PM‘JK}CE*VQO
16/0D T

Administration of Justice Support Project
Contract No. 263-C-00-95-00134-00

North Cairo Court Survey
Volume 4
AOJS
USAID/Cairo



NORTH CAIRO COURT
SURVERY

VOLUME FOUR



Forms Description

This part of the survey aims at showing a detailed picture of the work cycle for
each trigger (whether internal or external) as well as tracking the route of the
trigger all over the court Here we deal with each document separately and
the external influence that might change its nature This i1s done be tracking
the flow of each document through different court departments and the impact
of those handling this document on 1t

Tracking the document i1s done through description of the document in five
different aspects

e Form general information

Form detailed description

Description 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

Form code

Form name

Form type (register or book, document or form, box files)
Function

Reason for using

Employee filling the form

Department where form 1s filled

NOO A WN -

Form Detailed Description

This part describes the form general structure

Setup (landscape, portrait)

Number of pages

Form size (foolscap, double foolscap, quarto, half quarto)
Number of copies

Additions (stamp duty [non-governmental], stamp)

W -

Description of the information inciuded in the form

This part includes information in the form and they are described in a table
with the following fields

Senal

Item

Nature

Type

Remarks
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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 i1s included

4  Current Cycle here name of the current cycle 1s 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 cycie 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 s included
4 Current Cycle here name of the current cycle 1s included
5 Form status before the cycle description of the form before start of
current cycle
€& Operations done on the form
1) Conditions this part describes the conditions upon which the
flow of the form 1s decided, and 1t 1s 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




TABLE OF CONTENTS FOR TRANSLATED FORMS

Senal Form Form | Page
code | number
1 Deposit report 92 7
2 Partial deposit report 92 12
3 Deposit delivery docket 16
4 Notification 3 20
5 Sequestration or notice report on a deposit 24
(onginal and a copy)
6 Sequestration or notice report on a partial 29
deposit
7 Deposit cashing request 33
8 Partial deposit cashing request 42
9 Memo on deposit 93 51
10 Fees payment receipt (blue receipt) 2 58
11 Deposit cashing form 62
12 List of partial deposits cashed 66
13 Copy of list of deposit returns in partial courts 70
14 Letter for enhancement of reports from partial 74
courts
15 Case judgment 94 78
16 Copy of Case judgment 94 87
17 Writ of execution 94 83
18 Preliminary judgment of referral to experts 95 97
19 Taxes case writ of summons 106
20 Civil case writ of summons 113
21 Commercial case writ of summons 120
22 Bankruptcy case writ of summons 128
23 Writ of renewal of dismissed tax case 136
24 Wit of renewal of dismissed civil case 143
25 Wit of renewal of dismissed commercial case 150
26 Writ of enhancement of stalied or abandoned tax 157
case
27 Writ of enhancement of stalled or abandoned 164
civil case
28 Wit of enhancement of stalled or abandoned 171
commercial case
29 Wit of appealed civil case 178
30 Writ of appealed commercial case 186
31 Case file 63 194

(¥ )




Senal Form Form Page
code | number
32 Interlocutory request to case file 199
33 Order request and attached documents 204
34 Cwil 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 according to year of inthation
46 Notice 10 263
47 List of cases required for judicial iInspection 11 267
48 List of departments books 271
49 Book of iIncoming 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 stalied or abandoned cases 20 287
53 Revision book 97 291
54 Collection delivery docket 98 316
55 Recelpts 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 delivery docket 100 340
61 Request for official copy of document / original 345
document / copy of document
62 Book for recording requests and delivering 8 349
judgments and orders coples (Copies book)
63 Book attorneys fees and fees 8 353
64 Certificates book 8 357




