

Collection RevIsIOn of assessed fees for Writs 16-1 Collection for Commercial dept Enhancement Writ 
and orders request with revised fees 

Collection RevIsion of assessed fees for Writs 16-5 CollectIOn of attorney s taxes Enhancement Writ 
and orders request with revised fees 

Commercial Dept Col/ectlon for Commercial Dept 1-1-7 Set circuit number and first Enhancement Writ 
Head hearing date recorded m the 

calendar 

Calendar Set circuit number for a commercial 1-5-5 Receive renewal or enhancement Enhancement Writ 
case Writs with case and 

circUit numbers 

Circuit clerk Receive renewal or enhancement 1-63 Receive Writ of enhancement of a Enhancement Writ 
wnts stalled or abandoned case recorded In the 

calendar 

Archive Receive Writ of enhancement of a 86 Deliver renewed or enhanced Enhancement Writ 
stalled or abandoned case case recorded 10 the 

calendar 

Circuit clerk Deliver renewed or enhanced case 1 63 Receive Writ of renewal of a Enhancement Writ 
stalled or abandoned case recorded 10 the 

calendar 

171 



Operations done on Wnt of enhancement of stalled or abandoned commercial case 

Dept Precedmg Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condit! Objective Document 

status after 

Code Cycle cycle 
ons after 

operation 

CircUit clerk 1 628 Wnte case In development CircUit clerk writes mformallon of Enhancement 

information on case 10 be enhanced on the new wril Writ 

documents of summons and dehvers It to plamtlff 

submitted by or his attorney 

hllgants 

Commercial Wnte case 1 1 5 Receive renewal or Enhancement Dept Head receives Writ of summons Enhancement 

dept Head informatIOn on enhancement Writs Writ of and SIgned by the CIrCUIt clerk wIth wnt 

documents summons the mformatlon clerk has recorded 

submitted by 1 no Fees assessment for the Writ of Enhancement 

hllgants mIstake summons and recording thIS on the wnt of 
s back of the last page of Writ summons with 

assessed fees 
2 Assessment of attorney s taxes and Enhancement 
attorney recordmg It on the back of the last Writ with 
staxes page of the wnt and It IS taken mto assessed fees 
due conSideration If the plaintIff IS an and attorney s 

attorney he IS exempted from the taxes 
tax 
Deliver wnt of summons to plalnllff s Enhancement 
attorney Writ with 

assessed fees 
and attorney s 
taxes 

1 there Return wnt of summons to plaintiffs Refused 
IS a attorney enhancement 
mistake Writ 

17-1 



- .. - -- - --- - ~- .... - - .. .. -
Dept Precedmg Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condit! Objective 

status after 
Code Cycle Document cycle 

ons after 
operation 

2 no Deliver Writ of summons to plalnllff s Enhancement Enhancemen 
attorney attorney Writ with t wnt with 
staxes assessed fees assessed 
due fees I 

Fees reVIsion Receive 251 RevIsion of Enhancement Receive wnt with assessed fees from Enhancement 

renewal or assessed fees for wnt with plaintiffs attorney and revise Writ With 

enhancement Writs and orders assessed fees assessed fees assessed fees 

wnts request 1 there Reassessment of fees on Writ of Enhancement 
IS a summons In accordance With Fees Writ With 
mistake Law assessed fees 
1 Signature of fees reviser and Enhancement Enhancemen 
compleb stamping the Writ of summons that It Writ With t Writ With 
on has been revised then deliver It to revised fees revised fees 

plaintiffs attorney 

CollectIOn ReVISion of 16 1 Collection for Enhancement Collector receive the Writ from the Enhancement 

assessed fees Commercial dept wnt With plalnllff or hiS attorney and checks wnt With 

forwnts and reVised fees fees reviser s stamp reVised fees 

orders request Fees collection Enhancement 
wnt With paid 
fees 

Return wnt of summons to plaintiff or Enhancement Enhancemen 
hiS attorney With the receipt Writ With paid t wnt With 

fees paid fees 

CollectIOn ReVISion of 165 Collecllon of Enhancement Collector receives the wnt of Enhancement 

assessed fees attorney s taxes Writ With summons from plaintiff or hiS wnt With 

forwnts and reVised fees attorney and checks fees reviser s reVised fees 

orders request stamo 
CollectIOn of attorneys tax Enhancement Enhancemen 

Writ With t wnt With 
attorney s tax attorney s tax 
paid paid 

17) 



-
Dept Precedmg Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Objective Document 

status after 
Code Cycle Condltl cycle 

ons after 
operation 

Return Writ to plaintiff or his attorney Enhancement Enhancemen 
With a receipt Writ t Writ 

With paid fees With paid 
fees 

Commercial Collecllon for 117 Set Circuit number Enhancement Plaintiff s attorney delivers Writ to the Wnt of 
Dept Head Commercial and first heanng Writ recorded In Commercial dept Head summons 

Dept date the calendar Commercial Dept Head sets a CircUit Enhancement Enhancemen 
and date of hearing roll then delivers Writ With case t Writ With 
Writ With case and circuit numbers to and circUit case and 
the attorney numbers CirCUit 

numbers 

Calendar Set circUit 155 Receive renewal or Enhancement Calendar employee receives Writ of Enhancement 

number for a enhancement Writs Writ With case summons from plaintiffs attorney Writ With case 
commercIal and CirCUit WIth set CirCUit number and first and CirCUIt 
case numbers hearing date numbers 

Calendar employee records case In Enhancement 
calendar WIth the new case number Writ recorded 

In the calendar 
Calendar employee delivers wnt to Enhancement Enhancemen 
CirCUIt clerk In charge Writ recorded tWrit 

10 the calendar recorded In 

the calendar 
CirCUit clerk ReceIve 163 ReceIve Writ of Enhancement CirCUIt clerk receIves Writ from the Enhancement 

renewal or enhancement of a Writ recorded In calendar employee and heads to Writ recorded 
enhancement stalled or the calendar ArchIve Dept to seek the ongmal In the calendar 
Writs abandoned case case file 

Archive Receive Writ of 86 Deliver renewed or Enhancement Upon request from CirCUIt clerk Enhancement 
enhancement enhanced case Writ recorded In Archive clerk takes out the case fIle Writ recorded 
of a stalled or the calendar from the archIve box files 10 the calendar 
abandoned 
case 

17(, 



.. - .. - - .. - .. - l1li> .. .. .. ..- - .. .. .. 
Dept Precedmg Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl Objective Document 

status after 
Code Cycle cycle 

ons after 
operation 

Archive clerk opens a sub file on Enhancement 
which circuit clerk signs of receipt of wnt recorded 
case file In the calendar 
Delivery of case file to circuit clerk Enhancement Enhancemen 
and puts sub file In place of case file wnt recorded t wnt 

In the calendar recorded In 

the calendar 

Circuit clerk Deliver 163 Receive wnt of Enhancement Circuit clerk attaches renewal wnt to Case file Case file 

renewed or renewal of a stalled wnt recorded In the case file and records case In 

enhanced or abandoned case the calendar hearing agenda In the page of the 

case first heanng date 
- - ------ ---- ------ - ---- ---
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Form code 

Form name 

Description of Writ of appealed cIvil case 
General Information 

Writ of appealed cIvil case 
I 

I 

Form type o Register or book IIKI Document or form 1 0 Financial Archive I 
Function Information of case to be appealed 

I 

Reason for uSing Appeal a cIvil case I 

Employee filing the form Plaintiff s attorney - Fees assessor - Fees reviser - Collectron I 

employee - employee In charge of setting hearing dates -
calendar employee - microfilm employee - circUit clerk -
Correspondence employee 

Department where form IS filled Outside the court - Fees assessment - fees revIsion - collection 
- setting hearing dates - calendar - microfilm - circUit clerk -
Correspondence 

--- -- ---

Form Detailed Description 

Structure o Landscape jlKl Portrait 

Number of Pages One or more pages 

Size IKI Foolscap 10 Double Foolscap 10 Quarto I 0 Half quarto 

Number of caples 

Additions o Duty stamp (non-governmental) 10 Stamps 
- - -

17X 
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- ------~-~~~--~-~~-
Description of Information an Writ of appealed cIvil case 

Ser Item Nature Type Remarks 

1 Court name Unique literal Name of court before which case IS filed 

2 Date of wnt of summons Unique Date Date of filing the case 

3 Plalnllff s name Unique Literal Names of all plaintiffs 

4 Plaintiff s address Unique Literal Addresses of all plaintiffs 

5 Plaintiff s occupation Umque literal OccupatIOn of all plaintiffs 

6 Defendant s name Umque literal Names of all defendants 

7 Defendant s address Umque Literal Addresses of all defendants 

8 Defendant s occupation Umque literal Occupation of all defendants 

9 Plaintiff s attorney s name and degree Unique Literal Names of plaintiffs attorneys and their degree 

10 Wnt of summons Unique literal list of Writ of summons enclosures 

11 Fees amount Umque Figures 

12 Signature of fees assessor Umque literal 

13 Signature of fees reviser Unique literal 

14 Nolallon of collectIOn dept Umque literal 

15 Circuit number Umque Literal 

16 Dale of first hearing Unique Dale 

17 Notation of microfilm Unique literal 

18 Nolallon of calendar employee Umque Literal 
.-~ --- - --- - -- ----~ ~ 

17'1 



Cycles Impacting Wnt of appealed cIvil case 
Dept Precedmg Cycle Current Cycle Current Cycle Document Status 

Code before the cycle 

Fees assessment 24 1 Assessment of fees for Writs of In development 
summons and orders requests 

Fees revIsion Assessment of fees for Writs of 25 1 RevIsion of assessed fees for Wnt of summons 
summons and orders requests Writs and orders request and docket with 

assessed fees 

CollecllOn RevIsion of assessed fees for wnts 16 1 Collecllon for CIvil dept Wnt of summons 
and orders request and docket with 

revised fees 

CollectIOn RevIsion of assessed fees for Writs 165 Collecllon of attorney s taxes Wnt of summons 
and orders request and docket with 

reVised fees 

Setting hearing Collection for CIvil Dept 1 7 1 Set CirCUit number and first Wnt of summons ! 
dates at the front hearing date With paid fees and 
offices documents 

I attached 

Calendar Set circuit number for a commercial 1 5 1 Receive CIVil/tax cases Writ of summons 
I case With set circuit I 

number and first 
hearing date 

Circuit clerk Receive CIVil/tax cases 164 Receive appealed case and Appealed case file 
record In the CirCUit 

IXO 



.. - - - -- - .. - - - _ .. - .. - .... -
Operations done on Wnt of appealed cIvil case 

Dept Preceding Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl ObjectIVe Document 
status after 

Code Cycle cycle 
ons after 

operation 

Fees 241 Assessment of fees In development Fees assessor receives anginal wnt Wnt of 
assessment forwnts of of summons and docket revises summons With 

summons and case value and type JunsdlctlOn docket 

orders requests revises attorney s information attached 
plaintiffs names addresses and 
defendant s names and addresses 
and assesses fees for wnts 

1 no Fees assessment for the wnt of Wnt of 
mistake summons and recording thiS on the summons With 
s back of the last page of wnt assessed fees 

and docket 
attached 

2 Assessment of attorney s taxes and wnt With 
attorney recording It on the back of the last assessed 
staxes page of the wnt and It IS taken Into attorney s 
due conSideration If the plaintiff IS an taxes and 

attorney he IS exempted from the docket 
tax attached 
Deliver Writ of summons to plaintiff's Wntand 
attorney docket With 

assessed fees 
and attorney s 
taxes 

1 there Return wnt of summons to plaintiff s Refused wnt 
IS a attorney of summons 
mistake 

-~ - -~--- "--
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Dept Precedmg Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl Objective Document 

status after 

Code Cycle cycle 
ons after 

operation 

2 no Deliver Writ of summons to plamtlff s Wntof Wnt of 
attorney attorney summons and summons 
staxes docket with and docket 
due assessed fees with 

assessed 
fees 

Fees reVISIOn Assessment of 25 1 RevISIOn of Wnt of Receive Writ with assessed fees from Wnt of 

fees for wnts assessed fees for summons and plamtlffs allorney and revise summons and 

of summons Writs and orders docket with assessed fees docket with 

and orders request assessed fees assessed fees 

requests 1 there Reassessment of fees on Writ of Wnt of 
IS a summons In accordance with Fees summons and 
mistake law docket with 

assessed fees 
1 Signature of fees reviser and Wnt of Wnt of 
completl stamping the Writ of summons that It summons and summons 
on has been revised then deliver It to docket with and docket 

plaintiffs attorney revised fees with revised 
fees 

Collection RevIsion of 16 1 Collection for CIvil Wnt of Collector receive the wnt from the Wnt of 

assessed fees dept summons and plalnltff or his attorney and checks summons and 

for wnts and docket with fees reviser s stamp docket with 

orders request revised fees revised fees 
Fees collection Wnt of 

summons with 
paid fees 

Return Writ of summons to plalnltff or Wnt of Wnt of 
his attorney with the receipt summons with summons 

paid fees and with paid 
document fees and 
attached document 

allached 

\'-(2 



.. - - - -- - - .. ...... - - .. - -- -
Dept Precedmg Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condit! Objective 

status after 
Code Cycle Document cycle 

ons after 
operatIon 

Collection RevIsion of 165 Collection of Wntof Collector receives the Writ of Wnt of 

assessed fees attorney s taxes summons and summons from plamllff or his summons and 

for Writs and docket with attorney and checks fees reviser s docket with 

orders request revised fees stamp revised fees 
CollectIOn of attorneys tax Wnt of Wnt of 

summons with summons 
attorney s tax with 
paid attorney s tax 

paid 
Return Writ to plamtlff or his attorney Wnt with paid Wnt with paid 
with a receipt fees and fees and 

documents documents 
attached attached 

Setting hearing CollectIOn for 1 7 1 Set circuit number Wnt of Plaintiff s attorney delivers onglnal Wnt of 

dates at the CIvil Dept and first heanng summons With wnt to the cIvil dept deputy summons With 

front offices date paid fees and paid fees 

documents CIvil Dept deputy sets a circuit and Wnt of Wnt of 
attached date of heanng roll then delivers wnt summons With summons 

With case and circuit numbers to the Circuit number With circuit 
attorney and first number and 

hearing date first heanng 
date 

Calendar Set circuit 1 5 1 Receive cIvil! tax Wntof Calendar employee receives wnt of Wnt of 

number for a cases summons With summons docket and copy of the summons With 

commercial set CircUit wnt and records them In cases a number and 

case number and receipt book and sets a case number documents 

first heanng Calendar employee records case In Wnt of 
date calendar summons With 

a number and 
documents 

IH1 



- ~-

Dept Preceding Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condit! Objective Document 

status after 

Code Cycle cycle 
ons after 

operation 

Calendar employee delivers ongmal Wnlof Enhancemen 
wriI 10 plamllffs attorney and keeps a summons wlIh Iwnl 
copy of Ihe case and dockel a number and recorded In 

documents Ihe calendar 
Calendar employee puis the copy of Case file 
Ihe wnl an dockel and documenls In 

a file called case file 
Calendar employee sends case file Case file 
10 microfilm ! 

Calendar employee receives case file Case file 
from microfilm stamped by 

microfilm 
Calendar employee records case rn Case file 
cases rndex recorded rn 

cases rndex 
Calendar employee sends a leiter 10 Case file 

I 
Corres To bnng case from court recorded rn 
where II IS located cases rndex 
Calendar employee delivers case file Case file Case file 
10 CIrCUli clerk rn charge delivered 10 delivered 10 

circuit clerk crrcUil clerk 

Circuli clerk Receive CIVil! 164 Receive appealed Appealed case Circuli clerk receives case file from Case file With 
lax cases case and record In file the calendar employee and to which a copy of the 

Ihe circulI a copy of Ihe letter IS attached of letter of docs 
attachment of documents addressed attachment 
to Corres 

1 no In case of non eXistence of copy of 
letter of Ihe letter of docs attachment circuli 
al\achm clerk refuses to receive case and 
ent returns II back to Calendar 

IX.f 



- - .. __ .. -- ... -----_ .... -
Dept Preceding Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condit! Objective Document 

status after 
Code Cycle cycle 

ons after 
operation 

1 there In case of eXistence of copy of letter Case file Case file 
IS letter of attachment CircUit clerk records recorded on recorded on 
of case on the day set for the heanng In the agenda the agenda 
attachm the agenda 
ent 

It.~ 



Description of Writ of appealed Commercial case 
General Information 

Form code 

Form name Writ of appealed Commercial case 

Form type o Register or book I ~ Document or form I 0 Box files 

Function Information of case to be appealed 

Reason for uSing Appeal a commercial case 

Employee filing the form Plaintiff's attorney - Commercial Dept Head - Fees revlser-
Collection employee - calendar employee - microfilm employee -
CirCUit clerk - Correspondence employee 

Department where form IS filled Outside the court - Commercial Dept - fees reVISion - collection 
- calendar - microfilm - CirCUit clerk - Correspondence 

Form Detailed Description 

Structure o Landscape I ~ Portrait 

Number of Pages One or more pages 

Size [R] Foolscap I 0 Double Foolscap 10 Quarto I 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) 10 Stamps 

I !I() 



- - .. -- .. __ -.& __ .. _---- .. -
DescriptIon of InformatIon In Writ of appealed commercIal case 

Ser Item Nature Type Remarks . 

1 Court name Unique Literal Name of court before which case IS flied 

2 Date of Writ of summons Unique Dale Date of filing the case 

3 Plaintiff s name Unique literal Names of all plamtlffs 

4 Plaintiff s address Unique literal Addresses of all plamtlffs 

5 Plaintiff s occupation Unique Literal Occupallon of all plamtlffs 

6 Defendant s name Unique Literal Names of all defendants 

7 Defendant s address Unique Literal Addresses of all defendants 

8 Defendant s occupation Unique literal Occupation of all defendants 

9 Plaintiff s attorney s name and degree Unique Literal Names of plamtlffs attorneys and their degree 

10 Wnt of summons Unique literal List of wnt of summons enclosures 

11 Fees amount Unique Figures 

12 Signature of fees assessor Unique Literal 

13 Signature of fees revIser Unique literal 

14 Notallon of collecllon dept Unique Literal 

15 CIrcUIt number Unique Literal 

16 Date of first heanng Unique Date 

17 Notallon of microfilm Unique Literal 

18 Notallon of calendar employee Unique Literal 

IX7 



Cycles Impactmg Wnt of appealed commercial case 
Dept Precedmg Cycle Current Cycle Current Cycle Document Status 

Code before the cycle 

Commercial Dept 1 1 8 Receive appealed case In development 
head 

Fees revIsion Receive appealed case 251 RevIsion of assessed fees for Wnt of summons 
Writs and orders request and docket with 

assessed fees 

Collection RevIsion of assessed fees for Writs 16 1 Collection for Commercial dept Wnt of summons 
and orders request and docket with 

revised fees 

Collection RevIsion of assessed fees for Writs 165 Collection of attorney s taxes Wnt of summons 
and orders request and docket with 

revised fees 

Calendar Collection for Commercial Dept 1-5-2 Receive commercial cases Wnt of summons 
with paid fees and 
documents 

I attached 

Commercial Dept Receive commercial cases 1-1 7 Set a circUit number for a Wnt of summons 
, 

head commercial case recorded rn the 
calendar 

Calendar Set a CircUit number for a 1 52 Receive a commercial case Wnt of summons 
commercial case with case an CircUit 

numbers docket 
docs and copy of 
the wnt 

CircUit clerk Receive commercial cases 164 Receive appealed case and Appealed case file 
record In the circuit 

---
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- - .. ----- .. .. - -- - - - - .. -
Operations done on Writ of appealed commercial case 

Dept Precedmg Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

Commercial 1 1 8 Receive appealed In development Dept Head receives ongmal wnt of Wnt of 

Dept head case summons and docket revises case summons with 
value and type Junsdlctlon revises docket 
attorney s informatIOn plamtlff s attached 
names addresses and defendant s 
names and addresses and assesses 
fees for Writ 

1 no Fees assessment for the wnt of Wnt of 
mistake summons and recording thiS on the summons with 
s back of the last page of wnt assessed fees 

and docket 
attached 

2 Assessment of attorney s taxes and wnt with 
attorney recording It on the back of the last assessed 
staxes page of the Writ and It IS taken mto attorney s 
due conslderallOn If the plamhff IS an taxes and 

attorney he IS exempted from the docket 
tax attached 
Deliver Writ of summons to plamhff s Wnt and 
attorney docket with 

assessed fees 
and attorney s 
taxes 

1 there Return wnt of summons to plamtlff s Refused wnt 
IS a attorney of summons 
mistake 

--
~-~ - ~ -- ---
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Dept Preceding Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Objective Document 
status after 

Code Cycle Condltl cycle 
ons after 

operation 

2 no Deliver wnt of summons to plaintiff s Wnt of Wnt of 
attorney attorney summons and summons 
staxes docket with and docket 
due assessed fees with 

assessed 
fees 

Fees revIsion Receive 25 1 RevIsion of Wnt of Receive wnt with assessed fees from Wnt ot 
appealed case assessed tees for summons and plaintiffs attorney and revise summons and 

wnts and orders docket with assessed fees docket with 
request assessed fees assessed tees 

1 there Reassessment of fees on wnt of Wnt of 
IS a summons In accordance with Fees summons and 
mistake Law docket with 

assessed tees 
1 Signature of fees reviser and Wnt of Wnt of 
completl stamping the Writ of summons that It summons and summons 
on has been revised then dehver It to docket with and docket 

plaintiffs attorney revised tees with revised 
fees 

Collecllon RevIsion of 16 1 Collecllon for Wnt of Collector receive the Writ from the Wnt of 
assessed fees Commercial dept summons and plaintiff or his attorney and checks summons and 
for wnts and docket with fees reviser s stamp docket with 
orders request revised fees revised fees 

Fees collection Wnt of 
summons with 
paid fees 

Return Writ of summons to plaintiff or Wnt of Wnt ot 
his attorney With the receipt summons With summons 

paid fees and With paid 
document fees and 

i attached document 
I attached 

I!)O 



- - - - - - - - .. - - - .. - - - .. - -
Dept Precedmg Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl Objective 

status after 
Code Cycle Document cycle 

ons after 
operation 

CollectIOn RevIsion of 16 5 Collection of Wnt of Collector receives the Writ of Wnt of 

assessed fees attorney s taxes summons and summons from plamtlff or his summons and 

for Writs and docket with attorney and checks fees reviser s docket with 

orders request revised fees stamp revised fees 
Collection of attorneys tax Writ of Wnt of 

summons with summons 
attorney s tax with 
paid attorney s tax 

paid 
Return Writ to plamtlff or his attorney Wnt with paid Wnt with paid 
with a receipt fees and fees and 

documents documents 
attached attached 

Calendar Collection for 1 52 Receive commercial Wnt of Calendar employee receives Writ of Wnt of 

Commercial cases summons with summons docket and copy of the summons with 

Dept paid fees and Writ and records them 10 cases paid fees and 

documents receIPt book and sets a case number docs attached 

attached Calendar employee records case 10 Wnt of 
calendar summons with 

paid fees and 
docs attached 

Calendar employee delivers ongmal Wnt of Wnt of 
Writ and attachments to plamtlff s summons with summons 
attorney paid fees and with paid 

docs attached fees and 
docs 
attached 

Commercial Receive 1 1 7 Set a Circuit number Wnt of Plaintiff s attorney delivers Writ of Wnt of 

Dept head commercial for a commercial summons summons to Head of Commercial summons 
cases case recorded 10 the Dept 

calendar 

I~I 



Dept Precedmg Current Current Cycle Document OperatIOns done on the document Document 

Cycle Cycle Status before 
Condltl Objective Document 

status after 

Code Cycle cycle 
ons after 

operation 

Head of Commercial Dept sets the Wnt of Wnt of 
circuit first heanng date and delivers summons with summons 
Writ of summons with set case and case and with case 
CirCUit number to the attorney CirCUit and CirCUit 

numbers numbers 

Calendar Set a CirCUit 152 Receive a Wnt of Calendar employee receives Writ of Wnt with case 

number for a commercial case summons with summons with set circuit and first and CirCUit 

commercial case an CirCUit hearing date from the attorney along numbers 

case numbers with a copy of the Writ docket docs 

docket docs and copy of 

and copy of the wnt 

wnt Calendar employee records case In Wnt docket 
cases receipt book and records docs and copy 
circuit number ofwnt 
Calendar employee dehvers ongmal Wnt with a 
wnt to plaintiffs attorney and keeps a case number 
copy of the case and docket and docs 
Calendar employee puts the copy of Case file 
the wnt and docket and documents In 
a file called case file 
Calendar employee sends case file Case file 
to microfilm 
Calendar employee receives case file Case file 
from microfilm stamped by 

microfilm 
Calendar employee records case 10 Case file 
cases Index recorded In 

cases Index 
Calendar employee sends a letter to Case file 
Corres To bnng case from court recorded In 
where It IS located cases Index 

1')2 



- - - -- - - - .. - - -- - - - .. - -
Dept Precedmg Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condit! Objective Document status atter I 

Code Cycle cycle 
cns after 

operation 

Calendar employee delivers case file Case file Case file 
to CircUit clerk In charge delivered to delivered to 

circuit clerk circuit clerk 

CirCUit clerk Receive 164 Receive appealed Appealed case CirCUit clerk receives case file from Case file with 

commercial case and record In file the calendar employee and to which a copy of the 

cases the circuit a copy of the letter IS attached of letter of docs 
attachment of documents sent to attachment 
Corres 

1 no In case of non eXistence of copy of Refused case 
letter of the letter of docs attachment CIrCUIt file 
attachm clerk refuses to receive case and 
ent returns It back to Calendar 
1 there In case of eXistence of copy of letter Case rile Case file 
IS letter of attachment circuit clerk records recorded on recorded on 
of case on the day set for the heanng In the agenda the agenda 
attachm the agenda 
ent 

-----
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Form code 

Form name 

Form type 

Function 

Reason for uSing 

Employee filing the form 

Description of Case file 
General InformatIOn 

63 

Case file 

o Register or book I 0 Document or form I [RJ Box files 

Case file or attachments 

FIling a case 

Different court departments 

Department where form IS filled Different court departments 

Form Detailed Description 

Structure o Landscape 10 Portrait 

Number of Pages 

Size o Foolscap 10 Double Foolscap 10 Quarto I 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) I 0 Stamp~_ 

IlJ.t 

i 

I 

i 
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- - - - -- - .. - .. - - - - - - - - -
Cycles Impactmg Case file 

Dept Precedmg Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Circuit clerk 161 Receive new case file and record Case file delivered 
In circuit to circuit clerk 

Circuit clerk Receive new case file and record In 166 Prepare for the hearing Case file 
circUit 

CircUit clerk Prepare for the hearing 1-6 7 Record hearing notes Case file With 
hearing notes and 
Judge s roll 

I attached 

Circuit clerk Record hearing notes 168 Record hearing notes Case file With roll 
and hearing notes 

-
I Fees reVISion 257 NotatIOn of exemption I 

Fees reVISion 255 ReVISion of fees for disposed i 

cases i 

Fees reVISion 256 RevIsion of fees for cases at court 
of appeals or cassatIOn 

J<h 



Operations done on Case file 

Dept Preceding Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

CIrcUlI clerk 161 ReceIve new case Case file CirculI clerk receives case file from Case file 

file and record In delIvered 10 Calendar and Sings on the log of 
circUlI circuli clerk case receipt 

CirCUit clerk records case In the page Case file 
specified for the case according to 
the hearing date 

CircUlI clerk Receive new 166 Prepare for Ihe Case file Circuit clerk prepares hearing notes Case file 
case file and hearing In preparation for the hearing when 
record In date IS due by pultlng information 
circUlI from the case file and heanng 

agenda 
CircUit clerk attaches hearing noles Case file with Case file with 
and judge s roll to case file hearing notes hearing 

and Judge s notes and 
roll attached Judge s roll 

attached 
ClrclIIt clerk Prepare for 167 Record hearIng Case file with CircUit clerk attaches docket and Case file with 

Ihe hearing notes hearing notes documents that panel approves of additional 
and judge s roll attachment docs attached 
attached CirCUit clerk attaches heanng notes Case file with Case file wIth 

approved by the judge as well as roll and roll and 
judge roll hearing notes heanng 

attached notes 
attached 

Circuit clerk Record 168 Record hearIng Case file wIth CircUit clerk makes notation on the Case file with 
hearing noles notes roll and hearing case file docket WIIh a summary of roll and 

notes the deCISion made by the court panel heanng notes 
In Ihe hearing attached 

]% 



- - - - - - - - - - - - - - - - - - -
Dept Preceding Current Current Cycle Document OperatIons done on the document Document 

Cycle Cycle Status before 
Condltl ObjectIve Document 

status after 
Code Cycle cycle 

ons after 
operatton 

Circuit clerk lists the documents Case file with 
submitted dunng the heanng on the submitted 
case file docket with senal number documents 
starting by last document submitted recorded 
Also date of attachment and 
submissIon and number of pages are 
recorded 

1 Keep case file tIll next heanng Case file with Case file wIth 
conl/nua a continuance a 
nce deCISIon continuance 

decIsion 
1 Circuit clerk undertakes the File of a File of a 

• 

Judgmen necessary procedures for Judgment disposed case disposed 
t announcement case 

Fees revIsion 257 NotatIOn of Receive case from plaintiff s attorney Case wnt of 
exempllon and review the documents summons 

Fees reVISion 255 RevIsion of fees for ReceIve case file from CIrCUIt clerk Case fIle 

disposed cases and revise fees 
1 fees Assess fees for case file and record Case file with 
due the fees due on the file assessed fees 
2 no Make notatIOn of due claims on the Case file with 
unknow onglnal Judgment where a notation revised fees 
n Info of fees duty stamps and reqUired 

attorney s fees IS also made State 
Cases Authonty are notified where 
the government IS one of the parties 

2 Deliver case file to CirCUit clerk Case hie With Case files 
complell revised fees With revised 
on fees 
1 no Return case file to CirCUit clerk Case files 
due fees 

1')7 
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Dept Preceding Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

Fees revIsion 256 RevIsion of fees for Receive case file from Archive derk Case file 
cases at court of and revise fees 
appeals or Make notalion of due claims on the Case file with 
cassation onglnal Judgment where a notallon revised fees 

of fees duty stamps and required 
attorney s fees IS also made State 

I 

Cases Authonty are notified where 
the government IS one of the parties 

!I Deliver case file to circuit clerk Case file with Case file with I 

- _. -- revised fees revised fees 

In 



-------------------
Descrtptlon of Interlocutory request to case file 

General Information 

Form code 

Form name Interlocutory request to case file 

Form type o Register or book 100 Document or form 1 0 Box files 

Function Attach Interlocutory request to case file 

Reason for uSing Follow up of filed case 

Employee filing the form Plaintiff s attorney - Fees assessor - Fees reviser - Collection 
employee -circuit clerk 

Department where form IS filled Outside the court - Fees assessment - fees revIsion - collection -
CirCUit clerk 

Form Detailed Description 

Structure o Landscape 100 Portrait 

Number of Pages One or more pages 

Size IRI Foolscap 1 0 Double Foolscap 10 Quarto J 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) 10 Stamps 
-~ 
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Description of Information In Interlocutory request to case file 

Ser Item Nature Type Remarks 

1 Court name Unrque literal Name of court before which case IS filed I 

2 Date of wnt of summons Unrque Date Date of filing the case 
I 

3 Plaintiff s name Unrque literal Names of all plalnllffs I 
4 Plaintiff s address Unrque literal Addresses of all plaintiffs 

I 

5 Plaintiff s occupation Unrque Literal Occupation of all plamtlffs i 

6 Defendant s name Unrque literal Names of all defendants 

7 Defendant s address Unrque literal Addresses of all defendants J 
8 Defendant s occupatron Unrque literal Occupation of all defendants 

9 Plaintiff s attorney s name and degree Unrque literal Names of plamtlffs attorneys and their degree 

10 Writ of summons Unrque literal List of Writ of summons enclosures 

11 Fees amount Unrque Figures 

12 Signature of fees assessor Unrque literal 

13 Signature of fees reviser Unrque literal 

14 Notation of collection dept Unrque literal 

15 Circuit number Unrque literal 

16 Date of first hearing Unrque Date 

17 CirCUit clerk s signature Unrque literal 

t 
18 

~-~ ----
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- - - - -- - - - - - -- - - --
Cycles Impactmg Interlocutory request to case file 

Dept Precedmg Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Fees assessment 24 1 Fees assessment for Writs and Wnt of Inter1ocutory 
orders requests request 

Fees revIsion Fees assessment for Writs and 251 RevIsion of assessed fees for Wnt of Inter1ocutory 
orders requests Writs and orders request request with 

assessed fees , 

CollecllOn RevIsion of assessed fees for Writs 16 1 Collecllon for dept Wnt of Inter1ocutory 
and orders request request with 

revised fees 

CircUit clerk Collection for the dept 1 6-20 Attach Inter1ocutory request to the Wnt of Inter1ocutory 
case file request with paid 

fees 

Note In this case cases might be commercial cIvil or taxes as In case of Inter1ocutory request for a commercial case fees assessor IS the Commercial 
Dept Head In case of civil case It IS Fees Assessment Dept and In case of taxes case fees assessor IS the Taxes Dept Head 

20\ 
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Operations done on Interlocutory request to case file 

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

Dept Precedmg Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condlh Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

Fees 24 1 Fees assessment Wnt of Fees assessor receives Interlocutory Wnt of 
assessment for Writs and orders Interlocutory request from plaintiff s attorney Interlocutory 

requests request request 
1 no Fees assessment for the request and Wnt of 
mistake recording thiS on the back of the last Interlocutory 
s page of Writ request with 

assessed fees 
Deliver request to plaintiffs attorney Wnt of Wnt of 

Interlocutory Interlocutory 
request With request With 
assessed fees assessed 

fees 
1 there Return request to plaintiff s attorney Refused wnt 
IS a of Interlocutory 
mistake request 

Fees revIsion Fees 25 1 RevIsion of Wnt of Receive request With assessed fees Wnt of 
assessment assessed fees for Interlocutory from plaintiffs attorney and revise Interlocutory 
for Writs and Writs and orders request With assessed fees request With 
orders request assessed fees assessed fees 
requests 1 there Reassessment of fees on request In Wnt of 

IS a accordance With Fees law Interlocutory 
mistake request With 

assessed fees 
1 Signature of fees reviser and Wnt of Wnt of 
completl stamping the request that It has been Interlocutory Interlocutory 
on revised then dehver It to plaintiff s request With request With 

attorney revised fees revised fees 

202 



- - - - -- - - - - - - - - - - - - -
Dept Preceding Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl Objective 

status after 
Code Cycle Document cycle 

ons after 
operation 

Col/ectlOn ReVISion of 16 1 Collection for dept Wnt of Collector receives the request from Wnt of 
assessed fees Interlocutory the plalnllff or his attorney and Interlocutory 
for wnts and request with checks fees reviser s stamp request with 
orders request revised fees revised fees 

Fees collection Wntof 
Interlocutory 
request with 
paid fees 

Return request to plalnllff or his Wnt of Wnt of 
attorney with the receipt Interlocutory Interlocutory 

request with request with 
paid fees oald fees 

Circuit clerk CollectIOn for 1620 Attach Interlocutory Wnt of Plamhff s attorney delivers request to Wnt of 
the dept request to the case Interlocutory circuit clerk who revises the request mterlocutory 

file request with request with 
paid fees paid fees 

Circuit clerk attaches wnt of Wnt of Wnt of 
mterlocutory request to case file mterlocutory Interlocutory 

request with request with 
paid fees and paid fees and 
attached to attached to 
case file case file 

201 



Form code 

Form name 

Description of Order request and attached documents 
General Information 

Order request 

Form type o RegIster or book I [RJ Document or form 1 0 Box fIles 

Function InformatIon of case requIred to be submItted to Judge of 
temporary matters 

Reason for uSIng FIle a case before Judge of temporary matters 

Employee fIling the form PlaIntIff s attorney 

Department where form IS fIlled OutsIde the court 

Form Detailed Description 

Structure o Landscape .1 [RJ PortraIt 

Number of Pages One or more pages 

SIze [RJ Foolscap I 0 Double Foolscap 10 Quarto I 0 Half quarto 

Number of copIes 

AddItIons o Duty stamp (non-governmental) 10 Stamps 

2().t 

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



- - ------------- - - - -
Description of Information In Order request and attached documents 

Ser Item Nature Type Remarks 

1 Court name Unique literal Name of court before which case IS filed 

2 Date of order request Unique Date Date of filmg the order 

3 Plaintiff s name Unique literal Names of all plalnllffs 

4 Plalnllff s address Unique literal Addresses of all plalnllffs 

5 Plaintiff s occupallon Unique literal Occupation of all plamtlffs 

6 Defendant s name Unique literal Names of all defendants 

7 Defendant s address Unique literal Addresses of all defendants 

8 Defendant s occupallon Unique literal Occupallon of all defendants 

9 Plaintiff s attorney s name and degree Unique literal Names of plamtlffs attorneys and their degree 

10 Wnt of summons Unique literal list of wnt of summons enclosures -
11 

12 

13 
--------------- -- - ------------ ---------

2(h 



Cycles Impactmg Order request and attached documents 

Dept Precedrng Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

FeE's assessment 24 1 Fees assessment for wnts and In development 
orders request I 

Fees revIsion Fees assessment for wnts and 25 1 Revise assessed fees for wnts Order request with I 
orders request and orders request assessed fees 

Collection Revise assessed fees for wnts and 16 1 Collecllon for dept Order request with 
orders request assessed fees 

Orders Collection for dept 4 1 Record order request Order request with 
paid fees and 
documents 
attached 

Archive Record order request 87 Extract papers from case file List of requested 
orders 

Orders Extract papers from case file 4 1 Record order request Order request with 
paid fees and 
documents 
attached 

Orders Record order request 42 Submit request to Judge of Order request with 
temporary mailers attachments hsted 

and filed 10 box files 
of dally operations 

Orders Submit request to Judge of 4 3 End order cycle Judgment with 
temporary mailers order request and 

attachments 

Archive End order cycle 8 1 Archive a disposed case 10 a Order and 
court If first IOstance attachments sent to 

Archive 
--

20(, 
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- - - - -- - - - - - - - - - - - - -
Operations done on Order request and attached documents 

Dept Precedmg Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

Fees 241 Fees assessment In development Receive request from plaintiff s Order request 
assessment for Writs and orders attorney for reVIsIOn and revise case 

request value and type Junsdlcl/on revise 
attorney s Informal/on plaintiff s 
names addresses and defendant s 
names and addresses and assesses 
fees for Writ 
Receive documents docket Documents 

docket I 

1 no Fees assessment for the order Order request I 

mistake request and documents docket and with assessed 
s recordmg thiS on the back of the last fees 

page of Writ 
2 Assessment of attorney s taxes and Order request 
attorney recordmg It on the back of the last With assessed 
staxes page of the order request and It IS attorney's 
due taken IOto conSideratIOn If the plaintiff taxes 

IS an attorney he IS exempted from 
the tax 

I 

Deliver order request to plaintiffs Order request 
attorney and docket 

With assessed 
fees and 
attorney s 
taxes 

1 there Return order request to plalnllff s Refused order 
IS a attorney request 
mistake 

-
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Dept PrecedIng Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl Objective Document 

status after 

Code Cycle cycle 
ons after 

operation 

2 no Dehver order request to plaintiff s Order request Order 
attorney attorney and docket request and 
staxes with assessed docket with 
due fees assessed 

fees 

Fees revIsion Fees 25 1 Revise assessed Order request Receive order request and docket Order request 

assessment fees for wnts and with assessed with assessed fees from plaintiff s and docket 

forwnts and orders request fees attorney and revise assessed fees with assessed 

orders request fees , 

1 there Reassessment of fees on order Order request 

! IS a request In accordance with Fees Law and docket 
mistake with assessed 

fees 
1 Signature of fees reviser and Order request Order i 

completl stamping the order request that It has and docket request and 
on been revised then deliver It to with revised docket with 

plaintiffs attorney fees revised fees 

Collection Revise 16 1 Collection for dept Order request Collector receives the request and Order request 

assessed fees with assessed docket from the plaintiff or his and docket 

for wnts and fees attorney and checks fees reviser s With reVised 

orders request stamp fees 
Fees collectIOn Order request 

and docket 
With paid fees 

Return order request to plaintiff or hiS Order request Order 
attorney With the receipt and docket request and 

With paid fees docket With 
and document paid fees and 
attached document 

attached 

20'( 
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- - - - -- - - - - - - - - - - - - -
Dept Preceding Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl Objective Document 

status after 
Code Cycle cycle 

ons after 
operation 

Orders Collechon for 4 1 Record order Order request litigant delivers order request with Order request 

dept request with paid fees paid fees and document attached to with paid fees 

and documents Dept head and 

attached documents 
attached 

Dept Head revises the order and Order request 
check attached documents with paid fees 

and 
documents 
attached 

1 order Clerk records order Informatron In Order request 
of debt order of debt payment requests book with paid fees 
payment and 

documents 
attached 

1 not an Clerk records order Informatron In Order request 
order of order of attainment and temporary with paid fees 
debt matters requests book and 
payment documents 

attached 
1 Clerk records Informatron In the Index Order request 
completr according to type of order whether of with paid fees 
on debt payment or attachment and and 

temporary matters documents 
attached 

2 Clerk heads to the Archive as per Order request 
eXlstenc prevIous orders to extract those with paid fees 
e of orders and 
prevIous documents 
orders attached 

---

20'.) 