Serial Form Form | Page
code | number
65 Book for recording requests and deliver copies of 8 361
judgments and orders (government)
66 Book for recording requests and deliver copies of 8 365
Judgments and orders (Regrstration Office)
67 Orders roll 101 369,
68 Baliff's roll 102 373
69 Judges' roll 64 377
70 Book for requests for writ of debt 103 381
71 Requests for orders of attainment or temporary 104 386
matters
72 index for each type of orders 105 391
73 Table for distnbution of wark among circuits 395
74 Case receipt book 106 399
FORMS IN THE PROCESS OF TRANSLAITON
Senal Form Form Page
code | number
75 Case index 107
76 Labour cases index 108
77 Calendar 109
78 Hearing agenda 62
79 Companies book 110
80 Book for registration of commercial companies 111
contracts
81 Fees assessment order (fees list) 76
82 Issued copy from fees assessment order (fees 76
hist)
83 Claims acknowledgment 112
84 Claims file 63
85 Claims recording 108
86 Claims index 109
87 Auxihary claims recording 110
88 Investigation request 111
89 Inquiry from litigant 112
90 Letter to Civil Status Authority 113
91 Delegation for execution 114
92 Sale publication 114
93 Sale completion 116
94 Letter to Chief Editor of Al Nas newspaper 117




Senal Form Form Page
code | number
95 Full collection report 118
96 Collected amounts book 119
97 Sequestration report for claims 120
o8 Monthly list of outgoing 121
g9 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
108 Inventory report
110 Report of sticking
111 Decision of referral to the circuit to assign
creditors representative
112 Assignment of creditors representative debtor’s
delegate
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




Description of Deposit Report Form

General Information

Form code 92

Form name Deposit report

Form type O Register or book | X1 Document or form | O box files
Function Report of depositing a deposit in court including information about

depaositor and deposit money

Reason for using

Depositing deposit money in court

Employee filling the form

Depositor — Deposits Dept employees — Collection Dept
employees

Department where form 1s filled

Outside court — Deposits Dept office — Collection Dept

Form Detailed Description

Setup X] Landscape 0O Portrait

Number of Pages One page

Size ] Foolscap O Double Foolscap O Quarto O Half quarto
Number of copies

Additions Duty stamp (non-governmental) 0O Stamps




Description 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 period Unique Date
9 | End of deposit period Unique Date
10 | Reason for deposit Umque Literal
11 | Deposit fees Umique Figures | Amount of fees assessed for the deposit
12 | Signature of deposits employee | Umique Literal
13 | Signature of fees reviser Unique Literal
14 | Ratification of Collection Dept Unique Literal
employee
15 | Collection stamp Unique Literal
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Cycles influencing Deposit Report Form

Dept Preceding Cycle Current Cycle Current Cycle Form Status
Code before the
cycle
Deposits Depositor 131 Receipt of deposit report Deposits report
Collection Receipt of deposit report 16-1 Collection by Dept Deposit report
with revised
fees
Deposits Coliection 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




Operations done on Deposit Report Form

Dept Preceding Cycte Current Current Cycle | Form Status Operations done on the form Form status
g‘g:;: before Cycle Cond- Objective Form after after cycle
tions operation
Deposits Depositor 131 Receipt of deposit | Deposits Report 1s received from | Revised
report report the depositor and revised | deposits report
by deposits employee
and 1t 1s nquired if there
are due fees on the
report
1 Due Deposit fees are Deposit report
fees assessed and written on | with assessed
deposi report fees
Fees reviser revises Deposit report
assessed fees and then | with revised
signs fees
Report 1s delivered to the | Deposit report Depostt
depositor to pay the fees | with revised report with
and deposit 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
checks fees reviser s fees

revised fees

signature

Collector collects deposit
fees

Deposit report
with paid fees

Collector delivers fees
payment receipt to
depositor who pays
deposit money in the
Central Safe

Deposit report
with paid fees

Deposit
report with
paud fees

10
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Dept Preceding Cycle Current Current Cycle Form Status Operations done on the form Form status
((::)c’;ﬂ: before Cycle Cond- Objective Form after after cycle
tions operation
Deposits Collection by Dept 13-1 Receipt of Deposits 1 - Deposits report is Deposit report
deposuts report report with Comple | received from the with paid fees
paid fees tion depositor after fees - Archived Archived
payment depostits report | deposits
Filing documents 1n report
deposits box files
Deposits Receipt of deposits report 135 Receipt of Archived Issue deposits report Deposits report
deposits cashing | deposits from Archive box files
request report and attach to cashing
documents
Deliver deposits report to | Deposits report | Deposits
Accounting dept to report

complete cashing
rocedures




Description of Partial Deposit report Form

General Information

Form code 92

Form name Partial Deposit report

Form type O Register or book | X Document or form | OO box files
Function Report of depositing a deposit in partial court including information

about depositor and deposit money

Reason for using

Depositing deposit money in partial court

Employee filling the form

Deposits Dept employees in partial court

Department where form is filled

Deposits Dept office in partial court

Form Detailed Description

Setup Landscape O Portrait

Number of Pages One page

Size Foolscap O Double Foolscap O Quarto O Half quarto
Number of copies

Additions [X] Duty stamp (non-governmental) O Stamps




Description of Information in Partial Deposit 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 period Unique Date