-
Dept Precedrng Current Current Cycle Document Operattons done on the document Document 

Cycle Cycle Status before 
Condltl Objective Document 

status after 

Code Cycle cycle 
ons after 

operation 

Archive Record order 87 Extract papers from List of Archive clerk receives the Irst from Order request 

request case file requested recordrng clerk with paid fees 

orders and 
documents 
attachments 

Extract requests orders files and Order request 
delivers them to recording clerk after with paid fees 
he signs In the Archive log and 

documents 
attachments 

Orders Extract papers 4 1 Record order Order request Attach prevIous orders to new order Order request 

from case file request with paid fees request with paid fees 

and documents and prevIous 

attached orders and 
documents 
attached 

3 order Recording clerk records rnfonnatlon Order request 
of debt of prevIous orders extracted from the with paid fees 
payment Archive In orders of debt payment and prevIous 

book orders and 
documents 
attached 

3 not an Recording clerk records Infonnallon 
order of of prevIous orders extracted from the 
debt Archive In attainment and temporary 
payment orders reauests book 
2 Recording clerk makes list of Order request 
completl attachments on the onglnal order With 
on request and puts only dates of orders attachments 

requests on the back of the IIsled on the 
submitted request back 

210 
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- - - - -- - - - - - - - - - - - - -
Dept Precedmg Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl Objective Document 

status after 
Code Cycle cycle 

ons after 
operation 

File request In box files of dally Order request 
operatIOns to submit to Judge of with 
temporary matters on the next day attachments 

listed and filed 
In box files of 
dally 
operations 

Orders Record order 42 Submit request to Order request At the beginning of the day dept Order request 
request judge of temporary with head takes out order requests and and 

matters attachments attachments and submits them to the attachments 

listed and filed Judge 
In box-files of Judge delivers order request and Order request 
dally operations attachments to the Orders dept and 

head to record the judgment attachments 
with a 
Judgment 

Dept Head delivers orders and Order request 
attachments to the recording clerk to and 
record judgment attachments 

with a 
ludQment 

1 order Recording clerk records judgment In Order request 
of debt orders of debt payment book and 
payment attachments 

with a 
ludgment 

1 not an Recording clerk records Judgment In Order request I 

order of attainment and temporary matters and 
debt orders book attachments 
payment with a 

judgment 
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1 

Dept Precedmg Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condit! Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

1 Search In Judge s decIsion Order request 
compleh and 
on attachments 

with a 
Judgment 

2 order Transfer Ihe case 1010 a normal case Order request Order 
refusal and requesl and 

attachments attachmenls 
referred to a referred to a 
committee of committee of 
three three 

2 not a Completion with cycle of order Order request Order 
cIvil I ending and request and 
order attachments attachments 

with judgment with 
ludament 

Orders Submit 4 3 End order cycle Judgment with Delegate of cIvIl/commercial dept Order with the 
request to order request delivers order with the judgment and judgment and 
Judge of and attachments after Orders Dept Head attachments 
lemporary attachmenls revises It after reVISion 
mailers Dept head receives judgment and Order with 

records II In the commercial/cIvil judgment and 
dept log attachments 

after reVISion 
Dept head revises Ihe judgmenl and Order with 
delivers II to the microfilm and judgment and 
records II 10 Orders Dept log attachments 

after revIsion 

212 
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- - - - -- - - - - - - - - - - - - -
Dept Preceding Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condit! Objective Document 

status after 
Code Cycle cycle 

ons after 
operation 

Microfilm employee delivers order Order With 
With the Judgment and attachments Judgment and 
after be 109 microfilmed to the Orders attachments 
Dept Head after belOg 

microfilmed 
Dept Head receives order and Order With 
checks the notallon With archive date Judgment and 
10 the book and delivers It to the attachments 
Archive after recordlOg It 10 Orders after being 
Dept 10(:1 microfilmed 

1 order In case the order IS order of debt Order with 
of debt payment It IS recorded 10 orders Judgment and 
payment request book attachments 

after being 
microfilmed 

1 not an If the order IS not of debt payment It Order with 
order of IS recorded 10 attalOment and Judgment and 
debt temporary matters orders requests attachments 
payment book after being 

microfilmed 
1 Deliver order and attachments to the Order and Order and 
complell Archive after Archive clerk s signs 10 attachments to attachments 
on the Order Dept log the Archive to the 

Archive 
Archive End order 8 1 Archive a disposed Order and Archive clerk receives papers from Order and 

cycle case 10 a court If first attachments Orders Dept head attachments 
IOstance sent to Archive Revise case file Order and 

attachments 
1 there Retum papers once more to the Order and 
IS a Orders Dept head attachments 
mistake returned to 

Orders Dept 
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Dept Preceding Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Objective Document 
status after 

Code Cycle Condltl cycle 
ons after 

operation 

1 no Record case mformatlon m Archive Order and 
mistake book attachments 
s 

Mark the file so that he can recognrze Order and 
the files recorded m the book attachments 

2 Notallon of Dept Head on the file Order and 
Judgmen that It has been recorded In the book attachments 
t before referral 
referred 
to 
another 
court 

Archive clerk returns file to Orders Order and Order and 
Dept Head after the latter signs In attachments attachments 
the Archive clerks book returned to returned to 

Orders Dept Orders Dept 
to be referred to be referred 
to the other to the other 
court court 

2 File IS archived In the Archive Dept Order and Order and 
Judgmen box files attachments In attachments 
t not the Archive In the 
referred Archive 

2J.t 



-------------------
Description of CIvil case Writ of summons objection to an order and attached documents 

General Information 

Form code 

Form name CIvil case Writ of summons objection to an order and attached 
documents 

Form type o Register or book I [8] Document or form I 0 Box files 

Function Information of case of objection to an order submitted to judge of 
temporary matters 

Reason for uSing File an objection case before judge of temporary matters 

Employee filling the form Plaintiff's attorney 

_D~E_~ment w~ere form ~~~I~~ ___ Outside the court 

Form Detailed Description 

Structure o Landscape I [8] Portrait 

Number of Pages One or more pages 

Size [8] Foolscap 10 Double Foolscap 10 Quarto I 0 Half quarto 

Number of caples 

Additions o Duty stamp (non-governmental) 10 Stamps 

--------------------------------------------------
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DescriptIon of InformatIOn In CIvIl case Writ of summons obJectton to an order and attached documents 

Ser Item Nature Type Remarks 

1 Court name Unique literal Name of court before which case IS filed 

2 Date of order request Unique Date Date of filing the order 

3 Plaintiff s name Unique literal Names of all plalnllffs 

4 Plaintiff s address Unique literal Addresses of all plaintiffs 

5 Plaintiff s occupation Unique Literal OccupatIOn of all plaintiffs 

6 Defendant s name Unique literal Names of all defendants 

7 Defendant s address Unique Literal Addresses of all defendants 

8 Defendant s occupatIOn Unique literal Occupation of all defendants 

9 Plalnllff s attorney s name and degree Unique Literal Names of plaintiffs attorneys and their degree 

10 Wnt of summons Unique literal list of Writ of summons enclosures 

11 

12 

13 
- ~---

, --
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- - ------------- - - - -
Cycles Impactmg CIvil case Writ of summons objection to an order and attached documents 

Dept Precedmg Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Fees assessment 24 1 Fees assessment for wnts and In development 
orders request 

Fees revIsion Fees assessment for wnts and 25-1 Revise assessed fees for Writs Order request and 
orders request and orders request docket with 

assessed fees 

Collection Revise assessed fees for Writs and 16-1 Collection for CIvil dept Order request with 
orders request revised fees 

Setting hearing Collection for CIvil Dept 1-7-1 Set hearing date and CIrCUIt to Order request with 
dates In the front handle the case paid fees 
offices 

Orders Set hearing date and circuit to 44 Objection procedures against Order request with 
handle the case attainment or temporary order circuit number and 

first heanng date 

217 



Operations done on CIvil case Writ of summons objection to an order and attached documents 

-
Dept Preceding Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl ObjectIVe Document 

status after 
Code Cycle cycle 

ons after 
operation 

Fees 24 1 Fees assessment In development Receive request and docket from Order request 
assessment for Writs and orders plaintiffs attorney for revIsion and 

request revise case value and type 
Junsdlclton revise attorney s 
information plaintiffs names 
addresses and defendant s names 
and addresses 

1 no Fees assessment for the order Order request 
mistake request and documents docket as With assessed 
s well as attorney s taxes and fees and 

recording thiS on the back of the last attorney s 
page of case taxes 
Deliver order request to plaintiffs Order request 
attorney and docket 

With assessed 
fees and 
attorney s 
taxes 

i 
1 there Return order request to plaintiff s Refused order 
IS a attorney request 
mistake 

Fees revIsion Fees 25 1 ReVise assessed Order request Receive order request and docket Order request 
assessment fees for Writs and and docket With With assessed fees from plalnllff s and docket 
for Writs and orders request assessed fees attorney and revise assessed fees With assessed 
orders request fees 

21K 



- - - - -- - - - - - - - - - - - - -
Dept Precedmg Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl Objective 

status after 
Code Cycle Document cycle 

ons after 
operation 

1 there Reassessment of fees on order Order request 
IS a request In accordance with Fees Law and docket 
mistake with assessed 

fees 
1 Signature of fees reviser and Order request Order 
completl stamping the order request that It has and docket request and 
on been revised then deliver It to with revised docket with 

plaintiffs attorney fees revised fees 
CollectIOn ReVise 16 1 CollectIOn for CIVil Order request Collector receives the request and Order request 

assessed fees dept With revised docket from the plalnllff or hiS and docket 

for wnts and fees attorney and checks fees reviser s With revised 
orders request stamp fees 

Fees collection Order request 
and docket 
With paid fees 

Return order request fo plaintiff or hiS Order request Order 
attorney With the receipt and docket request and 

With paid fees docket With 
and document paid fees and 
attached document 

attached 

Setting heanng Collection for 1 7 1 Set hearing date Order request Plaintiff s attorney submits order Order request Order 
dates In the CIVil Dept and circuit to handle With paid fees request With paid feed to the CIVil With circuit request With 
front Offices the case Dept deputy who sets the circuit number and CirCUit 

number and first heanng date first heanng number and 
date first heanng 

date _._--
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Dept Precedmg Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl ObjectIve Document 

status af1ier 

Code Cycle cycle 
ons after 

operation 

Orders Set hearing 44 Objecllon Order request CIvil! commercial case calendar anginal wnt 

date and procedures against With circUit delegate delivers onglnal order and docket 

circUit to attainment or number and request and documents docket With With paId fees 

handle the temporary order first heanng paid fees and attachments to Orders and attached 

case date Dept Head documents 

Orders Dept Head receives ongmal anginal wnt 
order request and records It m the and docket 
Dept log and attached 

documents ! 

Orders Dept Head prepares the roll anginal wnt 
for judge of temporary matters from and docket 

I 

the orders and attached 
documents 

Orders Dept Head delivers order Ongtnal wnt 
request to judge of temporary and docket 
matters and attached 

documents to 
ludge 

Judge makes notalion of the anginal wnt 
Judgment on the Writ of summons and docket 

and attached 
documents 
With notation 
of the 
Judgment 

Orders Dept Head returns Ongtnal wnt 
documents to the CIvil Dept and docket 
Calendar and attached 

documents 
With notatIon 
of the 
Judgment 
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--------------------

Form code 

Form name 

Description of Hearing notes 
General Information 

65 

Hearing notes 

Form type o Register or book r IRI Document or form I 0 Box files 

Function Record hearing Information and notes 

Reason for uSing Case deliberation 

Employee filling the form Circuit clerk 

Department where form IS filled Courtroom 

Time consumed In filling the form 

Form Detailed Description 

Structure o Landscape IIRl Portrait 

Number of Pages One page 

Size IRI Foolscap 10 Double Foolscap 10 Quarto I 0 Half quarto 

Number of copies One 

Additions o Duty stamp (non-governmental) 10 Stamps 

221 



Description of Information In Hearing notes 

Ser Item Nature Type Remarks 

1 Date time and day of the week Repetrtlve Date Date and trme of holding and adjournrng the hearrng 

2 Names of judges and circuit clerk Repetltrve literal Chief judge panel members and circuit clerk 

3 Plarnlrff s name and address Repetrtlve Literal 

4 Defendant s name Repetrtrve literal 

5 Informalron of power of attorney Repetrtrve Literal 
submItted by each attorney 

6 Informalron of ID s of present "lrgants Repetrlrve Literal 

7 Information of 10 s of present Repetrtrve Literal 
witnesses 

8 Each "Ilgant s requests and claims Repelrtrve Literal 

9 Court decIsIOn Repelltrve Literal 

10 

11 

12 
I 

13 
-----

222 
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-~-~-~----~-~--~---

Cycles Impactmg Hearmg notes 

Dept Precedmg Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

CircUit clerk .......... 1-6 6 Preparation for the heanng ------ ------
I 

CircUit clerk Preparation for the heanng 167 Record hearing notes Hearing notes 
I 

ready for usage 

CircUit clerk Record hearing notes 168 Record hearing results Hearing notes 
signed by the Judge 

221 



Operations done on Hearmg Notes 

Dept Precedmg Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltr Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

CircUit clerk 166 PreparatIOn for the -- - -- CircUit clerk prepares hearrng notes New hearrng 

hearrng form for each case to be handled notes 
durrng the hearrng to record hearrng 
events 
Circuit clerk prepares the hearrng Hearing notes 
notes by recording case information ready for 
hearing notes names of court panel usage 
and circuit clerk 

CircUit clerk Preparation for 167 Record hearing Hearrng notes When the hearrng date IS due circUit Hearing notes 
the hearrng notes ready for usage clerk states presence of hllgants and With litigants 

records their 10 Informallon In hanng 10 Infonnatlon 
notes If the htlgants comes by himself recorded 
CircUit clerk states presence of Hearing notes 
""gants attorneys and record With litigants 
reglstrallon Informallon In hearrng presence 
notes recorded 
In case of presence of witnesses Hearing notes 
circuit clerk states presence of With witnesses 
witnesses and records 10 information 10 mfonnallon 
In the hearrng notes recorded 
CircUit clerk records hllgants oral Hearrng notes 
requests before court panel after the With litigants 
Judge approves them regarding the oral requests 
legal statement as the court does not 
allow recording Illegal requests In 

--
hearrng notes 

22,\ 
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- - - - -- - - -. .... _ ... - - - ~- -
Dept Preceding Current Current Cycle Document OperatIons done on the document Document 

Cycle Cycle Status before 
CondIt. ObJect.ve Document 

status after 
Code Cycle cycle 

ons after 
operation 

CircUit clerk states docs submissions Heanng notes 
by IIhgants after receiving them from with docs 
the judge and making sure the court submiSSion by 
approves documents attachment the litigants 
Circuit clerk records court deCISion In Heanng notes 
hearing notes With court , 

deCISion 
I 

recorded 
Judge signs the hearing notes Issued Heanng notes 
by CircUit clerk and delivers case file signed by the 
judge s roll and hearing notes to judge 
Circuit clerk 

CircUit clerk Record 1 68 Record hearing Hearing notes After heanng adjournment CirCUit Heanng notes 
heanng notes results Signed by the clerk makes notatIOn on heanng With notation 

Judge notes and case file docket With court 
deCISion (summary) and next hearing 
date In case of continuance for any 
reason 
Circuit clerk attaches hearing notes Heanng notes Hearing 
10 the case file In case file notes In case 

file 

22"> 



Form code 

Form name 

Description of Letter of referral to Experts Office 
General Information 

75 

Letter of referral to Experts Office 

Form type o Register or book I [E) Document or form I 0 Box files 

Function Letter of referral to Experts Office 

Reason for uSing Follow case flow 

Employee filling the form Circuit clerk 

Department where form IS filled Courtroom 
-----

Form Detailed Description 

Structure o Landscape I [E) Portrait 

Number of Pages One page 

Size [R] Foolscap I 0 Double Foolscap I 0 Quarto I 0 Half quarto 

Number of copies One 

Additions o Duty stamp (non-governmental) 10 Stamps 
---------------

22(, 
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_.-._---------_ .. ' .. - - ., --
DescriptIOn of Information m Letter of referral to Experts Office 

Ser Item Nature Type Remarks I 

1 Case number Repetitive Figures 

2 Llhgants names Repetitive literal 

3 Date of decIsion with referral Repetilive Date 
, 

4 Amount of paid deposit Repetitive Literal 

5 Date of deposit payment Repetitive Date 

6 Payment receipt number Repetilive Figures 

7 Date of report submission hearing Repetlllve Date 

8 Outgoing reference number from Repetitive Figures 
Experts Dept In the court 

9 
-

10 

11 

12 

13 
- I 
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Cycles Impactmg Letter of referral to Experts Office 

Dept Preceding Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

CircUIt clerk 1 6 10 Enforcement of preliminary - --------
Judgment of referral of case to 
Experts Office or return of case to 
Experts or delegation a committee I 

of three 
-

22K 
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- - -----~ ...... -- III _ .. ., --
Operations done on Letter of referral to Experts Office 

Dept Precedmg Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl ObjectIVe 
status after 

Code Cycle Document cycle 
ons after 

operation 

CircUit clerk -- -- 1 610 Enforcement of - --- Circuit clerk Issues a letter of case Letter of 

preliminary transfer to the Experts Office referral to the 

Judgment of referral Experts Office 

of case to Experts Circuit clerk delivers letter of referral Letter of Letter of 
Office or return of to the Experts Office along With referral to referral to 
case to Experts or onglnal case file and payment receipt Experts Office Experts 
delegation a or a memo of settlement to the attached to Office 
committee of three Incoming and Outgoing corres With case file attached 10 

Experts Dept case file 

22') 



Form code 

Form name 

Form type 

Function 

Reason for uSing 

Employee filling the form 

Description of Documents docket 
General Information 

63 

Documents docket 

o Register or book I £B) Document or form I 0 Box files 

Docket of case documents 

Case filing 

Plaintiff's attorney - fees assessor - fees reviser 

Department where form IS filled Outside the court - Fees Assessment Dept - Fees RevIsion 
Dept 

Form Detailed Description 

Structure o Landscape I £B) Portrait 

Number of Pages One or more pages 

Size £B) Foolscap 10 Double Foolscap 10 Quarto I 0 Half quarto 

Number of copies One 

Additions o Duty stamp (non-governmental) iE_Stamps 

210 
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Description of Information In Documents docket 

Ser Item Nature Type Remarks 

1 Court name Unrque Literal Name of court before which case IS filed 

2 Case number Unrque Figures Number of case mcludlng year of filing 

3 Plalnllff s name Unrque literal Names of all plaintiffs 

4 Defendanl s name Unrque Literal Names of all defendants 

5 Case subject Unique literal 

6 Consequence number Repetitive Figures Senal 

7 Number of pages Repellhve Figures 

B Types Repellllve Literal Documents types 

9 Dales Repehhve Date 

10 Remarks Repelltlve Literal 

11 

12 

13 
---- --
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-~---~~-~-~-~-~-~~-

Cycles Impactmg Documents docket 

Dept Precedmg Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Fees assessment 241 Fees assessment for Writs and In development 
orders requests 

Fees revIsIon 25-8 Fees assessment for documents In development 
docket 

212 



OperatIons done on Documents docket 

~ 

Dept Preceding Current Current Cycle Document Operatrons done on the document Document 
Cycle Cycle Status before 

Condltl Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

Fees 24 1 Fees assessment In development Receive documents dockets from Documents 
assessment for wnts and orders plaintiffs attorney and matching docket 

requests dockets with documents and with wnt 
of summons 

1 no Attachment of wnt of summons or Documents 
mistake order request docket 
s 
1 there Return documents docket to Refused 
IS a plalnltffs attorney documents 
mistake docket 

Fees revIsion 258 Fees assessment In development Receive documents docket from Documents 
for documents plalnltffs attorney and matching docket 
docket dockets with documents and with wnt 

of summons 
1 no Fees assessment for docket Documents 
mistake docket with 
s assessed fees 

Signing and stamping the docket Documents Documents 
docket with docket with 
revised fees revised fees 

1 there Return documents docket to Refused 
IS a plaintiffs attorney documents 
mistake docket 

-

211 

c ~ 



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

Description of Request for certificate 
General Information 

Types of certificates calendar Information certificate (commercial - cIvil - taxes) - certificate of no bankruptcy 
(microfilm) - certificate of Including an expert In the experts roster - certificate of non-registration of expert In the 
roster - death certificate for an expert - certificate 

Form code 

Form name Request for certificate 

Form type o Register or book I [8J Document or form I 0 Box files 

Function Request for certificate Issuance 

Reason for uSing Certificate Issuance 

Employee filling the form Certificate requester - fees assessor - fees reviser - collector 

Department where form IS filled Outside the court - Fees Assessment Dept - Fees ReVISion 
Dept - Collection Dept 

------ ---- -- -- _._-

Form Detailed DeSCription 

Structure o Landscape I [RJ Portrait 

Number of Pages One or more pages 

Size [8J Foolscap 10 Double Foolscap 10 Quarto I 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) 10 Stamps 
----- ---- --_._-

21-t 

"'-



... 

Form code 

Description of Certificate Form 
General Information 

Form name Certificate 

Form type 0 Register or book I [8] Document or form I 0 Box files 

Function Issue a certificate for any of court departments for one of the 
public coming to court 

Reason for uSing Certificate Issuance 

Employee filling the form Dept IssUIng the certlflcate- Dept head - employee responsible 
for the stamp - General Secretary : 

Department where form IS filled Dept Issuing the certificate - Dept Head - office of employee 
L--_________________ ,~esponslble for the sta~p=_~~~_e_ra_I __ S_e __ c_r_e_t __ a_ry _______ _____' 

Form Detailed Description 

Structure o Landscape I [8] Portrait 

Number of Pages One or more pages 

Size [8] Foolscap I 0 Double Foolscap 10 Quarto I 0 Half quarto 

Number of caples 

Additions o Duty stamp (non-governmental) 10 Stamps 

21., 



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

Form code 

Form name 

Form type 

Function 

Reason for uSing 

Description of Certificate copy Form 
General Information 

Certificate copy 

o Register or book IIRl Document or form I 0 Box files 

Archive of certificate copy Issued by any of the court departments 

Certificate Issuance 

Employee filling the form Dept Issuing the certificate 

Department where form IS filled Dept Issuing the certificate 

Form Detailed Description 

Structure o Landscape IIRl Portrait 

Number of Pages One or more pages 

Size IRl Foolscap I 0 Double Foolscap 10 Quarto l 0 Half quarto 

Number of caples 

Additions o Duty stamp (non-governmental) 10 Stamps 

- , 

21(, 



Description of Information In Certificate Form 

Ser Item Nature Type Remarks 

1 Requester Unique Literal 

2 Date Unique Date 

3 Certificate information Unique Literal 

4 Certificate Issuer Unique Literal Signature of certificate Issuer 

5 Copy recording clerk Unique literal Signature of copy recording clerk 
: 

6 Dept Head Unique literal Signature of Dept Head 
, 

7 General Secretary Unique Literal Signature of General Secretary 
I 

8 
I 

9 J 
10 I 

11 I 
12 

I 

13 
I ----

217 

.. 



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

Cycles Impactmg Certificate request, Certificate and Certificate copy Forms 

Dept Precedmg Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Depts IssUIng the Request for certificate In development 
certificates 

Fees assessment Request for certificate 242 Fees assessment for request for Request for 
certificate certificate and 

unregistered 
certificate 

Fees revIsion Fees assessment for request for 253 RevIsion of fees assessed for Request for 
certificate certificates certificate with 

assessed fees and 
certificate 

CollectIOn RevIsion of fees assessed for 16-1 CollectIOn for Dept Certificate and 
certificates request lor 

certificate with 
revised fees 

Copies COllechon for Dept 94 Register the copy Certificate copy 
and request for 
certificate with paid 
fees 

Head of Register the certificate Signature and stamping of Certificate signed 
CommerCIal Taxes certificates and copy by Copies Dept 
or CIvil Depts 

--- --- ----- L__ ____ _______ ____________ _ _____ 

211\ 



Dept Precedmg Current 
Cycle Cycle 

Code 

Depts Issuing 
the certificates 

Fees Request for 242 
assessment certificate 

Operations done on Certificate request Form 

Current Cycle Document Operations done on the document 
Status before 

Condit! Objective Document 
Cycle 

ons after 
operation 

Request for In development Receive request for cerltficate from Request for 

certificate reauester and revise the request certificate 
1 needs Issue a certificate Request for 
a certificate and 
certlficat certificate 
e 

Deliver request for certificate with Request for 
certificate to requester to complete certificate and 
the procedures unregistered 

certificate 

1 no Refusal of the request and return to Refused 
need for requester request for 
certlficat certificate 
e 

Fees assessment Request for Receive request for certificate and Request for 

for request for certificate and certificate from requester and revise certificate and 
certificate unregistered the request unregistered 

certificate certificate 
1 no Fees assessment for request for Request for 
mistake certificate and record fees on the certificate with 
s request then give It back to requester assessed fees 

and certificate 

211) 

Document 
status after 

cycle 

Request for 
certificate 
and 
unregistered 
certificate 

Request for 
certificate 
with 
assessed 
fees and 
certificate 

! 

-. 



.. .. - - -- - .. .. - - .. - .. - - - .. .. 
Dept Precedmg Current Current Cycle Document Operations done on the document Document II 

Cycle Cycle Status before 
Condltl Objective 

status after I 

Code Cycle Document cycle ! 

ons after 
operation 

1 there Return request for certificate and Refused 
IS a certificate to requester request for 
mistake certificate and 

unregistered 
certificate 

Fees revIsion Fees 253 RevIsion of fees Request for Receive request for certificate and Certificate and 
assessment assessed for certificate with certificate from requester and revise request for I 

for request for certificates assessed fees the fees certificate with 
certificate and certificate reassessed 

fees 
1 there Reassessment of fees for request for Certificate and 
IS a certificate and record fees on the request for 
mistake request certificate with 

reassessed 
fees 

1 Signature of fees revl~er on the Request for Certificate 
completl request for certificate and stamp It certificate with and request 
on that It has been reVised then deliver fees reVised for certificate 

request and certificate to the and assessed with reVised 
reauester and certificate fees 

Collection RevIsion of 16 1 Collecllon for Dept Certificate and Collector receives request for Certificate and 
fees assessed request for requester and checks the fees request for 
for certificates certificate with reviser s stamp certificate with 

reVised fees reVised fees 
Fees collectIOn Certificate and 

request for 
certificate with 
paid fees 

2-Hl 



I -
Dept Precedmg Current Current Cycle Document OperatIOns done on the document Document 

Cycle Cycle Status before 
Condltl Objective Document 

status after 

Code Cycle cycle 
ons after 

operation 

Return of papers to plaintiff or his Certificate and Certificate 
attorney with a receipt request for and request 

certificate with for certificate 
paid fees with paid 

fees 
Requester copies the certificate Certificate a Certificate a 

copy and a copy and a 
request for a request for a 
certificate with certificate 
paid fees with paid 

fees 

Copies Collection for 94 Register the copy Certificate Reviser receives certificate copy and Certificate 

Dept copy and request for certificate with paid fees copy and 

request for and information revised request for 

certificate With certificate With 

paid fees paid fees 

1 no Recording clerk records certificate Certificate 
mistake Informallon In certificates book as copy and 
s well as receiver S Informallon who request for 

sings In the book certificate With 
paid fees 

Signature of book recorder on the Signed 
certificate certificate 

copy and 
request for 
certificate 

2-t1 

I 



- ------ .... _ .... - -- - .. - .. 
Dept Precedmg Current Current Cycle Document Operations done on the document Document 

Cycle Cycle Status before 
Condltl Objective Document 

status after 
Code Cycle cycle 

ons after 
operation 

Clerk delivers certificate to requester Request for Request for 
and keeps the request and certificate certificate and certificate 
copy In the office copy filed and and copy 

certificate filed and 
goes to the certificate 
requester goes to the 

requester 
1 there Return papers to certificate requester Certificate 
IS a copy and 
mistake refused 

request for 
certificate with 
paid fees 

Head of Register the Signature and Certificate Stamp the certificate after checking Certificate 
Commercial certificate stamping of Signed by the signature of the Copies Dept Signed and 
Taxes or CIvil certificates and copy Copies Dept clerk who records In certificates book stamped 
Depts and deliver to requester 

2 .. 2 



Form code 

Form name 

Form type 

Function 

Reason for uSing 

Description of Acknowledgment Form 
General Information 

44 

Acknowledgment 

o Register or book IIRl Document or form I 0 Box files 

Acknowledge one of the litigants of the case 

Acknowledgment of litIgants 

Employee filling the form Attorney (agent of acknowledging litigant) - circuit clerk - fees 
revlser- collector 

Department where form IS filled Outside the court - circuit clerk - fees revIsion - collection 

Form Detailed Description 

Structure o Landscape I 00 Portrait 

Number of Pages One or more pages 

Size IRl Foolscap I 0 Double Foolscap 10 Quarto I 0 Half quarto 

Number of caples Pending number of persons to be acknowledged 

Additions o Duty stamp (non-gove!~mental) _____ J9_stamps 

2·tI 

I 
, 

I 
I 

I 

I 



-----_ ...... _- .. _--- - --
Description of Information In Acknowledgment Form 

Ser Item Nature Type Remarks 

1 Case number Unrque Figures 

2 Date of case filing Unrque literal 

3 Name of acknowledging litigant Unrque Literal 

4 Capacity of acknowledging litigant Unrque Literal Capacity of acknowledging litigant (plaintiff -
defendant - etc ) 

5 Address of acknowledging litigant Unrque Literal 

6 Name of acknowledged litigant Unrque literal Repetitive Item according to number of litigants to 
be acknowledged 

7 Capacity of acknowledged htlgant Unique Literal Capacity In the case (plaintiff - defendanf - etc ) 

8 Address of acknowledged litigant Unrque literal 

9 Fees amount Unique Figures 

10 Signature of fees reviser Unrque Literal 

11 Collector s stamp Unrque Literal 

12 Signature of circuit clerk Unrque Literal 

13 

H-t 



Cycles Impactmg Acknowledgment Form 

Dept Precedtng Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

CircUit clerk 1 623 Fees assessment for Acknowledgment 
acknowledgments submitted by 
the public 

Fees revIsion Fees assessment for 25-2 RevIsion of fees assessed for Acknowledgment 
acknowledgments submitted by the acknowledgments with assessed fees 
public 

CollectIOn RevIsion of fees assessed for 16 1 Collection Acknowledgment 
acknowledgments with revised fees 

f--------- -- -- ---'-- ---- --- ----

14') 



- .. - - - _ .. .. .. - - - - -- - - - -
Operations done on Acknowledgment Form 

Dept Preceding Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl Objective 
status after 

Code Cycle Document cycle 
ons after 

operation 

CircUit clerk 1623 Fees assessment Acknowledgme Fees assessment for papers to Acknowledgm Acknowledg 

for nt acknowledge litigants with ent with ment with 

acknowledgments assessed fees assessed 

submitted by the fees 

public 

Fees revIsion Fees 252 RelllSlon of fees Acknowledgme Receive acknowledgment from Acknowledgm 

assessment assessed for nt with plaintiffs attorney and revise the fees ent with 

for acknowledgments assessed fees assessed fees 

acknowledgm 1 there Reassessment of fees for Acknowledgm 

ents submitted IS a acknowledgment and record fees on ent with 
by the public mistake the acknowledgment reassessed 

fees 
1 Signature of fees reviser on the acknowledgm 
completl acknowledgment and stamp It that It ent with fees 
on has been reVised then deliver reVised and 

acknowledQment to the requester assessed 

CollectIOn RevIsion ot 16 1 Collecllon Acknowledgme CollectIOn of fees and deliver receipt Acknowledgm Acknowledg 

fees assessed nt with reVised to the payer ent with paid ment with 

for fees fees paid fees 

acknowledgm The acknowledging person delivers 
ents acknowledgment papers to the 

Service Dept for enforcement 

2 .. 6 



Form code 

Form name 

Form type 

Function 

Reason for uSing 

Description of Copy of typed judgment 
General InformatIon 

94 

Copy of typed Judgment 

o Register or book I lID Document or form I 0 Box files 

Typing the Judgment made by the Chief Judge In a court heanng 

Judgment In a case 

Employee filling the form TYPing pool employee 

Department where form IS filled Typing pool 
~~--- --- - - -

Form DetaIled DeSCriptIon 

Structure o Landscape 1 [RJ Portrait 

Number of Pages One or more pages 

, 

Size [RJ Foolscap I 0 Double Foolscap 10 Quarto I 0 Half quarto, 

Number of copies One ; 

Additions o Duty stamp (non-governmental) 10 Stamps 
~ -

2.t7 



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

Description of Information In Copy of typed Judgment 

Ser Item Nature Type Remarks 

1 CircUit panel Unique Literal Name of Chief Judge Judges dlstnct attorney and 
CirCUit clerk 

2 Name of the plaintiff Unique Literal Names of all plaintiffs 

3 Name of the defendant Unique literal Names of all defendants 

4 Draft Judgment Unique literal Judgment made by Chief Judge In the case hearing 

5 Names of other parties In other Writs of 
summons 

6 

7 

8 

9 

24H 



Cycles Impacting Copy of typed Judgment 

Dept Preceding Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Typmg pool 71 Type draft Judgment In development 
~~ - ~--~~ -- --

2·l'J 



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

Operations done on Copy of typed Judgment 

Dept Preceding Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condit! Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

Typing pool 7 1 Type draft judgment In development Type the Judgment uSing the draft Copies of the 
judgment and produce an onglnal typed 
and a copy of the typed Judgment Judgment 
Dept Head or deputy revises typed Copies of 
judgment and make the necessary typed 
corrections Judgment after 

revIsion 
Correction of mistakes and deliver Copies of the 
copies of typed Judgment to circuit typed 
clerk judgment 

ready for 
delivery 

250 



Form code 

Form name 

Description of List of appealed cases 
General Information 

21 

List of appealed cases 

Form type o Register or book I [8] Document or form I 0 Box files 

Function List of cases required for Court of Appeals 

Reason for uSing Deliver cases for appeals 

Employee filling the form Court of Appeals delegate 

Department where form IS filled Court of Appeals 
-----

Form DetaIled Descnptlon 

Structure o Landscape I [8] Portrait 

Number of Pages One page 

Size (B] Foolscap I 0 Double Foolscap 10 Quarto I 0 Half quarto 

Number of caples 

Additions o Duty stamp (non-governmental) 10 Stamps 

211 



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

Description of Information In List of appealed cases 

Ser Item Nature Type Remarks 

1 Number of appealed case Repetitive Figures Number of appealed case including filing year , 

2 Appeals CircUit Repetitive Literal Appeals Circuit name 

3 Number of appealing litigant Repetitive Literal Names of appealing litigants 

4 Number of first Instance case Repetitive literal Number of case In first Instance court 

5 Date of first Instance Judgment Repetitive Date Date when Judgment was announced by court of 
first Instance 

6 Next heanng Repetitive Date Date of next heanng In the Court of Appeals 

7 

8 

9 

252 



Cycles Impactmg List of appealed cases 

Dept Precedmg Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Archive 82 Deliver cases for Court of Appeals Commg from court 
and Cassallon of Appeals I 

-~~ 

2'i1 



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

Operations done on List of appealed cases 

Dept Preceding Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condit! Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

Archive 82 Deliver cases for Coming from Receive list of appealed cases and list of 
Court of Appeals court of record informatIOn of requested appealed 
and Cassation Appeals cases In the book of incoming lists of cases 

appealed cases 
Order of requested cases as per the list of 
list of appealed cases appealed 

cases 
Throw list of appealed cases 10 the 
basket i 

2:>-1 



Form code 

Form name 

Description of List of cases In cassation 
General Information 

22 

List of cases In cassation 

Form type o Register or book I [EJ Document or form I 0 Box files 

Function List of cases required for Court of Cassation 

Reason for uSing Deliver cases for cassation 

Employee filling the form Court of Cassatlondelegate 

Department where form IS filled Court of Cassation 

Form Detailed Description 

Structure o Landscape 1 [EJ Portrait 

Number of Pages One page 

Size [EJ Foolscap 10 Double Foolscap 10 Quarto I 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) I ~ Stamps 

2)) 



- - - - - - -- ------- - - --
Description of Information In List of cases In cassation 

Ser Item Nature Type Remarks 

1 Number of case In cassation Repetitive Figures Number of case In cassatIOn Includmg filing year 

2 Cassation CircUit Repetitive literal Cassation circuit name 

3 Number of plamtlff Repetitive Literal Names of all plaintiffs 

4 Number of first Instance case Repetitive literal Number of case In first Instance court 

5 Date of first Instance Judgment Repetitive Date Date when Judgment was announced by court of 
first Instance 

6 Next heanng Repetitive Date Date of next heanng In the Court of Cassation 

7 

8 
-

9 

2';(1 



Cycles Impactmg List of cases m cassation 

Dept Precedmg Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

ArchIve 82 Deliver cases for Court of Appeals Coming from court 
or Cassallon of CassatIon 

-

257 



--------------- - - --
Operations done on List of cases In cassation 

Dept Precedmg Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

Archive 82 Deliver cases for Coming from Receive list of cases to Cassation List of cases In 

Court of Appeals or court of and record Infonnatlon of requested cassation 

Cassation CassatIOn cases In the book of incoming lists of 
cases In cassation 
Order of requested cases as per the list of cases In 

! 

list of cases In cassation cassatron 
Throw list of cases In cassation In the 
basket J 

2~X 



Description of List of cases required for delivery to Court of Appeals sorted 

according to year of Initiation 
General Information 

Form code 96 

Form name List of cases required for delivery to Court of Appeals sorted 
according to year of Initiation 

Form type o Register or book I [B] Document or form I 0 Box files 

Function Help Archive clerks fetch cases files for appeals 

Reason for uSing Deliver cases for appeals 

Employee filling the form Archive clerk 

Department where form IS filled Archive 
-------~ --- --_ .. _----- -

Form Detailed DeSCription 

Structure o Landscape I [B] Portrait 

Number of Pages One page 

Size [RJ Foolscap 10 Double Foolscap 10 Quarto I 0 Half quarto 

Number of caples 

Additions o Duty stamp (non-governmental) 1 0 Stamps 

2"1<) 



-------------------
DescriptIOn of Information m List of cases required for delivery to Court of Appeals sorted 

accordmg to year of Initiation 

Ser Item Nature Type Remarks 

1 Number of first Instance case RepetItIve FIgures Number of case In first Instance court 

2 Year of case filing before court of first RepetItIve figures 
Instance 

3 

4 

5 

6 

7 -
8 

9 

260 



Dept 

Archive 

Cycles Impacting List of cases reqUired for delivery to Court of Appeals sorted 

according to year of initiation 

Preceding Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

8-2 Dehver cases for Court of Appeals In development 
or Cassation 

2(d 



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

Dept 

Archive 

Operations done on List of cases reqUired for delivery to Court of Appeals sorted 

according to year of initiation 

Precedmg Current Current Cycle Document Operations done on the document 
Cycle Cycle Status before 

Condltl Objective Document Code Cycle 
ons after 

operation 

82 Deliver cases for In development Receive list of appealed cases or list of 

Court of Appeals or cases 10 cassation and sort requested 

Cassation requested cases cases sorted 
b'Lthe year 

Throw list of requested cases sorted 
by the year 10 the basket 

2(.2 

Document 
status after 

cycle 

, 



Form code 

Form name 

Form type 

Function 

Reason for uSing 

Employee filling the form 

Description of Notice 
General Information 

10 

Notice 

o Register or book I [BJ Document or form I 0 Box files 

Statement of the case that does not have a file for Court of 
Appeals 

Notice about the case not found In the Archive for the Court of 
Appeals 

Archive clerk 

Department where form IS filled Archive 
~----- .. --------- ----_. 

Form Detailed Description 

Structure o Landscape J IRI Portrait 

Number of Pages One page , 
I 

Size lID Foolscap 10 Double Foolscap 10 Quarto I 0 Half quarto I 
Number of caples One 

! 

Additions o Duty stamp (non-governmental) ~£::J_ Sta~ps 

261 



- -- ----------------
Description of Information In Notice Form 

Ser Item Nature Type Remarks 

1 Case number Unique Figures Number of case including the year 

2 Number of appealed case Unique Figures Number of appealed case including the year of fihng 

3 Hearing date Unique Date Date of appealed case hearing 

4 Status deSCription Unique literal Statement of reason of non eXistence of file 

5 Date of notice Unique Date 

6 Name of employ~e I Archive clerk Unique literal 

7 Name of General Secretary Unique Literal 

8 

9 

26-l 



Cycles Impactmg Notice 

Dept Precedmg Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

ArchIve 8-2 Deltver cases for Court of Appeals In development 
or Cassalton 

2(,"1 



-------------------
Operations done on Notice 

Dept Preceding Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

Archive 82 Deliver cases for In development In case of non-existence of case file Notice 
Court of Appeals or Archive clerk Issues a notice 
Cassation Deliver notice to delegate of Court of 

Appeals or Cassation 

2(,(, 



Description of List of cases required for Judicial Inspection 
General Information 

Form code 11 

Form name list of cases required for Judicial Inspection 

Form type o Register or book /00 Document or form / 0 Box files 

Function Fetch cases required for Judicial inspection 

Reason for uSing Deliver cases required for Judicial Inspection 

Employee filling the form Judicial Inspection 

Department where form IS filled Outside the court 
-- ------ - ------- ----

Form Detailed DeSCription 

Structure o landscape 100 Portrait 

Number of Pages One page 

Size 00 Foolscap 10 Double Foolscap 10 Quarto I 0 Half quarto 

Number of caples One 

Additions o Duty stamp (non-governmental) 10 Stamps __ 

2(,7 



-------------------
Description of Information In List of cases required for Judicial inspection 

Ser Item Nature Type Remarks 

1 Senal number Repetrtlve Figures 

2 Case number Repetitive Figures Case number including the year 

3 Name of the plaintiff Repetitive literal Names of all plaintiffs 

4 Name of the defendant Repetitive Literal Names of all defendants 

5 Circuit Repetrtlve literal Name of CircUit before which case IS filed 

6 Heanng Repetitive Literal 

7 Judgment type Repetillve Literal 

8 Receiver Repetrllve Literal -

9 -
-- - ~-------.- ------- -- -----

2M! 



Cycles Impactmg List of cases required for Judicial inspection 

Dept Precedmg Cycle Current Cycle CUrrent Cycle Document Status 
Code before the cycle 

Archive 8-4 List of cases requested for Judicial In development 
! 

inspection 
I 

2(,1) 



--------------- - - --
Operations done on List of cases reqUired for Judicial Inspection 

Dept Precedmg Current Current Cycle Document Operations done on the document Document I 
Cycle Cycle Status before 

Condltl Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 
i 

ArchIve 84 List of cases In development Archive clerk from Corres Dept list of cases i 

requested for receives Itst of cases requested requested 

judicial Inspection Judicial inspectIOn Judicial 
inspection 

Archive clerk searches for the cases list of cases 
according to the Itst incoming from requested 
the Follow Up Dept and fetch the Judicial 
eXisting case files inspection 
Archive clerk delivers list of cases Itst of cases Itst of cases 
requested by the judicial Inspection requested requested 
to the Corres Dept Judicial Judicial 

inspection Inspection 

270 



Form code 

Form name 

Form type 

Function 

Reason for uSing 

Description of List of departments books 
General Information 

List of departments books 

o Register or book I [RJ Document or form I 0 Box files 

Record information of cases sent to Court of Cassation 

Archive other departments books 

Employee filling the form Other departments employees 

Department where form IS filled Other departments 
~----~---

Form Detailed Description 

Structure o Landscape I [RJ Portrait 

Number of Pages One page 

Size [RJ Foolscap I 0 Double Foolscap 10 Quarto r 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) 10 Stamps 
----

271 



-------------------
Description of Information In List of departments books 

Ser Item Nature Type Remarks 

1 I 

2 

3 

4 

5 
. 