9 | End of deposit peniod 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




Cycles influencing Partial Deposit Report Form

Form Status

Dept Preceding Cycle Current Cycle Current Cycle
Code before the
cycle
Deposits Correspondence Dept 13-2 Receive depostt report from | Partial deposit
partal court report
Deposits Receive deposit report from 13-6 Receive deposit cashing Archived

partal court

request from partial court

deposits report
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Operations done on Partial Deposit Report Form
Dept Preceding Cycie Current Current Cycle Form Status Operations done on the form Form status
i before C after cycle
gi%: elo ycle Cond- Objective Form after ercy
itions operation
Deposits Correspondence Dept 132 | Recewe deposits |{ Partal Partial deposits Revised Partial
report from partial | deposit employee receives deposit report
court report partial deposits report
and revises it
File documents in parhial | Archived Archived
deposits box files deposits report | partial
deposit
report
Deposits Receive deposits report 136 | Recewedeposit | 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
complele cashing repont
procedures




Description of Deposit delivery docket Form

General Information

Form code
Form name Deposit delivery docket
Form type O Register or book Document or form | O box files
Function Delivery docket with the deposit amount 1s 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
Department where form is filled Deposits Dept — Central safe
Form Detailed Description
Setup Landscape O Portrait
Number of Pages One page
Size Foolscap O Double Foolscap O Quarto 0O Half quarto

Number of copies

Additions Duty stamp (non-governmental) 00 Stamps

16




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 Umique Literal
10

11

12




Cycles influencing Deposit Delivery Docket Form

Dept Preceding Cycle Current Cycle Current Cycle Form Status
Code before the
cycle
Deposits | emeemeeeen 13-1 Receive deposit report | ceeeeeeeee-

Central safe

Receive deposit report

Recelve deposit amount

Delivery docket




Operations done on Deposit Delivery Docket Form

Dept Preceding Cycle Current Current Cycle Formm Status Operations done on the form Form status
g{ﬂ: before Cycle Cond- Objective Form after after cycle
itions operation
Deposits | eceeemeeeen 131 Receve deposit |  ceeccacee- Issue delivery docket with Delivery docket
report the deposit amount in order

to deposit the money as
money 1S not received
without this docket
Dept Head Signature on the | Delivery docket
delivery docket
Deliver dehvery 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 1ssues a Delivery docket | Dehivery
receipt to the depositor that | with paid docket with
he has received the money | deposit paid deposit

Safe employee then sends
notification form to the
Accounting Dept who send
it in turn to the Deposits
Dept to prove deposit
money payment




Description of Notification Form

General Information

Form code 3

Form name Notification

Form type O Regster or book Document or form | OO box files
Function Statement of receiving money from collector to the safe sent by

Accounting Dept

Reason for using

Delivery of money to the Central Safe

Employee filling the form Accounting Dept employees

Department where form is filled Accounting Dept

Form Detailed Description

Setup Landscape 0 Portrait
Number of Pages One page
Size 0O Foolscap 0O Double Foolscap O Quarto x] Half quarto

Number of copies

Additions

O Duty stamp (non-governmental) 0 Stamps

20




Description of Information in Notification Form

Ser Item Nature Type Remarks
1 Senal Umigue Figures

2 Authority Unique Literal

3 Pt LE Unique Figures

4 To safe Unique Literal

5 Sum Umque Figures

6 Amount of money Unique Literal Amount of money n letters

7 From Unique Literal

8 As per docket number Unique Figures

9 For Unmique Literal

10 | Issued on Unique Date

11 Head of Authonty Unique Literal

12 Marks Umque Literal

21




Cycles influencing Notification Form

Dept Preceding Cycle Current Cycle Current Cycle Form Status
Code before the
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 Form Status Operations done on the form Form status
cle before Cyc after cycl
g)(’)de fore Cycle Cond- Objective Form after ycle
itions operation
Collection Accounting Dept 16-12 Receiving Notification Collector receives Notification Notification
notification notification from
Accounting Dept and
attaches it to Receipt book
Deposits Accounting Dept 131 Receiving deposit | Notification Receive notification from | Notification Notfication
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 notification notification

deposit documents

3




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

General Information

Form code

Form name Sequestration or notice report on a deposit (original and a copy)
Form type O Register or book | X Document or form | O box files
Function A document showing sequestration or notice on a deposit in court