6 

7 I 

I 

8 I 

9 
, 

272 



Cycles Impactmg List of departments books 

Dept Preceding Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Archive 8-8 Archive other departments books In development 
---- ~------

~ -

271 



--------------- - - --
Operations done on List of departments books 

Dept Preceding Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

Archive 88 Archive other List of other Archive clerk signs of receipt of List of other 
departments books depts Books books for archiving from any of the depts Books 

court depts and signs of receipt on signed by 
the list after matching It with the Archive clerk 

List of other books 

depts Books Archive clerk delivers list of other list of other List of other 
signed by departments books to employees rn depts Books depts Books 
Archive clerk those departments signed by 

Archive clerk 

-----_._-- ----

27-1 



Form code 

Form name 

Description of Book of Incoming appealed cases lists 
General Information 

15 

Book of incomIng appealed cases lists 

Form type 1&1 RegIster or book I 0 Document or form 1 0 Box fIles 

FunctIon Record Informatron of cases for Court of Appeals 

Reason for uSIng Cases for Court of Appeals 

Employee fillIng the form Follow up employee at ArchIve Dept 

Department where form IS fIlled ArchIve 
------- ----- - ----

Form Detailed DeSCription 

Structure o Landscape .11&1 PortraIt 

Number of Pages One page 

-------

SIze 1&1 Foolscap 10 Double Foolscap 10 Quarto 1 0 Half quarto 

Number of copIes One 

AddItIons o Duty stamp (non-governmental) 1 0 Sta'!lP!_~_ 
- -- -------

27'i 



- -- ----------------
Description of Information In Book of incoming appealed cases lists 

Ser Item Nature Type Remarks 

1 Senal number Repetitive Figures Senal for requested cases 

2 Case number Repetitive Figures Case number including the year 

3 Name of the plaintiff Repetitive literal Names of all plaintiffs 

4 Name of the defendant Repetitive Literal Names of all defendants 

5 Number of appealed case Repetitive Figures Case number including the year 

6 Heanng date Repetitive Date 

7 CirCUit Repetitive literal 

8 Date of incoming to court Repetitive Date -
9 Remarks Repetitive literal 

10 
------------ - --

27(, 



Cycles Impactmg Book of mcommg appealed cases lists 

Dept Precedmg Cycle Current Cycle Current Cycle Document Status i 

Code before the cycle 
I 

Archive 82 Delivers cases for court of In development I 

Appeals or Cassation 

277 



-------------------
Operations done on Book of mcommg appealed cases lists 

Dept Precedmg Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

Archive 82 Delivers cases for Receive list of appealed cases and book of 

court of Appeals or record information of cases Incommg lists 
Cassation requested m book of incoming lists of of appealed 

appealed cases cases 

27K 



Description of Book of Incoming cases In cassation lists 
General Information 

Form code 15 

Form name Book of Incoming cases In cassation lists 

Form type 00 Register or book I 0 Document or form I 0 Box files 

Function Record Information of cases for Court of Cassation 

Reason for uSing Cases for Court of Cassation 

Employee filling the form Follow up employee at Archive Dept 

Department where form IS filled Archive 

Form Detailed Description 

Structure o Landscape 100 Portrait 

Number of Pages One page 

I 
I 

Size [EJ Foolscap I 0 Double Foolscap I 0 Quarto I 0 Half quarto' 

Number of copies One , 

Additions o Duty stamp (non-governmental) 10 Stamps 
- ------------------- -

279 

• 

• 



- -- ----------------
Description of Information In Book of incoming cases In cassation lists 

Ser Item Nature Type Remarks 
I 

1 Senal number Repetitive Figures Senal for requested cases 
I 

2 Case number Repetitive Figures Case number including the year I 

3 Name of the plaintiff Repetitive L.teral Names of all plaintiffs I 
I 

4 Name of the defendant Repet.tlve L.teral Names of all defendants 

5 Number of appealed case Repetitive Figures Case number including Ihe year 

6 Heanng date Repetrtlve Dale 

7 C.rcu.t Repet.t.ve Literal 

8 Date of incoming to court Repetrt.ve Date 

9 Remarks Repellllve literal 

10 
~---- ---

211ll 



Cycles Impactmg Book of mcommg cases In cassation lists 

Dept Preceding Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Archive 82 Delivers cases for court of In development 
Appeals or Cassalton 

-- ----- ----- -- - ---- -- ,- '----- - -- ~---' 

2R\ 



-~----- - - -- ---~,- - --
Operations done on Book of Incommg cases In cassation lists 

Dept Precedmg Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl Objective Document 
status after 

Code Cvcle cycle 
ons after 

operation 

Archive 82 Delivers cases for Receive list of appealed cases and book of 

court of Appeals or record informatIOn of cases incoming hsts 
Cassation requested In book of Incommg lists of of cases In 

cases In cassatIOn cassation 

2K2 



Description of Book of outgoing notices to Courts of Appeals or Cassation 
General Information 

Form code 16-18 

Form name Book of outgoing notices 

Form type 1RI Register or book I 0 Document or form I 0 Box files 

Function list of cases requested for courts of Appeals or Cassation for 
which nottces are Issued 

Reason for uSing Deltver cases for appeals or cassation 

Employee filling the form Follow up employee at Archive Dept 

~ep~rtmen!wher~ form IS filled Archive 

Form Detailed Description 

Structure o landscape llRl Portrait 

Number of Pages One page 

Size 1RI Foolscap I 0 Double Foolscap ., 0 Quarto I 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) 10 Stamps 

2X, 

" 



- -- -_ ..... __ .... -.-:;--- - --
Description of Information In Book of outgomg notices to Courts of Appeals or Cassation 

Ser Item Nature Type Remarks 

1 Senal number Repellllve Figures Senal for requested cases 

2 Case number Repetillve Figures Case number including the year 

3 Name of the plaintiff Repetitive literal Names of all plaintiffs 

4 Name of the defendant Repetitive literal Names of all defendants 

5 Reason for notices Repelltlve Figures 

6 Number of case 10 cassatIOn Repellhve Figures Case number Includmg the year 

7 CirCUit Repetitive literal 

8 Date of outgoing to court Repelltlve Date 

9 Receiver Repetitive literal 

10 Remarks Repetitive literal 

11 
------ -_ .. _----

2K-t 



Cycles Impactmg Book of outgomg notices to Courts of Appeals or Cassation 

Dept Precedmg Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Archive 8-2 Delivers cases for court of 
Appeals or Cassation 

2H5 

- • I I 



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

Operations done on Book of outgomg notices to Courts of Appeals or Cassation 

Dept Precedmg Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

Archive 82 Delivers cases for Follow up employee records notice Book of 
court of Appeals or informatIOn and receiver signs In outgoing 
Cassation book of outgoing notices nolices 

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

21((' 
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Form code 

Form name 

Description of Book of stalled or abandoned cases 
General Information 

20 

Book of stalled or abandoned cases 

Form type [EJ Register or book I 0 Document or form I 0 Box files 

Function Record Information of stalled or abandoned cases 

Reason for uSing Archive stalled or abandoned cases 

Employee filling the form Archive clerk. CirCUit clerk 

Department where form IS filled Archive 

Form Detailed DeSCription 

Structure o Landscape I [RJ Portrait 

Number of Pages One page 

Size [EJ Foolscap I 0 Double Foolscap 10 Quarto I 0 Half quarto 

Number of caples 

Additions o Duty stamp (non-governmental) 10 Stamps 
---------

2R7 
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-~---~~--~~-~-~-~~-

Description of Information In Book of stalled or abandoned cases 

Ser Item Nature Type Remarks 

1 Senal number Repetitive Figures Senal for stalled cases 

2 Case number Repetitive Figures Case number including the year 

3 Name of the plaintiff Repetitive literal Names of all plaintiffs 

4 Name of the defendant Repetitive literal Names of all defendants 

5 Hearing stalled case Repetitive literal 

6 CirCUit Repetitive Literal 

7 Receiver Repetitive literal 

8 Remarks Repetitive literal -

9 

2l!l! 



Cycles Impacting Book of stalled or abandoned cases 

Dept Precedmg Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Archive 85 Archive stalled or abandoned New 
cases 

Archive 86 Deliver enhanced or renewed 
cases ! 

2K'J 

") 'I 
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--. - - -- .. - ..... t _ _ lliit .... .. - --
Operations done on Book of stalled or abandoned,cases 

Dept Preceding Current Current Cycle Document Operations d.[)ne on the document Document 
Cycle Cycle Status before 

Condit! Objective 
status after 

Code Cycle Document cycle 
ons I after 

I 

! 
I operation 

Archive 85 Archive stalled or New Upon receipt of CelSe from circuit Book of stalled Book of 

abandoned cases clerk Archive Clelrk takes down case or abandoned stalled or 
information In book of stalled or cases With abandoned 
abandoned cases case cases With 

I information case 
recorded mformatlon 

recorded 

Archive 86 Deliver enhanced or Archive clerk delivers file to CircUit Book of stalled Book of 
renewed cases clerk who signs 01 receipt In the book or abandoned stalled or 

of stalled or abandoned cases on the cases With abandoned 
same line where ( ase information IS information of cases With 
recorded a case Informallon 

returned to of a case 
CircUit clerk returned to 

circuit clerk 

2,)() 



'> 

Form code 

Form name 

Form type 

Functron 

Reason for uSing 

Employee filling the form 

Description of Revision book 
General InformatIOn 

97 

RevIsion Book 

[RJ Register or book ., 0 Document or form I 0 Box files 

Record Information of cash payment 

Collect money from court chents 

Collection Dept revisers 

Department where form IS filled Collection Dept 
----- - ---- ------ ------ --------- -~ -------- -- ----

Form Detailed DeSCription 

Structure o Landscape I [RJ Portrait 

Number of Pages One or more pages 

Size o Foolscap I [RJ Double Foolscap 10 Quarto I 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) 10 Stamps 
---- - ----

2<)1 
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.. __ .. _- .. _ ..... - - .. - - ...... 

Ser 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

"\ 

Description of Information In RevIsion Book 

Description of Information In RevIsion Book for CIvil Dept 

Item Nature Type Remarks 

Fiscal year senal Repetillve Figures Senal of receipts book where senal starts beginning 
the fiscal year 

Receipt number Repetitive Figures 

Total amounts Repellllve Figures Receipts are totaled every 4 receipts 

Total amount of receipt Repelltlve Figures 

Fixed Repellllve Figures Returns account 

Relative Repellllve Figures Returns account 

AdditIOnal for court houses Repetillve Figures Debit account .. 
Type duty stamp Repellllve Figures Debit account 

Development duty stamp Repetitive Figures Debit account 

General authonty for court houses fund Repelltlve Figures Debit account 

Relative duty stamp Repellllve Figures Debit account 

fund Repetilive Figures Debit account under settlement 

------

2<)2 
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~-----~-~-~-~--~~~-

Cycles Impactmg RevIsion Book (CIvil Dept) 

Dept Preceding Cycle Current Cycle Current Cycle Document Status I 

Code before the cycle I 

Collection 16 1 Collection for CIvil Dept In development 

Collection Collection for CIvil Dept 16-10 Issue delivery dockets ReVISion book 

Collection Issue delivery dockets 16 11 Deliver cash an delivery dockets RevIsion book 

Collection Deliver cash an delivery dockets 16-13 Archive receipts and reVISion RevIsion book 
books 
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Operations done on RevIsion book (CIvil Dept) 

Dept Precedmg Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

CondItt Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

Collection 16 1 CollectIon for CIvIl In development RevIser records In revIsIon book from In RevIsIon 

Dept documents wIth revIsed fees development book 

CollectIon Collection for 16 10 Issue delivery RevIsIon book RevIser uses revIsIon book to Issue RevIsIon book RevIsIon 

CIvIl Dept dockets cash delivery dockets for each type book 
of accounts for each type of revIsIon 
book after revIsIon of informatIon rn 
the book upon closure of sate or 
upon end of receipts book 

CollectIon Issue delivery 16 11 Deliver cash an RevIsIon book Upon receIpt of cash dehvery receipt ReVISion book RevIsIon 

dockets delivery dockets from central safe collector aHaches book 
receIpt to the page specIfied for It m 
revIsIon book 

Collection Deliver cash 16 13 ArchIve receipts and RevIsIon book Dlstnbutlon employee delivers ArchIved ArchIved 

an delivery revIsion books revIsIon books to Accounting ArchIve revIsIon book revIsIon book 

dockets for archIVing 

29 .. 

1 
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~~----~~~---~---~~-

Ser 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

Description of Information In RevIsion Book 

Description of revIsion book for Commercial Dept 

Item Nature Type Remarks 
I 

Fiscal year senal Repetitive Figures Senal of receipts book where senal starts beginning ; 
the fiscal year 

Receipt number Repetitive Figures 

Total amounts Repetitive Figures Receipts are totaled every 4 receipts 

Total amount of receipt Repelltlve Figures 

Fixed Repetillve Figures Returns account 

Relative Repetitive Figures Returns account -
AdditIOnal for court houses Repetitive Figures Debit account 

Type duty stamp Repetitive Figures Debit account 

Development duty stamp Repetitive Figures Debit account 

General authonty for court houses fund Repetitive Figures Debit account 

Experts Repetitive Figures Debit account 

Attorneys taxes Repelltlve Figures Debit account 

Relative duty stamp Repetitive Figures Debit account 

fund Repelltlve Figures Debit account under settlement 

2~'i 



Cycles Impactmg RevIsion Book (Commercial Dept) 

Dept Preceding Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Collection 164 Collection for CommerCial Dept In development 

Collection Collecllon for Commercial Dept 16-10 Issue delivery dockets ReVISion book 

Collection Issue dehvery dockets 16-11 Deliver cash an delivery dockets ReVISion book 

CollectIOn Deliver cash an delivery dockets 16-13 Archive receipts and revIsion RevIsion book 
books 

2% 

~ '> > 



- .. ---- .... -- .... ~~- .. .... -
Operations done on RevIsion book (Commercial Dept) 

Dept Preceding Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condit! Objective 
status after I 

Code Cvcle Document cycle 
ons after 

operation 

Collection 16 14 Collection for In development Reviser records In revIsion book from In RevIsion 
Commercial Dept documents with revised fees development book 

Collection Collechon for 16 10 Issue delivery RevIsion book Reviser uses revIsion book to Issue RevIsion book RevIsion 

Commercial dockets cash delivery dockets for each type book 
Dept of accounts for each type of reVISion 

book after reVISion of informatIOn In 
the book upon closure of sate or 
upon end of receipts book 

CollectIOn Issue delivery 16 11 Deliver cash an RevIsion book Upon receipt of cash delivery receipt RevIsion book ReVISion 
dockets delivery dockets from central safe, collector attaches book 

receipt to the page speCified for It In 
revIsion book 

CollectIOn Deliver cash 16 13 ArchIVe receipts and RevIsion book DlstnbutlOn employee delivers Archived Archived 
an delivery revIsion books revIsion books to Accounting Archive revIsion book revIsion book 
dockets for archiving 

-- ------- -
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Ser 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

Description of revIsion book 
Description of revIsion book for attorneys' taxes 

Item Nature Type Remarks 

Fiscal year senal Repelltlve Figures Senal of receipts book where senal starts beginning 
the fiscal year 

Receipt number Repetitive Figures 

Total amounts Repellhve Figures Receipts are totaled every 4 receipts 

Total amount of receipt Repelltlve Figures 

Attorney s name Repetlhve Figures 

Type of tax Repelltlve Figures First Instance I appeals I cassation 

Amount of tax Repetitive Figures Debit accounts under settlement 

Type duty stamp Repetitive Figures Debit accounts under settlement 

Development duty stamp Repetitive Figures Debit accounts under settlement 

29K 
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~-~~~-~~--~~~~--~~-

Cycles Impactmg RevIsion Book (attorneys' taxes fees) 

Dept Precedsng Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

CollectIOn 16-5 Collection of attorneys taxes In development 

Collection Collection of attorneys taxes 16 10 Issue delivery dockets RevIsion book 

Collection Issue delivery dockets 16-11 Deliver cash an delivery dockets RevIsion book 

CollectIOn Deliver cash an delivery dockets 16-13 Archive receipts and reVIsion RevIsion book 
books 

---- -- -~-
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OperatIons done on RevIsIon book (attorneys' taxes fees) 

Dept Precedmg Current Current Cycle Document OperatIons done on the document Document 
Cycle Cycle Status before 

Condltl ObjectIve Document 
status after 

Code Cycle cycle 
ons after 

operatIon 

CollectIOn 165 CollectIOn of In development RevIser records In revIsIon book from In RevIsIon 

attorneys taxes ongmal case WIth revIsed fees development book 

Collection CollectIOn of 16 10 Issue delivery RevIsIon book Reviser uses revIsIon book to Issue RevIsIon book ReVISion 

attorneys dockets cash delivery dockets for each type book 

taxes of accounts for each type of revIsIon 
book after revIsIon of Infonnahon '" 
the book upon closure of sate or 
upon end of receIpts book 

CollectIOn Issue delivery 16 11 Deliver cash an RevIsion book Upon receIpt of cash delivery receipt RevIsIon book ReVISion 

dockets delivery dockets from central safe collector attaches book 
receipt to the page speCIfied for It '" 
revIsion book 

Collection Deliver cash 16-13 Archive receIpts and RevIsIon book Dlstnbutlon employee delivers ArchIved ArchIved 
an delivery revIsion books revIsIon books to Accounting ArchIve reVISIon book reVISIon book 
dockets for archIVing 

100 
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.... _-_ ...... -_ .... _ .. - ......... 

Ser 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

Description of revIsion book 
Description of revIsion book for Claims Dept 

Item Nature Type Remarks 

Fiscal year senal Repetitive Figures Senal of receipts book where senal starts beglnnmg 
the fiscal year 

Receipt number Repetitive Figures 

Total amounts Repelltlve Figures Receipts are totaled every 4 receipts 

Tolal amount of receipt Repelltlve Figures 

Fixed Repelltlve Figures Returns account 

Relative Repelltlve Figures Returns account 

FlOe Repelltlve Figures Returns account 

Publish 10 the news papers Repelltlve Figures Returns account 

Attorney s fees Repetitive Figures Debit account 

Type duty stamp Repetitive Figures Debit account 

Development duty stamp Repelltlve Figures Debit account 

Additional for court houses Repetitive Figures Debit account 

Experts Repelltlve Figures Debit account 

fund Repetitive Figures Debit account under settlement 

_ .. -
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Cycles Impactmg RevIsion Book (Claims Dept) 

Dept Precedmg Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Collection 166 Collection for Claims Dept In development 

Collection Collection for Claims Dept 16-10 Issue delivery dockets RevIsion book 

Collection Issue delivery dockets 16 11 Deliver cash an delivery dockets RevIsion book 

Collection Deliver cash an delivery dockets 16-13 Archive receipts and revIsion RevIsion book 
books 

- - - ------- - .. - - ------ .. 

102 
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- - --- - - .... - --.' .. - .. - .. .. - .. 
Operations done on RevIsion book (Claims Dept) 

Dept Precedmg Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl Objective 
status after 

Code Cycle Document cycle 
ons after 

operation 

Collection 16-6 Collection for Claims In development Reviser records m revIsion book from In RevIsion 
Dept documents with revised tees development book 

Collection Collection tor 16 10 Issue delivery RevIsion book Reviser uses reVISion book to Issue RevIsion book RevIsion 
Claims Dept dockets cash delivery dockets tor each type book 

of accounts for each type of reVISion 
book after revIsion of mtoonatlon m 
the book upon closure of sate or 
upon end of receipts book 

Collection Issue delivery 16-11 Deliver cash an RevIsion book Upon receipt of cash delivery receipt RevIsion book RevIsion 
dockets delivery dockets trom central sate, collector attaches book 

receipt to the page speCified for It m 
revIsion book 

CollectIOn Deliver cash 16 13 Archive receipts and RevIsion book Dlstnbutlon employee delivers Archived Archived 
an delivery revIsion books revIsion books to Accountmg Archive revIsion book revIsion book 
dockets tor archlvmg 

~ -
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DescriptIOn of Information In ReVISion Book 

DeSCription of revIsion book for Collection Dept at Registration Office 

Ser Item Nature Type Remarks 

1 Fiscal year senal Repetitive Figures Senal of receipts book where senal starts beginning 
the fiscal year 

2 Receipt number Repetitive Figures 

3 Case number Repetitive Figures 

4 Name Repetitive literal 

5 Total amounts Repetitive Figures Receipts are totaled every 4 receipts 

6 Total amount of receipt (deposit) Repetitive Figures 

7 DepOSit Repetitive Figures DepOSit account of Registration Office as per Law 
No 6 of 1991 

8 Type duty stamp Repetitive Figures DepOSit account of Registration Office as per Law 
No 6 of 1991 

9 Development duty stamp Repetitive Figures DepOSit account of Registration Office as per Law 
No 60f1991 

10 

11 

12 
... 
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---~--~~-~--~~--~--

Cycles Impactmg RevIsion Book (Collection Dept at Registration Office) 

Dept Preceding Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Collection 167 Collection for Reglstrallon Office In development 

Collection Collection for Registration Office 1610 Issue delivery dockets RevIsion book 

Collection Issue delivery dockets 16 11 Deliver cash an delivery dockets RevIsion book 

Collection Deliver cash an delivery dockets 16-13 Archive receipts and revIsion RevIsion book 
books 

-------- - -~-.------ ------ --
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Operations done on RevIsion book (Collection Dept at Registration Office) 

Dept Preceding Current Current Cycle Document OperatIOns done on the document Document 
Cycle Cycle Status before 

Condltl Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

CollectIOn 167 Collection for In development Reviser records rn revIsion book from In RevIsion 

RegistratIOn Office Writ of summons with revised fees development book 

Collecllon Collection for 16 10 Issue delivery ReVISIon book RevIser uses reVISion book to Issue RevIsion book RevIsion 

RegistratIOn dockets cash delivery dockets for each type book 

Office of accounts for each type of revIsion 
book after reVISion of rnformatlon In 

the book upon closure of sate or 
upon end of receipts book 

CollectIOn Issue delivery 16 11 Deliver cash an RevIsion book Upon receipt of cash delivery receipt RevIsion book RevIsion 

dockets delivery dockets from central safe collector attaches book 
receipt to the page speCified for It In 

reVISion book 

Collecllon Deliver cash 16 13 Archive receipts and RevIsion book DIstribution employee delivers ArchIved Archived 
an delivery revIsion books revIsion books to Accountrng Archive revIsion book reVISion book 
dockets for archiving 

10(, 



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

Ser 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

..... 

Description of Information In ReVISion Book 

DeSCription of revIsion book for Taxes Dept 

Item Nature Type Remarks 

Fiscal year senal Repetitive Figures Senal of receipts book where senal starts beginning 
the fiscal year 

Receipt number Repetitive Figures 

Total amounts Repetitive Figures Receipts are totaled every 4 receipts 

Total amount of receipt Repetitive Figures 

Fixed Repetitive Figures Returns account 

Relative Repetitive Figures Returns account 

Additional for court houses Repetitive Figures Debit account 

Type duty stamp Repetitive Figures Debit account 

Development duty stamp Repetitive Figures Debit account 

Experts Repetitive Figures Debit account 

Attorneys' taxes Repetitive Figures Debit account 

fund Repetitive Figures Debit account under settlement 

307 



Cycles Impactmg ReVISion Book (Taxes Dept) 

Dept Precedmg Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Collection 16-9 CollectIOn for Taxes Dept In development 

CollectIOn CollectIOn for Taxes Dept 1610 Issue delivery dockets RevIsion book 

Collection Issue delivery dockets 16-11 Deliver cash an delivery dockets RevIsion book 

CollectIOn Deliver cash an delivery dockets 16 13 Archive receipts and revIsion RevIsion book 
books 

~~---.--.--.--- '--~ ~~-- ~ ~- ----- - ~-
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_ .. _--- .... - .. - - _ .. - .. .. .. .. 
"' 

Operations done on RevIsion book (Taxes Dept) 

Dept Preceding Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl Objective 
status after 

Code Cycle Document cycle 
ons after 

operation 

Collection 169 Collection for Taxes In development Reviser records In revIsion book from In RevIsion 

Dept the bill with revised fees development book 

Collection Collection for 16 10 Issue delivery ReVISion book ReViser uses reVISion book to Issue ReVISion book ReVISion 

Taxes Dept dockets cash delivery dockets for each type book 
of accounts for each type of revIsion 

I book after revIsion of information In 

the book upon closure of sate or 
upon end of receipts book 

Collection Issue delivery 16 11 Deliver cash an ReVISion book Upon receipt of cash delivery receipt ReVISion book ReVISion 

dockets delivery dockets from central safe collector attaches book 
receipt to the page specified for It In 

reVISion book 

Collection Deliver cash 1613 Archive receipts and ReVISion book Distribution employee delivers Archived Archived I 

an delivery reVISion books revIsion books to Accounting Archive reVISion book revIsion book 

dockets for archiVing 

1(1) 



Ser 

1 Fiscal year senal 

2 Recelpl number 

3 Tolal 

4 Fixed 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

Description of Information In RevIsion Book 

Descnpbon of revIsion book for Mufti's Office 

Item Nature Type Remarks 

Repelltlve Figures Senal of receipts book where serial starts beginning 
the fiscal year 

Repellllve Figures 

Repellllve Figures 

Repellllve Figures 

----

110 
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------~~--~~~-~-~~-

Cycles Impactmg RevIsion Book (Mufti's Office) 

Dept Precedmg Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Collection 16-15 Record In Mufti S Office revIsion In development 
book 

Collection Record In Mufti's Office revIsion 16 13 Archive receipts and revIsion RevIsion book 
book books 

'-------------- - ----- --------_._.- - - ,-
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Operations done on RevIsion book (Mufti's Office) 

Dept Precedmg Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

Collection 16 15 Record In Mufti S In development Dept Head records In the revIsion In RevIsion 

Office reVISion book book from colleclron receipts development book 
submitted by collector of Mufti S 
Office 

Collection Record In 16 13 Archive receIpts and RevIsIon book DlstnbullOn employee delivers RevIsion book Archived 

Mufti S Office revIsion books revIsion books to Accounting Archive reVISion book I 

revIsion book for archiving I 

112 



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

Description of attorneys' taxes book 

Ser Item Nature Type Remarks 

1 Fiscal year senal Repetillve Figures Senal of receipts book where senal starts beginning 
the fiscal year 

2 Receipt number Repetitive Figures 

3 Attorney s name Repetillve literal 

4 Type of lax Repetitive literal 
I 

5 Amount of tax Repetitive Figures ! 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 
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Cycles Impactmg attorneys' taxes book 

Dept Precedmg Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Collecllon 16 15 Collection of attorneys taxes In development 

Collection CollectIOn of attorneys taxes 16 13 Archive receipts and reVISion Attorneys taxes 
books book 

11-1 



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

Operations done on attorneys' taxes book 

Dept Precedmg Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condit! Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

CollectIOn 16 15 Collection of In development Reviser records attorneys taxes from In Attorneys 
attorneys taxes bill With revised fees development taxes book 

Collection Collection of 16 13 Archive receipts and Attorneys Dlstnbutton employee delivers RevIsion book Archived 

attorneys revIsion books taxes book attorneys taxes book to Accounting Attorneys 

taxes Archive for archiVing taxes book 
- - ......; 

-~ 

31~ 



Form code 

Form name 

Form type 

Function 

Reason for uSing 

Description of Collection delivery docket 
General Information 

98 

Collection delivery docket 

o Register or book I [B] Document or form I 0 Box files 

Docket accompanying cash delivery to central case 

Deliver cash to central safe 

Employee filling the form Collection Dept Collector 

Department where form IS filled Collection Dept 

Form Detailed Description 

Structure [B] Landscape I 0 Portrait 

Number of Pages One or more pages 

Size o Foolscap 10 Double Foolscap I (8J Quarto I 0 Half quarto 

Number of caples 

Additions o Duty stamp (non-governmental) 10 Stamps 
- -_ .. _---

'1 J(. 



--------_ ...... _ .... _ .. - .. 

Description of Information In Collection delivery docket 
Ser Item Nature Type Remarks 

1 Senal Unique Figures Pnnted senal number In the docket 

2 From Unique literal Name of court In which collection was made 

3 To safe Unique Literal Safe In which deposit was made 

4 For Unique Literal Accounts to which those accounts are to be transferred 

5 List of delivered amounts of money Repetitive literal 

6 Amount of money Repetitive Figures 
I 

7 Receipt duty stamp Unique Figures 
i 

8 Total Unique Figures Total of prevIous amounts 
I 

9 Revised Unique literal Name of reviser 
, 

10 Issued on Unique Date Date of Issuing this document 
~-

11 From Unique Literal Name of court 10 which collechon was made on the docket stub 

12 To safe Unique Literal Name of safe 10 which deposit was made on the docket stub 

13 For Unique literal Accounts to which those accounts were transferred on the 
docket stub 

14 List of deposited amounts Repetitive literal List on docket stub 

15 Amount of money Repetitive Figures list of total prevIOus amounts on the docket stub 

16 Reviser S signature Unique literal On docket stub 

17 Issued on Unique Date On docket stub 

18 Marks On docket stub 
I ----
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Cycles Impactmg Collection delivery docket 

Dept Preceding Cycle Current Cycle Current Cycle Document Status 
Code before the cycle 

Collection 16 10 Issue delivery dockets In development 

Collection Issue delivery dockets 16 11 Deliver cash and delivery dockets Cash delivery 
dockets book 

11K 



--- ...... - .. - .. __ ...... .. .. --
Operations done on Collection Delivery Dockets 

Dept Precedmg Current Current Cycle Document Operations done on the document Document 
Cycle Cycle Status before 

Condltl Objective Document 
status after 

Code Cycle cycle 
ons after 

operation 

Collection 16-10 Issue delivery In development Reviser opens payment delivery In 
dockets dockets by adding up each account development 

from amounts recorded In RevIsion 
Book and open a payment delivery 
dockets for each account for each 
reVISion book tyQe 
Dept Head revises dockets by Payment Payment 
matching them with RevIsion Book Delivery Delivery 
and Receipts Book dockets book dockets book 

Collection Issue delivery 16-11 Deliver cash and Cash delivery Collector delivers those dockets with Payment Payment 
dockets delivery dockets dockets book the money to the Central Safe Delivery Delivery 

dockets book dockets book 
delivered to delivered to 
Central Safe Central Safe 

319 



Description of Receipts Book Form 

General Information 

Form code 2 

Form name ReceIpts book 

Form type 00 RegIster or book r 0 Document or form I 0 Box files 

Function RegIster data of cash payment 

Reason for usmg CollectIon of money from court clients 

Employee filhng the form CollectIOn Department collectors 

Dep'lrtment where form IS filled CollectIOn Department 

Form Detailed DescrIPtIOn 

Setup [8J Landscape I 0 Portrait 

Number of P'Iges One page 

Size o Foolscap I 0 Double Foolscap 10 Quarto I r&l Half quarto 

Number of copIes Two 

Additions o Duty stamp (non-governmental) 10 Stamps 
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-------~--~~~~--~--

Description of Information In ReceIPts Book 

Ser Item Nature Type Remarks 

1 Receipt Number Unique Figures 

2 Incoming to court Unique Literal Court name 

3 From Unique Literal Name of payer 

4 Amount of Unique Figures Amount of money In letters 

5 PT LE Unique Figures Amount of money In figures 

6 For Unique Literal 

7 Case number Unique Figures 

8 Flied by Unique Literal 

9 Flied against Unique Literal 

10 Collection clerk Unique Figures Collector's signature 

11 Issued on Unique Date Date of the day 

12 Senal of fiscal year Unique Figures 

321 



Cycles Impactm2 ReceIPts Book 

Dept Precedmg Cycle Current Cycle Current Cycle Form Status 
Code before the cycle 

Collection 16-1 Clvtl Dept Collection In development 

16-4 CommercIal Dept CollectIOn 

16-5 Attorneys' tax CollectIon 

16-6 ClaIms Dept CollectIon 

16-7 RegistratIOn Office Collection 

16-9 Taxes Dept Collection 

Collection Civil Dept Collection 16-10 Issue payment dockets Receipts book 

Commercial Dept CollectIOn 

Attorney" tax Collection 

Claims Dept CollectIOn 

RegistratIOn Office CollectIOn 

Taxes Dept CollectIOn 

CollectIOn Is"ue payment dockets 16-12 ReceIve notIficatIon Receipts book 

CollectIOn Deliver payment dockets and 16-13 ArchIve receIpts and revIsIon ReceIpts book 
money book 
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- - - - - - .. .. - .. - .. .. - - - .. - -
Oner,lhons done on ReceIPts Book 

Dqlt Precedang Cycle Current Current Cycle Form St.dull Operations done on the form Form'ltatu'! 
Cycle before Cycle .. fh.rcycle 
Code 

Cond- Objective Form after 
Itlons oper.ahon 

Collcctlon 16-1 CIVtI Dept Collcctlon In Collector rcglstcrs III In dcvclopmcnt 
16-4 Conunercldl Dept CollectIOn development Receipts Book frolll 
16-5 Allomeys t.I' Collcctlon mform Itlon 111 

16-6 CldllllS Dcpt Collection doculllcnt wllh 
16-7 Rcglstr.lIlon Office CollcctlOn rcvlscd fccs 
16-9 T."cs Dcpt CollectIOn Collector tlkcs two Rcccipts Book Rcccipts Book 

COplCS of receipt frol\l 
Rcccipt Book .\IId 
dcllvcrs thcm to 
hOg mt 

Collcctlon CIVIl Dept Collccllon 16-10 Issue p Iymcnt dockets Rccclpts book Dcpt Hc.ld nt.1lchcs Rccclpts Book Rccclpts Book 
COllll1lcrc ... 1 Dcpt p.lymcnt dockcts 
Collcctlon book with Rcccipts 
Attorneys ta, COIICCtlO1I .md RevIsIon Books 
CI.III1IS Dcpt Collcctlon 
Reglstr.ltlon Officc 
Collecllon 
T .I'CS Dcpt Collecllon 

ColICCllon Issue payment dockcts 16-\2 Rccclvc notlfic.lIlOn Rccclpts book Collcctor III Ichcs NOli Iic.1I 1011 Rccclpts book 
nolllic Itlon frol\l .Ilt.lchcd to \\Ith 
Accountlllg Dcpt to Rccclpts book nOlllic.lllon 
Rcccipts book frol\l IlIlchcd 
whIch p.l) IIICnt 
dockcts .Irc I\Ildc 

Collcctlon Dcllvcr p IVlllcnt dockcts 16-13 Arclllvc rccclpts IIId rCVISlon Rccelpts book DlstnbutlOn Arclllved Arc1l1\c 
md moncy book Employcc dcllvcrs Rccelpts Book Rcccipts Book 

filllshcd rcccipts 
books to Bo, filcs for 
ftIl11~ --
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- -

Form code 

Form name 

Description of First Copy of the Receipt Form 

General Information 

2 

FIrst Copy of the ReceIpt 

Form type o RegIster or book 100 Document or form 1 0 Box files 

FunctIOn RegIster data of cash payment 

Reason for uSing CollectIOn of money from court chents 

Employee ftIltng the form Collection Dept Collector 

Department where form IS filled CollectIOn Dept 

Form Detailed DescrIPtion 

Structure 00 Landscape 1 0 PortraIt 

Number of Pages One page 

SIze o Foolscap 1 0 Double Foolscap J 0 Quarto 100 Half quarto 

Number of copIes 

AddItIons o Duty stamp (non-governmental) 1 0 Stamps 
------

124 

I 



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

Description of Information In First Copy of the Receipt 

Ser Item Nature Type Remarks 

I Receipt Number Unique Figures 

2 Incommg to court Unique Literal Court name 

3 From Unique Literal Name of payer 

4 Amount of Unique Figures Amount of money In letters 

5 PT LE Unique Figures Amount of money In figures 

6 For Umque Literal 

7 Case number Unique Figures 

8 Flied by Umque Literal 

9 Filed agamst Umque Literal 

10 Collection clerk Umque Figures Collector's signature 

II Issued on Unique Date Date of the day 

12 Senal of fiscal year Umque Figures 
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Cycles Impclctmg First COllY of the ReceIPt 

Dept Precedmg Cycle Current Cycle Current Cycle Form Status I 
Code before the cycle 

CollectIon 16-1 Crvll Dept CollectIon In development 

16-4 Commercial Dept Collection 

16-5 Attorneys' tax CollectIon 

16-6 ClaIms Dept CollectIOn 

16-7 Reglstratron Office Collection 

16-9 Taxes Dept CollectIon 

126 

I I 



- - - - - - .. - - - - - .. - - - .. - -
OperdtlOns done on First Copy of the Receipt 

Dept Precedmg Cycle Current Current Cycle FOlm Operations dOlle 011 the form Form 
Cycle Status Cond Objective Form after 

status .tftel 
Code before cycle 

Cycle 
Itlons operation 

CollcctlOn 16-1 CIvIl Dcpt CollectIon In Collector rcglstcrs III In dcvelopmcnt 
developmcnt Rccclpts Book from 

16-" Conullcrcl II Dcpt Collcctlon doculllcnt wIth 

16-5 Allomcys t 1\ CollCC\lon revIsed fees ,1IId 
Iccordlllgly from first 

166 CIIIIIlS Dcpt Collcctlon copy of the rccelpt 

167 Rcglstr ilIOn Office CollectIon Collcctor dcllvcrs FIrSt copy of thc First cop, of 
first COPy of thc rccelpt dellvcred thc rccelpt 

\(i 9 T d\CS Dcpt CollcctlOn rccciptto IIl1g,lIIt to IIl1g,lIlt dchvcn_d to 
lIug lilt 
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DescriptIOn of Second Copy of the Receipt 

General Information 

Form code 2 

Form name Second Copy of the Receipt 

Form type o Register or book 100 Document or form 1 0 Box files 

FunctIOn Register data of cash payment 

Reason for usmg Collection of money from court clients 

Employee filling the form CollectIOn Dept Collectors 

Department where form IS filled CollectIOn Dept 

Form Detailed DescrIPtion 

Structure 00 Landscape 1 0 PortraIt 

Number of Pages One Page 

Size o Foolscap I 0 Double Foolscap 10 Quarto 100 Half quarto 

Number of copies 

AdditIOns o Duty stamp (non-governmental) 1 0 Stamps 
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------------~---~--

De~lIlPhon of Inform.ltlOn In Second Copy of the Recelllt 

Ser Item Nature Type Relll'lrks 

I Receipt Number Unique Figures 

2 Incommg to court Unique Literal Court name 

3 From Unique Literal Name of payer 

4 Amount of Unique Figures Amount of money In letters 

5 PT LE Unique rlgures Amount of money 111 figures 

6 For Unique Literal 

7 Case number Unique Figures 

8 Flied by Unique Literal 

9 Filed against Unique Literal 

10 Collection clerk Unique Figures Collector's signature 

11 Issued on Unique Date Date of the day 

12 Senal of fiscal year Unique rlgures 
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Cycles Impactmg Second Copy of the Receipt 

-

Dept Precedlllg Cycle Current Cycle Current Cycle Form Status 
Code before the cycle 

Collection 16-1 Civil Dept Collection In development 

16-4 Commercial Dept Collectton 

16-5 Attorneys' tax CollectIOn 

16-6 Claims Dept CollectIon 

16-7 RegIstration Office CollectIon 

16-9 Taxes Dept CollectIOn 
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- - - - - - - - - - - - - - - - - - -
Operations done on Second Copy of the Receipt 

Dept Precedmg Cycle Current Current Cycle FOim OperatIOns done 011 the form Form 
Cycle Status Cond ObJectave Form nfter status anel 
Code before cycle 

Cycle 
.tlOns operation 

Collcclton 16-1 CIVil Dcpt Collcctlon In Collcctor rcglstcrs m In dcvclopmcnt 

Conllllcrclll Dcpt Collcctlon 
dc\ clopmcnt Rcccipts Book from 

16--l docllmcnt \\ IIh 
1(,5 AttomcH t l\ Collcctlon rc\ Iscd fccs IIld 

,Iccordmgly from 
16-6 Clums Dcpt Collcctlon sccolld COP\ of thc 

167 Rcglstr ilion Officc Collcctlon rcccipt 
Collcctor dch\crs Sccond COP\ of Sccond 1.0P\ 

16 t) T l\CS Dcpt CollCCl1on sccond COP\ of thc thc receipt of thl. rl.cclpl 
recclpt to hl1g,lIIt dehvered to dcll\\.fcd 10 

hug IlIt hl1J! lilt 
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Form code 

Form name 

Form type 

FunctIOn 

Reason for usmg 

DescriptIOn of Cash Receipt from Central Safe 
General Information 

Cash receipt from central safe 

o Register or book 100 Document or form 1 0 Box tiles 

Payment report of CollectIOn Dept Collector of delivering cash money 
to Central Safe 

Delivering cash money to Central Safe 

Employee filling the form Central Safe Collectors 

Department where form IS filled Central Safe 

Form Detailed DescrIPtIOn 

Structure 00 Landscape I 0 Portrait 

Number of Pages One or more pages 

Size o foolscap I 0 Double Foolscap 1 0 Quarto [ [8] Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) 10 Stamps 
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-------------------
DescriptIOn of Inform.ltlOn In C.lsh Receipt from Centr.ll S.lfe 

Ser Item Nature Type Remarks 

I 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

333 



Cycles ImpactlnJ! Cash Receipt from Central Safe 

Dept Precedmg Cycle Current Cycle Current Cycle Form Status 
Code before the cycle 

Collection 16-11 Deliver payment dockets and 
money 

- -- ---_. -
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- - - - - - - - - - - - - - - - - - -
Oller,.tlOn~ done on C,.sh ReceIPt from Centr, •• Safe 

Dept Precedlllg Cycle Current Current Cycle Form OperatIOns done on the form Form 
Cycle Status 

Cond Objective Form after status •• ftu 
Code before cycle 

Cycle 
Illons operdtloll 

Colh..lhon 1(,-11 Dcll\ cr p I} mcnt dockcts .lIId As collcctor dcllvcrs C Ish Rc..cclpt 
moncy c Ish monc) to thc frolll ccntr II s Irc 

ccntr II s.Ifc hc Ilso 
rccc..lvcs I c Ish 
rcccipt frolll thc 
c.lslllcr 
Collcctor 11\ Ichcs C Ish Recllpl CI!>h Rll.Upt 
c Ish rcccipt to frolll ccntr II s Ifc from Cl.ntr II 
Rc\ ISIOII book relllcd s Ifc 
to 1\ 

----------- -
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DescriptIOn of MuftI's Office Receipts Form 

General InformatIOn 

Form code 99 

Form name Mufti s Office Receipts 

I Form type o Register or book 100 Document or form 1 0 Box files 

Function Receipts Issued by Mufti's Office 

Reason for uSing Register In RevIsion Book of Mufti's Office 

Employee filling the form Mufti's Office employees 
I 

Department where form IS filled Outside the court 

Form Detailed Descrmtlon 

Structure 00 Landscape 1 0 Portrait 

Number of Pages One page 

Size o Foolscap I 0 Double Foolscap 10 Quarto 100 Half quarto 

Number of copies Two 

AdditIOns o Duty stamp (non-governmental) I 0 Stamps __ 
-
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-------------------
Desul()tlOn of Inform.ltlOn In Mufti's Office Receipts Form 

Ser Item Nature Type Remarks 

I Receipt number Unique Figures 

2 Incoming to Court Unique Literal Court name 

3 From Unique Literal Name of payer 

4 Amount of Unique FIgures Amount of money In letter 

5 PT LE Unique FIgures Amount of money In figures 

6 For Unique LIteral 

7 Case number Unique FIgures 

8 Ftled by Unique LIteral 

9 FIled against Unique Literal 

10 CollectIon clerk Unique FIgures Collector's sIgnature 

II Issued on Unique Date Date of the day 

12 Senal of Fiscal year Unique figures 
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Cycles Impactm~ Mufti's Office Receipts 

Dept Precedmg Cycle CUrt ent Cycle Current Cycle Form Status 
Code before the cycle I 

CollectIOn 16-\ 5 Register In RevIsIOn Book of 
i Mufti s Office 
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- - - - - - - - - - - - - - - - - - -
Oner.ltaons done on Mufta'~ Office Receapts 

Dept Precedmg Cycle Cunent Current Cycle Form Oper.ltJons done on the form Form 
Cycle Status 

Cond ObJechve FOI m after st.ltus artel 
Code before cycle 

Cycle 
.hons operataon 

Collect 10 Il 16-15 RegIster III ReVISIOIl Book of Dept He Id rcccl\es MuftI S Olhce 
Mufti s Office Muflt s Office receipts 

receipts from Mufti s 
orfice collector IIld 
registers .Iccordlllgl) 
III the ReVISion book . 