Reason for using

Deposit in court

Employee filling the form Service Dept employees

Department where form is filled Service Dept office

Form Detailed Description

Setup Landscape 0O Portrait
Number of Pages One page
Size Foolscap 0 Double Foolscap 0O Quarto O Half quarto

Number of copies

Additions

Duty stamp (non-governmental) 0O Stamps

24




Description of Information in Sequestration or notice report on a deposit (original and a copy) Form

Ser Item Nature Type Remarks

Niaglonmibsbliw N =

Deposits Dept employee s signature Unique Literal Signature of deposits employee of receipt of report
copy

[e-}
4

10
11
12

25



Cycles influencing Sequestration or notice report on a deposit Form

Dept Preceding 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 Preceding 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

26




Operations done on sequestration or notice report

Form status

Dept Preceding Cycle | Current Current Cycle Form Status Operations done on the form
be Cycle after cycle
((::)c,::: fore Cycl Cond- Objective Form after y
itions operation
Deposits Service Dept 13-3 Execution of Sequestration or Signature of receipt of Signed Signed
sequestration or notice report sequestration or notice sequestration sequestration
notice on deposit report on the onginal report | or notice report | or notice
repont

27




Copy of Sequestration

or notice report on a depostt Form

Dept Preceding Cycle | Current Current Cycle Form Status Operations done on the form Form status
Cycl before Cycle after cycle
czd: y Cond- Objective Form after y
itions 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 report or notice report
Record report information Copy of
n deposits book In a sequestration
special page for the deposit | or notice report
Archive in reports and Copy of Copy of
notices box files sequestration sequestration
or notice report | or notice
report

28




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

0O Register or book Document or form

O Box files

Function

partial court

A document showing sequestration or notice on a depostt in

Reason for using

Deposit in partial court

Employee filling the form

employees

Service Dept employees in partial court — Correspondence

Department where form is filled

Service Dept office in partial court — Correspondence Dept

Form Detailed Description

Setup Landscape 0O Portrait
Number of Pages One page
Size Foolscap O Double Foolscap (3 Quarto O Half quarto

Number of coples

Additions

Duty stamp (non-governmental)

[ Stamps




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

Ser Item Nature Type Remarks

XN DN W IN =

11

12
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Cycles Impacting 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 Execution of sequestration or sequestration or

notice on the deposit in partial
court

notice report on the
deposit in partial
court

31




Operations done on sequestration or notice report on a Partial deposit

Dept Preceding Cycle | Current Current Cycle Document Operations done on the document Document
Cycle Status before status after
Code Cycle cycle
Conds Objective Document
tions after operation
Deposils Correspondence 13 4 Execution of sequestration or Recewve Sequestration
Dept sequestration or nolice report on sequestration or or notice report
nolice on the deposit | the deposit in notice report in n partial court
i parhal court partial court partial court
Record report Sequestration
nformation in or notice report
deposits book In a in partial court
special page for the
deposit
File in Archived Archived
sequestration or sequestration sequesltration
notice box-files in or notice report | or notice
partial court report

32




Description of Deposit cashing request Form

General Information

Form code

Form name - Deposit cashing request

Form type - [0 Register or book X1 Document or form O Box files
Function Request for cashing a deposit in court

Reason for using

Cashing a deposit in court

Employee filling the form

Deposit beneficiary or tus delegate -~ Head of Deposits Dept — Senior Clerk —
Chief Justice - Collechion Dept employee - head of Commercial Dept —

Claims employees

Department where form s filled

Qutside the court - Depasits — Semor Clerk — Chief Justice - Collection Dept -

Commercial Dept - Claims Dept

Form Detailed Description

Setup O Landscape Portrait

Number of Pages One page

Size Foolscap O Double Foolscap O Quaro [ Half quarto
Number of copies

Additions Duly stamp (non governmental) O Stamps

13




Description of Information in Deposit cashing request Form

Ser Item Nature Type Remarks
1
2
3
4
5
6
7
8
9
10
11
12
13 Cashing fees Umque Figures Amount of assessed fees for cashing request
14 Deposits employee signature Unique Literal
15 Notation of fees reviser Unique Literal
16 Notation of Deposits Dept Head Unique Literal Notation of Deposits Dept Head with approval or
refusal
17 Notation of Senior Clerk Unique Literal Notation of Semor Clerk with approval or refusal

34




Ser Iitem Nature Type Remarks
18 Notation of Chief Justice Unique Literal Notation of Chief Justice with approval or refusal
19 Notation of Claims Dept Unique Literal Notation of Claims dept stating if there are clams
or not and if any are they paid or not
20 Commercial Dept notation Unique Literal Notation of Commercial Dept in bankruptcy cases
21 Collection Dept notation Umique Literal Notation of Collection Dept employee of collecling

cashing request fees

3y



Cycles Impacting Deposit cashing request Form

Document Status

Dept Preceding Cycle Current Cycle Current Cycle
Code before the cycle
Deposits Beneficiary or his delegate 135 Receipt of deposit cashing Cashing request
request
Collection Receive deposit cashing request 16 1 Collection Dept Cashing request
with revised fees
Deposits Collection Dept 135 Receive deposit cashing request Cashing request

with paid fees

16




Operations done on Deposit cashing 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
itions operation
Depostts Beneficiary or his 13-5 Receipt of deposit | Cashing Receipt of cashing request | Cashing
delegate cashing request request from beneficiary or his request
delegate
Issuing deposit report from Cashing
cashing request information | request
Checking if the person Cashing
submitting cashing request request
1s the beneficiary or not by
matching with deposit
report and submitted
documents
1 there | Check If the deposit 1s Cashing
1S sequeslrated request
sequestr
ation
2 three If deposit is sequestrated it | Cashing
years 1s checked if three years request
have have passed
passed
1 Check If case i1s a sale case
complet
on

37




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
itions operation
3itisa Submit request with Cashing
sale documents to Civil Dept request
case Head and await the memo submitted to
Civil Dept
head
Recelpt of request once Cashing 3 completion
more with Civil dept memo request with
and procedures are Civil Dept
completed memao
3 Assessment of fees for Cashing
compleh | cashing request with request with
on deduchion of cashing assessed fees
request fees if the are not
collected
Fees reviser revises Cashing Cashing
assessed fees for the request wilh request with
cashing request and makes | revised fees revised fees
notation of revision
Collection Receve depostt 16 1 Collection Dept Cashing Collector recetves cashing Cashing

cashing request

request with
revised fees

request from depositor and
checks fees reviser s
signature

request with
revised fees

Collector collects fees
assessed for cashing
request

Cashing
request with
collected fees

Collector delivers fees Cashing Cashing
payment receipt to request with request with
beneficiary or lus delegate paid fees paid fees

I8




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
itions operation
Deposits Collection Dept 135 Receive deposit Cashing Dept head revises Cashing
cashing request request with dacuments to check if request with
paid fees beneficiary 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 Sentor | Signature of Senior Clerk Cashing
Clerk s | with approval request
approval approved by
Senior Clerk
Submut to Chief Justice Cashing
request
approved by
Senior Clerk
6 Chief | Signature of Chief Justice of | Cashing
Justice | request request
s approved by
approval Chief Justice

Submit to Claims Dept

Cashing
request
approved by
Chief Justice




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
itions operation
718 Beneficiary or delegate pays | Cashing
there due claims request with
claim paid feed
7 Check if the case 1s a Cashing
completi | bankruptcy case request
on approved by
Claims Dept
8 Submit to commercial dept Cashing
bankrup request
tcy case approved by
Claims Dept
8 Complete procedures of Cashing
completi | 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

40




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
itions operation
5 refusal | Return of cashing request to | Return of
of beneficiary or delegate cashing
Semor request lo
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




Description of Partial Deposit cashing request Form

General Information

Form code

Form name Deposit cashing request

Form type [ Register or book Document or form [ Box files

Function Request for cashing a deposit in partial court

Reason for using Deposit in court

Employee filhng the form Deposit beneficiary or his delegate -Deposits Dept employee Head of
Depaosits Dept — Senior Clerk - Chief Justice — Collection Dept employee —
Claims employees