Dept He Id dehH.rs Mufti s OOlce Mufti ~ 011 ILL i 

the receipt once more rLcelpts recLlpts 
to the collector of the deh\cred oncc ddl\Lrcd OIlLL 
Mufti s Office more to Mufti s more to 

Orfice collector Mufti s OftlLL 
--- ------- -- ----------- -- ------ 1 __________ .. ____ collector 
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Form code 

Form name 

Form type 

FunctIOn 

Reason for usmg 

Description of Mufti's Office Delivery Docket 

General Information 

100 

MuftI's Office Dehvery Docket 

o RegIster or book -r lRJ Document or form I 0 Box files 

Blank payment docket for amounts paId by MuftI's Office collectors 

RegIster m RevIsIon Book for MuftI's Office 

Employee fillmg the form CollectIOn Department Head 

Department where form IS filled CollectIon Dept 

Form Detailed Description 

Structure [RJ Landscape I 0 PortraIt 

Number of Pages One or more pages 

SIze o Foolscap I 0 Double Foolscap IlRJ Quarto 1 0 Halfquarto 

Number of caples 

AddItIons o Duty stamp (non-governmental) 10 Stamps _ 
---- -

340 



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

DcslflJ)tlOn of Inform.thon In Mufh's Office Delivery Docket 

Ser Item Nature Type Remarks 

I Senal UllIque FIgures Serral prrnted In the docket 

2 From Unrque LIteral Court name from whIch money was collected 

3 To safe Unrque LIteral Name of the safe where depOSIt was made 

4 For Untque LIteral Accounting Dept to whIch accounts are 
referred 

5 L 1st of dehvered amounts RepetItIve LIteral 

6 Amounts of money RepetItIve FIgures 

7 ReceIpt duty stamp Unrque FIgures 

8 Total Untque FIgures Total of prevIous amounts 

9 ReVIsed Untque LIteral ReVIser's name 

10 Issued on Untque Date Date of document Issuance 

11 From Untque LIteral Put on docket stub the name of the court from 
whIch money was collectIon 

12 To safe Untque LIteral Put on docket stub the name of the safe where 
depOSIt was made 

13 For Untque LIteral Put on docket stub the accounts to whIch 
money IS transferred 

14 LIst of delivered amounts Repetttlve LIteral Put on docket stub 

15 Amounts of money Repetttlve rlgures Put on docket stub total of prevIous amounts 

341 



Ser Item Nature Type Remarks 

16 RevIser S sIgnature Unique LIteral Put on docket stub 

17 )s<;ued on Unique Date Put on docket stub 

18 Marks Put on docket stub 

342 



-------------------
Cycles ImlMt.tang Mufti's Office Delivery Docket 

Dept Precedlllg Cycle CuraentCycie Current Cycle Form Status 
Code berOi e the cycle 

CollectIOn 16-15 Record In MuftI's Office 
revIsIon book 

... ----- ---------------_. 
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Operations done on 

Dept Precedmg Cycle Current Current Cycle Form Operations done on the form Form 

Cycle Status Cond Objective Form after 
status aftel 

Code berore cycle 
Cycle 

Ihons operataon 

CollectIon 16-1 'i Record JII Mulll s Office Dept Head receIves MuOI sOffice 

revIsIon book Mulll sOffice delivery docket 
delivery docket sent 
bv Mulll s Office 
collectIon and fills In 

the mformc1tlOn from 
I the Itl1ched receIpts 

Dept he Id dcllvers MuOI sOffice Mufh sOffice 
receIpt once more to delivery docket dcll\ery 
the Mulll s Office delivered back 10 docket 
collector Mulll s Office dcll\cred b Ick 

colleclor to Mulll s 
Office 

II collector 
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-------------------

DescriptIOn of Request for official copy of document / 
Orlglllal document / copy of document 

Cener.ll Inform.lhon 

Form code 

rorm name Request for official copy of document / onglnal document / copy of 
document 

Form type o Register or book lIE] Document or form I 0 Box tiles 

FunctIOn Request for a copy of a documents stamped with an official copy stamp 

Reason for USing Request for an official copy of a document --
Employee filling the form Plamtlff or his delegate - dept head - fees reviser - collector - Copies 

Dept employee 

Department where form IS filled Outside the court - Dept head office - Collection Dept - Fees revIsion 
Dept - Copies Dept 

Form Det.lIled Descrllltion 

Structure o Landscape lIE] Portrait 

Number of Pages One page 

Size IE] Foolscap I 0 Double Foolscap I 0 Quarto I 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) 10 Stamps 
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Dept 

Copies 

Fees revIsion 

Collection 

I Copies 

Dept head 

Cycles Impacting Request for official copy of document / 

Onglnal document I copy of document 

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

Precedmg Cycle Current Cycle Current Cycle 
Code 

9-2 Deliver official copy or official 

9-6 copy to a government authority 
or an official copy to 

9-8 RegistratIOn Office 

Deliver official copy or official 25-4 RevIsion of fees assessed for 
copy to a government authortty the caples 
or an offiCial copy to 
Registration Office 

RevIsion of fees assessed for the 16- Department collection 
caples 

Department collection 9-2 Deliver an offiCial copy 

Deliver an offiCial copy Slgmng and stampmg the 
certificate and caples 

- -

346 

Form Status 
before the cycle 

New 

Request for an 
offiCial copy with 
assessed fees and 
copy 

Request for an 
offiCial copy with 
revised fees and 
copy 

Request for an 
offiCial copy with 
paid fees and 
copy 

Request for a 
copy 



- -

Dept 

Copies 

Fees reVISion 

CollecllOn 

- ------

- - -

Precedlllg Cycle 

- - - - - - - -
Ouer.ltlOns done on Re(Juest for officl.ll copy of document / 

One:m.ll documcntJ cony of document 

- - -

Current Current Cycle Form Operations done on the form 

- -

FOIIII 
Cycle Status 

Cond Objective Form after 
status after 

Code before cycle 
Cycle 

Itlons operation 

9-2 Deliver officI II copy or PI.\l1I1I1T or Ills Iltomey Request for I 

96 
officl.Il COPY to ,I deliver request for .1 copy copy ongm II 

gO\ emmellt .mthonh or 10 the reviser 10 nl.ltch Ihe IIId copy 

98 \II omcl.11 coPy to onglllil wllh Ihe copy 

Reglslr IlIOn Omce I fees Assessmenl of fees for the Request for I 
due onglll.11 ,\lid relum of copy ongllMI 

p.lpers to Ihe pl.lIl1lllT or "llh Issessed 
Ills Iltomey 10 go to Fees h..es .1Ild COP\ 
RevIsion Depl Ihen fees 
D 1\ ment 

Deliver officI II copy or 25 .. RevIsIOn of fees Issessed Requesl for an Receive requesl for .1 coPy Request for I 

officl.11 copy 10 .1 governmenl for the caples officI II copy from Ihe pi 111111 IT or Ills copy ongm II 

mlhonlyor 111 omcJ.l1 copy 10 wllh Issessed .1II0nley IIId revise Ihe fees wllh .Issessed 

Reglslr.lllon Omce fees ,1lId copy fees md copy 
Ilhere Re,lssessmcnl of fees for Request for .1 
IS .1 Ihe copy IIId record fees on COPy ongm II 
IlIISI,lk II wllh re Isscssed 
e fees ,\lid CODY 
I Sign Ilure of fees reviser 011 Requesl for 1 
comple Ihe copy llId Slllllplllg II coPY onglll II 
lion th 11 IIII.IS been revised \\ IIh revlscd fees 

then deliver 10 pi \InuIT or \lid COP} 
Ius .Iltome, 

ReVISion of fees .Issessed for 16 Dep.lrtlllelil collecllon Requesl for .111 Collector receives requesl Requcsl for I 
Ihe caples officI II copy froll\ pl.1I nil IT or IllS copy onglll II 

\\ 1111 re\lsed Iltomey IIId check Ihe fees \\ IIh revised fees 

fees IIId COPy fe\ Iser s slgnllUfe IIId COPy 
-L- ---

347 
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Dept Precedmg Cycle Current Current Cycle Form Operations done on the form Form 

Cycle Status Cond Objective Form after 
status after 

Code before cycle 
Cycle 

ItlOns operation 

Fees collec\Jon Request for I 
copy onglll II 
WIth p lid fees 
dnd copy 

Retum of pIpers to Rcquest for a Request for I 
plallltlff or IllS 1110mey copy onglll II COPy onglll II 
wllh d receipt with pmd fees with p lid fees 

and copy .\IId COpy 

Copies Dcp Irtmcllt collectlOll 9-2 Dcll\cr III officI II COPy Request for .111 I Book clerk records Request for a 

offiCial COpy comple IIIfornl1tlOn III COplCS copy onglll II 

\\ Ith P lid fccs tlon Book If copies are to and copy 

II1d COP\ Reglstr1tlOII Officc clerk 
rccord III Reglstmtloll 
Officc book 
SIgnature of book clerk on Request for a 
the copy th It IS III Itchcs coPy on gill II 
thc ongm.1I md copy 
Dcpt Head then checks Rcquest for 1 

th.1I procedures are COPy Ortglll" 
1ccur.ltely followed .md .1 rc.ldy copy 
Dehver pIpers to Phmtlff Requcst for 1 Requcst for 1 

I 
or IllS IlIomcy COPy onglll" COP\ onglll I' 

IIld 1 rc Id, coPy IIId I rc Id, 
cop, 

Dept held Dellvcr III offiCI II cOP' SIglllng .lIld st 1I11plllg the Request for I Copy requestcr goes for Stamped COPy St IInped cop, 

ccrtllic Itc .lI1d copies cop, the Dept head 111 ch.uge to 
sign and st.lInp the COPy 
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-------------------

Form code 

DescriptIOn of Book for recording requests and 
Delivering Judgments and 01 ders copies (Copies book) 

General Information 

8 

Form name Book for recording requests and delIvenng Judgments and orders copies 
(Copies book) 

Form type [8] Register or book I 0 Document or form I 0 Box files 

Function Record case information and document receiver's information 

Reason for usmg Archiving for Copies Dept 

Employee filhng the form Book clerk at CopIes Dept 

Department where form IS filled Copies Dept 

Form Detailed DescrmtlOn 

Setup o Landscape I 0 Portrait 

Number of Pages One page 

Size o Foolscap I 0 Double Foolscap I 0 Quarto I 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) I 0 Stamps 
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Ser 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

II 

12 

Description of Information m Book for recordmg requests and 

dehverlng judgments and orders copies (Copies book) 

Item Nature Type Remarks 

Consecutive number Repetitive Figures Senal number 

General calendar reference number Repetitive Figures Case number 

Requester's name title and Repetitive Literal 
signature 

LItigants' names and titles Repetitive Literal Names of all plamtlffs and defendants 

Type of document to be copied Repelttlve Llteral 

Date of dellvermg the copy Repetitive Date 

Signature of copy receiver Repetitive Literal 

Fees Repetitive Literal Case or copy fees 

150 



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

Dept 

CopIes 

CopIes 

Cycles Iml)actmg Book for recordmg requests and 

dellvenng Judgments and orders copies (Copies book) 

Precedlllg Cycle Current Cycle Current Cycle 
Code 

9-1 Deliver Writ of executIOn 

9-2 Deliver an officIal copy 
-- --- --- ------------ ----- -

351 

Form Status 
before the cycle 

I-



DlJlt Precedmg CHic 

roplc~ 

COPICS 

Ol)erahons done on Book for recordmg requests and 

dellvermg Judgments and orders copies (Copies book) 

Current Current CHIl Form Shtus Operations done on the form 
C,cll before Cycle 
COdl 

Cond- o bJcctlve Form after 
Ih()n~ °1,cratlOn 

') 1 Del 1\ cr Writ of e\ccutlon Book c1crk rccords c lSC Copies book 
md rccclvcr S slgncd 
Inforlll1tlOn ,md the 
receIVer sings In the book 

') 2 Dell\cr 111 official COPy Book c1crk rccord Copies book 
documcnt mfOflll1tlon signed 
(on gill II) III the book 
where Ihe receiver sings 

352 

Form st'ltus 
aftercyck I 

I 



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

Form code 

Form name 

Form type 

Function 

DescriptIOn of Book of attorneys' fees and fees 
Generallnform.lhon 

8 

Book attorneys' fees and fees 

IEJ Register or book I 0 Document or form 

Record informatIOn of copy for executIOn 

I 0 Box tiles 

Reason for uSlllg Archiving of informatIOn of caples of executIOn for Copies Dept 

Employee filling the form Book clerk at Copies Dept 

Department where form IS filled Copies Dept 

Form Det.uled DeSCriptIOn 

Setup IEJ Landscape I 0 Portrait 

Number of Pages One page 

Size IEJ Foolscap I 0 Double Foolscap I 0 Quarto I 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) 10 Stamps 

3"3 



Description of Information In Book of attorneys' fees and fees 

I 

Ser Item Nature Type Remarks 

1 ConsecutIve number Repetttlve FIgures Senal number 

2 General calendar reference number RepetItIve Figures Case number 

3 Requester's name title and RepetitIve Literal 
signature i 

4 Litigants names and titles RepetItive LIteral Names of all plamtlffs and defendants 

5 Type of document to be copIed RepetItive LIteral 

6 Date of dehvenng the copy RepetitIve Date I 

7 Signature of copy receIver RepetItIve LIteral 

8 Fees Repetitive Literal Case or copy fees 
I 

9 

10 

II 
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-~-----~~~-----~--~ 

Cyde~ Imll.lctmg Book of .lttorneys' fees and fees 

Dept Precedmg Cycle Current Cycle Current Cycle Form St1tus 
Code before the cycle 

Coptes 9-3 Record attorneys' fees and fees 

35) 



Operations done on Book of attorneys' fees and fees 

Depl Precuhnj! C,dc Curllnl CUI rlnl CHIc Form SllIlu, Oper1tlOns done on the form Form ~t .. tu" 
eHIt before Cvclc after Cycll 
emil 

Cond- ObJlctne Form after 
Illons operallon 

CopIes 9-1 Record lllomevs fees Book clerk records Book of 

lIld fees IIlfOflllltlO1l of COplCS of Illomev s fees 
e\eCullon III the book md lIld fees signed 
the ClrclIIt clerk signs of 
receipt 

3')6 



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

Form code 

Form Il'tme 

Form type 

FunctIOn 

Reason for usmg 

Employee fillmg the form 

DescriptIOn of Certificates book 
General Information 

8 

CertIficates book 

o RegIster or book /00 Document or form 

Record informatIon of certIficate 

/ 0 Box files 

ArchIving of Informatton of certIficates for CopIes Dept 

Book clerk at CopIes Dept 

Department where form IS filled CopIes Dept 

Form Detailed DeSCriptIOn 

Setup 00 Landscape I 0 Portrait 

Number of Pages One page 

Size 00 Foolscap / 0 Double Foolscap j 0 Quarto / 0 Halfquarto 

Number of copies 

AdditIons o Duty stamp (non-governmental) I 0 Stamps 

357 



Set 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

DClicnptlon of Information In Ccrtlficatcs book 

-- -

Item Nature Type Remarks 

Consecutive number Repetitive Figures Serial number 

General calendar reference number Repetitive Figures Case number 

Requester s name title and Repetitive Literal 
<;Ignature 

Llttgants' names and tItles Repetitive Literal Names of all plamtlffs and defendants 

Type of document to be copied RepetitIve LIteral 

Date of dehvenng the copy Repetitive Date 

SIgnature of copy receiver Repetitive Literal 

Fees Repetitive Literal Case or copy fees 

358 

" I 



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

Cycles Imll.lctlng Certificates book 

Dept Precedlllg Cycle CurtentCycie Current Cycle FOim Status 
Code before the cycle 

CopIes 9-4 RegIster the certIficate In development 
--

3')9 



Operations done on Certificates book 

OCllt Prccuhng Clcle Currcnt Current C,c1e Form Statu", OIJCratlons done on the form Form ~tdtu~ 
CHit. before Cycle aftercycll. 
Codl. 

Cond- Objective Form after 
ItlOns operation 

COPICS <) ..J Rcglstcr thc ccrtlfic lie In Book clerk records Certtfic lies book 

developmcnl certlfic lie IIIrormlllon III signed 
Ihe book IS \\ell IS 

recel\ cr s IIIrormlllon 
who signs of recelpl 

IU 



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

Form code 

DescriptIOn of Book for recordmg requests and 
delaver copies of Judgments and orders (government) 

Gener.lI InformatIOn 

8 

FOlm name Book for recordIng requests and delIver copies of Judgments dnd orders 
(government) 

Form type IR1 Register or book I 0 Document or form I 0 Box tiles 

Function Record case Information and receiver's Information 

Reason for uslOg ArchivIng for Copies Dept 

Employee filhng the form Book clerk at Copies Dept 

Department where form IS filled Copies Dept 

Form Det.uled DeScrllltlOn 

Setup IR1 Landscape I 0 Portrait 

Numbel of Pages One page 

Size IR1 Foolscap I 0 Double Foolscap 1 0 Quarto I 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) 1 0 Stamps 

361 



Ser 

I 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

DescrmtlOn of Book for recordme requests and 

deliver COPICS of ludements and orders (government) 

Item Nature Type 

Con"ecutlve number RepetItive FIgures Serial number 

General calendar reference number RepetItIve FIgures Case number 

Requester s name tItle and RepetItIve Literal 
sIgnature 

Remarks 

LItIgants names and tItles RepetItIve LIteral Names of all plamtlffs and defendants 

Type of document to be copIed RepetitIve Literal 

Date of delivering the copy RepetItIve Date 

SIgnature of copy receIver RepetItIve LIteral 

Fees RepetItIve LIteral Case or copy fees 

362 



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

Dept 

Copies 

Copies 

Cydes Impacting Book for recording requests and 
deliver comes of ,"dgments .tnd orders (government) 

Precedmg Cycle Current Cycle Current Cycle 
Code 

9-5 Deliver Writ of execution to 
government authority 

9-6 Deliver an official copy to a 
government authority 

363 

Form Status 
before the cycle 



I>lpt Precuhng Cvcle Current 
Cycle 
Code 

COPICS 9 ~ 

COplCS 9(, 

OperatIOns done on Book for recording requests and 

deliver COllies of ludgments and orders h::overnment) 

Current C,c1l Form Status Operations done on the form 
blfore Cvcle 

Cond- OhJcctlve Form after 
Ihon'! ollcratlOn 

Dcllvcr \' nt of Book c1crk rccords c Ise Record rcqucsts md 

c,\ccullon 10 mforll1ltlOn md deliver COplCS of 

1,0\ crnmcnt IIIthonty rccc" cr s mfonll ItlOn Judgmcnts ,lIld ordcrs 
then rcce" cr sIgns III the (governmcnt) slgncd 
book 

Dell' cr III officI II Book c1crk records Rccord rcqucsts ,md 

cop, to I gO\ crnmcllt docllmcnt mforn1.l1l0n dcllver COplCS of 

IIIthonty (ongmll) III thc book Judgmcnts ,md ordcrs 
\\ here the receIver sIgns (government) sIgned 

364 

Form stdtus 
after cycle 



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

Form code 

Description of Book for recordmg requests and 
deliver copies of ludgments and orders (RegistratIOn Office) 

Gener.tllnform.ltlOn 

8 

Form name Book for recordmg requests and deliver copies of Judgments and orders 
(RegistratIOn Office) 

Form type lRI Register or book I D Document or form I D Box files 

Function Record case InformatIOn and receiver's Information 

Reason for usmg ArchivIng for Copies Dept 

Employee filhng the form Book clerk at Copies Dept 

Department where form IS filled Copies Dept 

Form Det.uled DeSCriptIOn 

Setup lID Landscape I D Portrait 

Number of Pages One page 

Size lRI Foolscap I D Double Foolscap 10 Quarto I 0 Half quarto 

Number of copies 

AdditIOns o Duty stamp (non-governmental) I D Stamps 

365 



Ser 

I 

2 

3 

4 

5 

6 

7 

8 

9 

10 

II 

DescriptIOn of Book for recordme requests and 

dehver cOllies of ludgments and orders (Registration Office) 

Item Nature Type Remarks 

Consecutive number Repetitive Figures Serial number 

General calendar reference number Repetitive Figures Case number 

Requester s name title and Repetitive Literal 
signature 

Litigants' names and titles Repetitive Literal Names of all plaintiffs and defendants 

Type of document to be copied Repetitive Literal 

Date of delivering the copy Repetitive Date 

Signature of copy receiver Repetitive Literal 

rees Repetitive Literal Case or copy fees 

366 



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

Dept 

Copies 

Copies 

Cycles Imllactlng Book for recording requests and 

deliver cOllies of ludgments and orders (Registration Office) 

Precedmg Cycle Current Cycle Current Cycle 
Code 

9-7 Deliver Writ of execution to 
RegIstration Office 

9-8 Deliver an offiCial copy to 
Registration Office 

367 

Form Status 
before the cycle 



Dll't Prccldmg Cycle Current 
Cycle 
Code 

Cople~ <) 7 

CopIes <) H 

OperatIOns done on Book for record,"!! requests and 

deliver cOllies of lud!!ments and orders (!!overnment) 

Currl'nt CHic Form Status O,)crahons done on the form 
before CvcJc 

Cond- ObJcctne Form after 
.hons o"erllhon 

Del" er \\ r1t of Book clerk records C,lse Book for recordlllg 

e'\ecultoll to mform Itlon md request alld 

Reglstr ilIOn Office rece,' er s IIIform It Ion dellvenng COplCS of 
then the recel\ er sIgns Judgmellts md orders 

(Reglstf,I\IOn Office) 
s'~lled 

Deliver 11\ OrliCI II Book clerk records Book for recordlllg 

COPy to Reglstr ItlOlI document IIIformatron request lIld 

Officc (onglll1l) III the book dcllvcrlng eoplcs of 
\\ here thc recclver sIgns Judgments md orders 
of receIpt (Reglstr ItlOn Office) 

SIgned 

368 

Form shtlls 
artcrcycJe 

I 



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

Form code 

Form n.une 

Form type 

Function 

Reason for usmg 

Employee fillmg the form 

Description of Orders Roll Form 
Gcncr.lllnform.lt1on 

10\ 

Orders roll 

o Register or book I [8] Document or form 

Prepare Writs of summons for the Judge 

Record wnts of summons for the Judge 

Order Dept Head 

Department whel e form IS filled Order dept 

Form Det.uled DescrIPtion 

Setup o Landscape I [8] Portrait 

Number of Pages One page 

Size [8] Foolscap I 0 Double Foolscap I 0 Quarto 

Number of copies 

Additions o Duty stamp (non-governmental) 10 Stamps 

369 

J 0 Box tiles 

I 0 Half quarto 



De~cnphon of Orders Roll Form 

Ser Item Nature Type Remarks 

I Date tllne and day of the week Repetitive Date Date and day ofheanng 

2 Circuit number Repetitive Figures Circuit number 

3 Serial Repetitive Figures Roll number 

4 Case number and year offihng Repetitive Literal 

5 Name of prime plamtlff Repetitive Literal 

6 Name of pnme defendant RepetItIve LIteral 

7 

8 

9 

10 

II 
~-

370 



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

Cycles Imp.lltme; Orders Roll Form 

Dept Precedmg Cycle CUrl ent Cycle Current Cycle FOlm Status 
Code before the cycle 

Orders 4-4 Procedures of appealmg the In development 
refusal of temporary or 
protectIve sequestratIon order 

371 



OperatIOns done on Orders Roll Form 

Dept Precedm~ C"c1l CUI rtllt CUI rlnt Cull' Form StdtU\ Oper'lhons done 011 the fOl m Form 'It .tu'! 