Department where form s filled Qutside the court - Deposits ~ Senior Clerk — Chief Justice — Collection Dept -
Claims Dept

Form Detailed Description

Setup O Landscape [X] Portrant

Number of Pages One page

Size X] Foolscap [ Double Foolscap [ Quarnto 0 Half quarto

Number of copies

Additions Duty stamp (non governmental) 0O sStamps




Description of Information in Partial Deposit cashing request Form

Ser Item Nature Type Remarks

1

2

3

4

5

6

7

8

9

10

11

12

13 | Cashing fees Unique Figures Amount of assessed fees for cashing request
14 Deposits employee signature Unique Literal

15 | Notation of fees reviser Unique Literal

16 Notation of Deposits Dept Head Umque Literal Notation of Deposits Dept Head whether with

approval or refusal
17 Notation of Senior Clerk Umique Literal Notation of Senor Clerk whether with approval or

refusal

3



Ser Item Nature Type Remarks

18 Notation of Chref 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 iIf there are clams

20 Commercial Dept notation Unique Literal Commercial Dept notation in bankruptcy cases

21 Collection Dept notation Unique Literal Notation of Coliection employee of collecting

cashing request fees

H




Cycles Impacting Partial Deposit cashing request Form

Dept Preceding Cycle Current Cycle Current Cycle Document Status
Code before the cycle
Deposits Beneficiary or his delegate 136 Receipt of deposit cashing Partial Cashing
request from a partial court request
Collection Receive deposit cashing request 16-1 Collection Dept Cashing request
from a partial cournt with revised fees
Deposits Collection Dept 135 Receive deposit cashing request Cashing request

with paid fees

45




Operations done on Partial Deposit cashing 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
itions operation
Deposits Beneficiary or his 136 | Receipt of deposit | Partial Receipt of cashing request | Cashing
delegate cashing request Cashing from beneficiary or his request
from partial court request delegate

Issuing deposit report from Cashing
cashing request information | request
Checking If the person Cashing
submitting cashing request request
1s the beneficiary or not by
matching with deposit
report and submitted
documents

1 there Check If the deposit 1s Cashing

1S sequestrated request

sequestr

ation

2three | If deposit 1s sequestrated it | Cashing

years 1s checked if three years request

have have passed

_passed

1 Check if case i1s a sale case

complet

on
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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
itions operation

3itisa | Submit request with Cashing

sale documents to Civil Dept request

case Head and await the memo submited to

Civil Dept
head

Receipt of request once Cashing 3 completion
more with Civil dept memo | request with
and procedures are Civil Dept
completed memo

3 Assessment of fees for Cashing

completi | cashing request with request with

on deduction of cashing assessed fees
request fees if the are not
collecled
Fees reviser revises Cashing Cashing
assessed fees for the request with request with
cashing request and makes | revised fees revised fees
notation of revision

Coltection Receive deposit 161 Collection Dept Cashing Collector receives cashing Cashing

cashing request

request with
revised fees

request from depositor and
checks fees reviser s
signature

request with
revised fees

Collector collects fees
assessed for cashing
request

Cashing
request with
collected fees

Collector delivers fees Cashing Cashing
payment receipt to request with request with
beneficiary or us delegate paud fees paid fees
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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
1tions operation
Deposits Collection Dept 135 Receive deposit Cashing Dept head revises Cashing
cashing request request with documents to check if request with
paid fees beneficiary has the nght pad fees
4 Dept Sign with approval of Cashing
Head s | cashing request request
approval approved by
Dept Head
Submit to Sentor 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 Justice of | Cashing
Justice | request request
(3 approved by
approval Chief Justice
Submit to Claims Dept Cashing
request
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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
itions operation
715 Beneficiary or delegate pays | Cashing
there due claims request with
claim paid feed
7 Check if the case 1s a Cashing
completi | bankruptcy case request
on approved by
Claims Dept
8 Submit to commercial dept Cashing
bankrup request
tcy case approved by
Claims Dept
8 Complete procedures of Cashing
complelt | cashing request in deposits | request
on dept approved by
Claims Dept
Delwver 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
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Form status

Dept Preceding Cycle Current Current Cycle Form Status Operations done on the form
Cycle before Cycle after cycle
Code
Cond- Objective Form after
itions operation
5 refusal | Return of cashing request to | Return of
of beneficiary or delegate cashing
Senior 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
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Description of Form of Memo on Deposit