CHIL befOi e Cvcle aftercnle 

Code 
Cond- ObJcctne Form after 
Ihon~ ollerahon 

Orders .t .. Procedures of In Upon recclpt of" nt of Roll 

IPpC Ihng thc rcfus II dc\ clopmcllt sUllllllons Ordcrs Dcpt 

of tempor In or Hc Id prcp Ircs the roll for 

protcctl\c thc Judge of tcmpor IfV 

sC<]lIcstrltlOn ordcr 11l1ttcrs 
Orders Dept Hc Id Roll Roll 
dcllvcrs roll .1IId \\ nts of 
summolls to thc Judgc for 
m Ikc thc tudglllcnt 

372 



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

Form code 

Form name 

Form type 

FunctIOn 

Reason for usmg 

Employee filhng the form 

Description of Dalhfrs Roll Form 
Gener.ll Inform.ltlOn 

102 

Ballltrs roll 

o RegIster or book 100 Document or form 

Sorted list of cases In the heanng 

Handle datJy cases 

CIrcuIt clerk 

Department where form IS filled Court 

Form Detailed Descrll1tion 

Setup o Landscape 100 PortraIt 

Number of Pages One page 

SIze 00 Foolscap 1 0 Double Foolscap 1 0 Quarto 

Number of copies One 

AddItIOns o Duty stamp (non-governmental) 10 Stamps 

373 

1 0 Box files 

1 0 Half quarto 



DescriptIOn of B.lIhff'~ Roll Form 

Ser Item Nature Type Remarks 

I Date Unique Date Date and day of the heanng 

2 ClrcUlt number Unique Figures 

3 Roll number Unrque Figures 

4 Serial Repetitive Literal 

5 Ca<;e number Repetitive Figures 

6 Names of plaintiffs and defendants Repetitive Literal 

7 

8 

9 

10 

11 

374 



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

Cycles Imp.lctme; B.uhfrs Roll Form 

Dept Precedlllg Cycle Current Cycle Current Cycle Form Status 
Code berOi e the cycle 

CircUit clerk ---------- 1-6-6 Preparation for the heanng -----------
---- -- -- --

375 



Operations done on Bailifrs Roll Form 

Dcpt Preccd,"!! C"clt CUI nnt Current Cule Form St"tU'l Oller'ltlOns done on the form Form st"tu~ 
CHit before Cycle after cycle 
Code 

Cond- ObJcctne Form after 
Ihons operation 

ClrCIII! clerk - I (, (, Prep 11'111011 fOf the ----------- ClrcUlt clerk prcp Ired Balhlrs ,\lid pubhc s 

hetnng he,mng doculllcnts ror roll 
C Ise dehbcr,ltlon thcn hc 
prcp1fes b IIhlrs \lid 
pubhc s roll 
CnclIIt c1crk Il1ngs B IIhlrs II1d public s 
pubhc s roll roll I 

376 



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

Form code 

Form name 

Form type 

Function 

Reason for usmg 

Employee filling the form 

Description of Judges' Roll Form 
General InformatIOn 

64 

Judges' roll 

o RegIster or book IlRJ Document or form I 0 Box files 

Case summary whIch mcludes summary case mformatlOn and hearing 
decIsIon 

Judgment announcement 

CIrCUIt clerk - Judge 

Department where form IS filled CIrCUIt Clerk's office - courtroom 

Form Detailed Descrmtaon 

Setup o Landscape IlRJ PortraIt 

Number of Pages One page 

Size lRJ Foolscap I 0 Double Foolscap I 0 Quarto I 0 Halfquarto 

Number of copies 

Additions o Duty stamp (non-governmental) 10 Stamps 

377 



Description of Judge's Roll Form 

Sel Item Nature Type Remarks 

I Case serral number Unique Figures Number on case roll 

2 Code of the Judge for whom the Unique Literal 
copy Ie; made 

3 Case number and year of filing Unique Figures 

4 Names and titles of all litigants Unique Literal 

5 Summary of case subject Unique Literal 

6 Information of attending litigants or Repetitive Literal Power of attorney for delegate of each litigant 
their attorneys or litigant's 10 

7 Plaintiffs claims Repetitive Literal 

8 Defendant s claims Repetitive Literal 

9 Court deCISion Repetitive Literal 

10 Wltnese;es mformatlOn Repetitive Literal 

II 
---- - - ---

378 



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

Cyde4\ Imllclctme; .Judge''i Roll Form 

Dept Precedmg Cycle Current Cycle Current Cycle Form Status 
Code before the cycle 

CIrcUIt clerk \-6-6 Preparation for the heanng 

Circuit c1er~ _ ___ \-6-7 ____ ~ecord heanng~ctlO~~___ __ ___ _ __ 

379 



OperatlOn~ done on .Judge's Roll Form 

Ull't Prcrllhn~ Cvrlt Cm nllt Current CHit Form Stdtu~ OI)Cratlons done on the form Form 'it ItU\ 

CHit before C)c1t after cycle 

COdl 
Cond- ObJtttnt Form after 
It IOn!> optrahon 

ClrclIIt clerk 1(,(, Prep IrlllOn for the CIrcUIt clerk prep Ires Judge s roll 

he Inng three copies of the 
Judge S roll one for e Ich 
Judge III the court p,lIlel 
Judges use tillS roll 111 

\\ rltlllg court deCISIon 
dunng the he iring The 
forlll consIsts of c,lse 
IIlfOrllMIIOn ,lIld number 
of the c,lse on the roll 
ClfeUlt clerk does not Judge S roll re Idy for Judge S roll 
prep lfe Judge S roll If the Judge re Idy for the 
there IS sp Ice III the Judge 
prevIous he mng S roll 
enough to wnte ne\t 
he Inng deCISIon It IS 
then enough to \\ rite only 
C Ise roll number on the 
Judge s roll 

Clrelllt clerk I (, 7 Record he mng Judge s roll Judge records IllS Judge s roll wuh 

lCtlOIlS for Judges deCISIon on the Judge S deCISIon on It 
roll 
Judge sIgns hc,mng notes Judge S roll \\llh Judge S roll 
prep Ired by the CIrCUlI deCISIon IIld SIgned \\It h deCISIon 
clerk llnd dcll\ ers c.lse by the Judge 1nd SIgned b, 
Ii Ie Judge s roll ,lIld the Judge 
he Inng notes to CIrCUIt 
clerk 

180 



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

Form code 

Form name 

Form type 

FunctIOn 

Reason for usmg 

Description of Book for requests for Writ of debt 
Gener,)1 InformatIOn 

103 

Requests for orders of debt payment 

£RI Register or book I 0 Document or form 

Register or Archive for orders of debt payment 

Record requests for orders of debt payment 

Employee filhng the form Record clerk 

Department where form IS filled Orders Dept 

Form Detailed DescrIPtion 

Setup o Landscape I £RI PortraIt 

Number of Pages One page 

SIze ~ Foolscap I 0 Double Foolscap I 0 Quarto 

Number of copIes 

AdditIons o Duty stamp (non-governmental) 10 Stamps 

381 

I 0 Box files 

I 0 Half quarto 



Dc~crlphon of Book for requests for Writ of debt 

Ser Item Nature Type Remarks 

I <;enal Repetitive Figures Serial according to Georgian calendar year 

2 Date of request submiSSion Repetitive Date 

3 Names of pi am tIffs Repetitive Literal Name of prime plaintiff and others 

4 Names of defendants Repetitive LIteral Name ofpnme defendant and others 

5 Amount III the request RepetitIve LIteral Amount of the security 

6 Date of submISSIon to the Judge RepetitIve Date 

7 Judgment result Repetitive Literal 

8 Archive date Repetitive Date Date of delivery to Archive Dept 

9 Fees paId Repetitive Literal 

10 Number of payment receIpt Repetitive figures 

II ReceIpt date RepetItive Date 

12 Remarks Repetitive Date Dates of prevIOus orders 

3R2 



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

Cycles Imp.\ctlR~ Book for requests for Writ of debt 

Dept Precedlllg Cycle CUrl ent Cycle Current Cycle Form Status 
Code before the cycle 

Orders 4-1 Record request for order New 

Orders Record request for order 4-2 SubmIt request to judge of Book of requests 
temporary matters for orders of debt 

payment 

Orders SubmIt request to judge of 4-3 End order's cycle Book of requests 
temporary matters for orders of debt 

payment WIth 
judgment 
recorded 

Orders 4-5 Issue a certIficate Search In the 
book 

383 



OperatIOns done on Book for requests for Writ of debt 
-

DlJlt Prccu)mg Cvclc Currlnt Currcnt Cull Form StdtU'l Ollcrahons done on the form Form '!tatu'! 

C,ck before C)c1c after cycle 

COdl Com)· ObJcctne Form after 
Ilion!> optrahon 

Ordcrs .J I Rccord rCCJucst for Ncw Aftcr dcpt hC1d rcvlscs Book for rcqucsts for 

ordcr thc ordcr 1nd chcck thc ordcrs of dcbt 
,llt,lchcd docuJllcnts p,lymcnt with ordcr 
rccord clcrks rccords thc rccordcd 
ordcr III book for rCCJucsts 
of order of debt P,I) IIIcnt 
If thc ordcr IS of debt 
p,nmcnt 
Rccord clcrk rccords Book for rcqucsts for Book for 
IIlformltlOn of prc\ IOUS ordcrs of dcbt rcqucsts for 
ordcrs from thc Arcluvc p Iymcnt with ordcrs of dcbt 
If thcy Ire III thc book for uclllvcd ordcrs plymcnt 
rCCJucsts for orders of rccordcd 
dcbt p,lymcnt th It IS If 
thc ordcr IS of dcbt 
p \Vlllcnt 

Ordcrs Rccord rCCJllc~t for .J 2 Subnllt rCCJucst to Book of Clerk rccords judgmcnt Book for rcqucsts for Book for 

ordcr Jlldgc of tClllpor Irv rCCJucsts for rcsult III book for ordcrs of dcbt rcqucsts for 

III Iltcrs ordcrs of dcbt rCCJucsts for ordcr of debt P,I\ mcnt with ordcrs of dcbt 

p 1\ IIIcnt P IHncnt th It IS If thc judgmcnt rcsull PI} lIIent with 
ordcr IS of dcbt p \Vlllcnt record cd judglllcnt 

rcsult recorded 

Ordcrs Submll rCCJllcst to .J 1 End ordcr s c\ clc Book of Dcpt Hc Id rccords Book for rcqucsts for 

judgc of tcmpor In rcqucsts for dcll\crv of ordcr and ordcrs of dcbt 
III Iltcrs ordcrs of dcbt lit Ichmcnts to the paymcnt wllh 

p lYlllcnt \\ IIh Illlcrofi I III dcllvery to IlIJCrOfillll 
judgmcnt rccordcd 
rccordcd 

384 



- - - - - - - - - .. - - - - - - - - .. 

Dell' Precedmg Cycll Curnnt CurrlOt C,cle Form St ... u, OlleratlOns done on the fOl m Form st .. tus 
Cycle before Cycle .lfterlYlk 
Code 

Cond- ObJcchve Form .. fter 
Itlon~ ollerlhon 

Upon receipt of order IIId Book for requests for Book for 
IlIlchments from orders of debt rcquests for 
nllcrofilm dept he Id p,lyment wllh orders of debt 
records d.lte of Irch" Illg ,lrclllvlllg d.lte p,lyment wllh 

I recorded ,lrc111vlIIg d.lte 
recorded ! 

I 

Orders 4-5 Issue.1 certlfic,tle Se,lrch III the Clerk se Irched for Book for requests for Book for 

book lIlform.lllon of order for orders of debt requests for 
\\ IHch I cerllfic.IIC IS p.l\ ment orders of debt 
requested m book for p 1\ ment 
requests for order of debt 
PI} mcnl 10 Issue the 
cerllfic ItC md subnlltll 
to requester 

385 



Description of book of Requests for orders of attainment or temporary matters 
General InformatIOn 

Form code 104 

FOI m name Requests for orders of attainment or temporary matters 

Form type [8] Register or book I 0 Document or form I 0 Box files 

FUllctlO1l Register or Archive for orders of attainment or temporary matter 

Reason for usmg Record requests for orders of attainment or temporary matter 

Employee fillmg the form Record clerk 

Department where form IS filled Orders Dept 

Form Detailed DescrIPtIOn 

Setup o Landscape 100 Portrait 

Number of Pages One page 

Size IKI Foolscap I 0 Double Foolscap I 0 Quarto I 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) 10 Stamps 

186 



---------------_ .. - .. 

DeSLnptlOn of book of Requests for orders of attainment or temporary matters 

Ser Item Nature Type Remarks Ii 
I 

I Senal Repetitive Figures Serial according to Georgian calendar year 

2 Date of request submISSIOn Repetitive Date 

3 Names of plaintIffs Repetitive Literal Name ofpnme plaintiff and others 

4 Names of defendants RepetItIve Literal Name of prime defendant and others 

5 request summary RepetItIve Literal 

6 Date of submISSIon to the Judge Repetitive Date 

7 Judgment result RepetitIve Literal 

8 Archive date Repetitive Date Date of deltvery to Archive Dept 

9 Tax amount RepetitIve LIteral 

10 Number of payment receipt RepetitIve FIgures 

I I Receipt date RepetItive Date 

12 Remarks RepetItIve Date Dates of prevIous orders 

"'-

387 



Cytle.;; Imll.H-tln2. hook of Reque.;;t.;; for orders of attainment or temporary matters 

Dept Precedmg Cycle Current Cycle Current Cycle Form Status 
Code before the cycle 

Order,> 4-1 Record request for order New 

Orders Record request for order 4-2 SubmIt request to Judge of Book of requests 
temporary matters for orders 

attainment and 
temporary matters 

Orders SubmIt request to Judge of 4-3 End order s cycle Book of requests 
temporary matters for orders of 

attainment and 
temporary matters 
with Judgment 
recorded 

Orders 4-5 Issue a certIficate Search In the 
book II 

388 



- - - - - - - - - - - - - - - - - - -
Oper.lhons done on book of Requests for orders of .ltt.unment or temporary matters 

Dqlt Prccldmg Cycle Curnnt Current C)c1e Form St .. tus Operahons done on the form Form stdtus 
Cycle before C,cll artercycle 
COrll 

Cond- ObJcctnl Form arter 
It IOns oillrahon 

Ordcrs 4-\ Rccord rcqucst for Ncw Artcr dcpt hc Id rcvlscs Book for rcqucsts for 

ordcr thc ordcr ,l1ld chccks thc ordcrs of ,llI,unmcnt 
Htlchcd documcllts or tcmpor Iry III Itlcrs 
rccord clcrk rccords thc wuh ordcr rccordcd 
ordcr 1Jl book for rcqucsts 
of ordcr of ,11I,Ullmcllt 
dnd tCIIlPOr'Il) mlllcrs If 
thc ordcr IS of 1II1111mcllt 
or of tcmoor.trv m Illcrs 
Record clcrk records Book for requests for Book for 
IIlfOrlllltlOn of prevIous ordcrs of 1IIIIIImcllt requcsts for 
ordcrs from the Arc\l\vc md tcmporlry orders of 
If there ,Ire 1lI the book nMltcrs with Irc\lIved 1II,IInlllcnt lIId 
for rcqucsts for orders of ordcrs recordcd tClllpomry 
,llt,Hnment dlld tempor'lry lIllllers 
11\ Iltcrs th It IS If thc 
ordcr IS of dcbt p IVlllcnt 

Ordcrs Rccord rcqucst for 4-2 Sublllll rcqucst to Book of Clcrk rccords judgment Book for rcquests for Book for 

ordcr judgc of tcmpor 1\1 rcqucsts for result III book for orders of 1III1III\\cIll rcquests for 

lllutcrs ordcrs rcqucsts for order of or tcmpor,lI)' JIl Illcrs ordcrs of 

III.llllJllCnt md ,11I.llnmcnt md [cmpor'lry wJ\h judgmcnt rcsult tt1I1I1I11Cllt or 

temporarv IIMltcrs tlldt IS If the ordcr rccorded tcmpo["\ry 

llllllcrs IS of debt p.l} ment liMiters wuh 
judgmcllt 
rcsult rccorded 

Ordcrs Subn\lt requcstto 4 3 End order s c\cle Book of Dcpt Hc Id records Book for rcquests for 

Judge of tempor.lry rcquests for dehvcry of ordcr llld ordcrs of Itt Ulllllclll 

JII,llIcrs ordcrs of ,Ht.lchmcnts to lhe md tcmporarv 

III 11lIIIIcnt llld nllcrolilm llllllcrs wllh dchvcry 

tr..mpor In to Illl<.roilim recordcd 

1ll,lItcrs \\ Ith 
judgmcnt 
rr..cordr..d 389 



Dcpt Preccdmg ClCll Curnnt Currtnt CHic Form St ItO\ Opcnhons done on the form Form ~t .. tu .. 

C}lll bcfore Cycle .. ncr cycle 

Code 
COnll- ObJcctnc Form 1ftcr 
.tlOm opcratlon 

Upon receipt of order II1d Book for requests for Book for 
Itt Ichmenls from orders of 1I1.lIl1mellt requests for 
IIl1crolilm dept head lIld temporny orders of 
records eLite of .Irelm mg mIllers \\ Ith lit IIlll1lent lIld 

nclllvlI1g d Ite temporuv 
recorded m liters with 

Irelllvmg eLIte 
recorded 

Orders .. " Issue I certlfic lIe Se nch III the Clerk searched for Book for requests for Book for 

book mformilion of order for orders of .111 IInment requests for 
\\ Illch 1 certlfic Ite IS or tempor Iry orders orders of 
requested 111 book for lit IIIU1lcnt or 
rcqllests for order of tempornv 
all IIl1ment or temponry orders 
orders 10 Issue the 
certllic.lle 111d subnllt It 
to rC(lIIester 

390 



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

Form code 

Form name 

Form type 

Function 

Reason for usmg 

DeSCllptlon of Index for each type of orders 
Gener.ll InformatIOn 

105 

Index for each type of orders 

lEI RegIster or book I 0 Document or form 

Orders indexing 

Index the orders according to type 

Employee filling the form Record clerk 

Department where form IS filled Orders Dept 

Form Detailed DescrmtlOn 

Setup o Landscape I [8] PortraIt 

Number of Pages One page 

Size [8] Foolscap I 0 Double roolscap I D Quarto 

I Number of copies 

" Additions D Duty stamp (non-governmental) 10 Stamps 

39) 

I 0 Box files 

I D Half quarto 



Dcc;cnphon of Indcx fOI cach typc of ordcrs 

SCI Item Nature Type Remarks 

1 Name Unrque Literal Name of pnme requester (and others If there 
are any) 

2 Order's request number Unrque Literal Order's number senaled 10 the book 

3 

4 
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-------------------
Cydes Impacting Index for edch type of orders 

Dept Precedmg Cycle Current Cycle Current Cycle Form Status 
Code before the cycle 

Orders 4-1 Record request for order New 

393 



OperatIOns done on Index for each type of orders 

Dcpt Prcccdm~ C,c1l CUI nnt CUI rLnt CHII' Form Stdtu~ O"cr1tlOns done 011 the form Form "'dtu" 
CHit berOi e Cvcle Iftercvdc 
Code 

Cond- ObJcctne Form 1fter 
ItJon~ operation 

Orders .t I Record reCJllest for New Orders Dept clerk Inde'\ for e Icli type IlIde'\ for C Icli 

order records orders sor1ed type 
Iccordlllg to type III 
seD Irlte mde'(es 

394 



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

Form code 

Form name 

Description of Table for distributIOn of work among CircUits 
General Inform.lhon 

Table for distribution of work among circuits 

Form type IRI Register or book I 0 Document or form J 0 Box files 

Function Table showmg hearing dates and CircUit numbers 

Reason for usmg Set hearmg dates for new cases 

Employee filling the form Taxes Dept head 

Department where form IS filled Office of Taxes Dept head 

Form Det.uled DescrlJ)tlOn 

Setup [8] Landscape I 0 Portrait 

Number of Pages One page 

Size o Foolscap I 0 Double Foolscap J 0 Quarto I 0 Half quarto 

Number of copies 

Additions o Duty stamp (non-governmental) J 0 Stamps 
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-------------------
Cycles Imp.lctmg T.lble for distribution of work among CirCUits 

Dept Precedmg Cycle Current Cycle Current Cycle Form Status 
Code before the cycle 

Taxes Dept head 1-3-2 Set circuit number and first 
hearing date 

397 



OpCI ahons donc on Table for (listnbuhon of work among CircUits 

----

Drpl Prcccd,"~ C,c1l Cm nnt Currtnt C,c1c Form St .. tu~ Oper'lhons done on the form Form IItatuli 
C,cll befol e Cvcle dftercyc!e 
(Odl 

Cond- ObJcctne Form after 
ItlOn~ oper'ltlOn 

J I\CS Dcpt I 1 2 Sct clrclllt lIumber IIId Plllntllf's IHome\ T,lblc for distribution 
hCld first hc.Irlng d lie subllllts on gill II \\ rtt of or work \luong 

summons \\ Ith P lid rccs cIrcUlI 
to thc T,I'CS Dept He ld 
T l,es Dcpt He Id uscs T Iblc ror distributIOn 
tillS t lble 10 scI ClfC1l1t of \\ ork ullong 
number md first hc Inng ClfCUlt 
d ItC thcn gl\es onglllli 

! \HII or summons \\ Hh sct 
CIrCUIt numbcf lIld Ii rst 
hc Inng d,lte to thc 
I!lomc\ 

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

Form code 

Form name 

FOlm type 

Function 

Reason for uSlOg 

Employee filling the form 

Description of Ca~e receipt book 
Gener.lllnform.ltlOn 

106 

Case receipt book 

(RJ Register or book I 0 Document or form 

Record the case and set case number 

Recordmg the case and settmg case number 

Calendar employee 

Department where form IS filled Calendar Dept 

Form Det.Hled DescrIPtIOn 

Setup o Landscape I [KJ Pomalt 

Number of Pages One page 

Size [KJ Foolscap I 0 Double Foolscap r 0 Quarto 

Number of copies 

Additions o Duty stamp (non-governmental) I 0 Stamps 

399 

I 0 Box files 

1 0 Half quarto 

I 



De"crlphon of Ca"e receipt book 

---- ------

Sri Item Nnture Type Remnrks 

I Year Unique Figures Current year 

2 Senal numbers Unique Figures Annual senal 

3 Date Unique Date Date of case filing 

4 Name ofpnme plamtlff Unique Literal Wnte names of others If there IS any 

5 Name of prune defendant Unique Literal Wnte names of others If there IS any 

6 First hearing date Umque Date 

7 Value of total fees Umque Figure" fees assessed on the day of case filmg 

8 Receipt number Unique Figures Fees payment receipt (blue receipt) 

9 Receipt date Unique Date 
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----------------
('yde~ ImlJ.lctmg C.lse recemt book 

Dept Precedlllg Cycle Curl ent Cycle Current Cycle Form Status 
Code before the cycle I 

Calendar 1-5-1 Receive civil / taxes cases I 

Calendar 1-5-2 Receive commercial cases I 

40) 



Opel ,lhonl\ done on Cal\e recelllt book 

Dellt PrecedlnJ.: CHk CUI flnl CUI rlnt CHIc Form Stdlu, Oper1hon'l done on the form Form 'ItutU!! 
C}Ck bcfO! e Cvcle afterc)c1e 
ClJde 

Cond- ObJcctlve Form after 
ItlOns operahon 

C llend If I 'i I RccCI\ C CI\ III t I,\CS Record C1se III C Ise New 

CISCS receipt book 

(1lcnd If I ~ 2 Rcccl\ C COl1llllCrCI II Rccord C ISC \11 C ISC New 
C I~CS rccclpt book 
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