General Information

Form code

93

Form name

Memo on Deposit

Form type

O Register or book

Document or form

O Box files

Function

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

Reason for using

Cash deposit from court

Employee filling the form

Deposits Dept employees

Department where form is filled

Deposits Dept office

Form Detailed Description

Setup 0O Landscape 3] Portrait
Number of Pages One page
Size X] Foolscap O Double Foolscap 0 Quarto {0 Half quarto

Number of copies

Additions

[J Duty stamp (non-governmental)

0 stamps
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Description of Information in Form of Memo on Deposit

Ser Item Nature Type Remarks
1 Deposit amount Unique Figures
2 Deposit date Unmique 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 beneficianes
7 Reason for deposit Unique Literal
8 Cashing condition Umique 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 1s
made

10
1"
12
13
14
15




Cycles Impacting Form of Memo on Deposit

request from partial court

Dept Preceding Cycle Current Cycle Current Cycle Document Status
Code before the cycle
Deposts |  ceeeme e 135 Receipt of deposit cashing —eem e e -
request
Deposits R 136 Receipt of deposit cashing [ ceeese meee-
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Operations done on Form of Memo on Deposit

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
itions operation
Deposits - 135 Receipt of deposit | - - - Issue memo on deposit with Memo on
cashing request information of deposit coming deposit
from deposits book
Dept head revises documents | Memo on
to make sure of beneficiary s deposit
rnghtin 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
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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

itions operation
4 Check if it 1s bankruplcy case Memo on
completi deposit
on
5 Submit to Commercial Dept Memo on
bankrup deposit
tcy case

Deliver request to Accounting Memo on Memo on
Dept for cashing procedures deposit deposil

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
Justice delegate
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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
ttions operation
Deposits 136 Receipt of deposit - e - Issue memo on deposit with Memo on
cashing request information of deposit coming | deposit
from partial court from deposits book
Dept head revises documents | Memo on
to make sure of beneficiary s deposit
nght in deposit
1 Dept Dept Head of approval Memo on
Head deposit
approval
Submit to Senior Clerk Memo on
deposit
2 Senior | Signature of Sentor clerk of Memo on
Clerk s | approvat 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 1s bankruptcy case Memo on
completi deposit
on
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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
itions operation
5 Submit to Commercial Dept Memo on
bankrup deposit
tcy case
Deliver request to Accounting Memo on Memo on
Dept for cashing procedures depostt 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
Semor delegate
Clerk -
3 refusal | Refusal of request and return of | Memo on
of Chief | documents to beneficiary or deposit
Justice | delegate
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Description of Fees payment receipt (blue receipt) Form

General Information

Form code 2

Form name Fees payment receipt (blue receipt)

Form type X1 Register or book | O Document or form | {0 Box files
Function Payment receipt

Reason for using Fees payment

Employee filing the form Collection Dept employees

Department where farm is filled Collection Dept office

Form Detailed Description

Structure 0O Landscape X Portrait

Number of Pages One page

Size Foolscap O Double Foolscap O Quarto 00 Half quarto
Number of copies Two

Additions 00 Duty stamp (non-governmental) O Stamps
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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 | Senal of fiscal year Unique Figures




Cycles Impacting Fees payment receipt (blue receipt) Form

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

Collection e 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
collection report

Claims Collection by department 12-11 Receipt of Service Dept Fees payment

response on sale full
collection report

receipt
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Operations done on Fees payment receipt (blue receipt) Form

Dept Preceding Cycle Current Current Cycle Document Operations done on the document Document
g‘gg: befitztgzcle Condi Objective Document sta::;s;;fter
tions after operation
Collecion | = — .. 16 1 Collection by - Collection employee issues the | Fees payment
depariment receipt after receiving the fees | receipt
from payer
Deposits Coliection by 135 | Receipt of deposit | Fees Beneficiary or his delegate Fees payment
department cashing request payment Receives payment receipt receipt
recept Attach receipt to deposit Fees payment Fees payment
cashing documents receipt receipt
Deposits Collection by 136 | Receipt of deposit | Fees Receiving the receipt after Fees payment
department cashing request payment beneficiary or delegate pays receipt
from partial court receipt the money
Attach receipt to deposit Fees payment Fees payment
cashing documents receipt receipl
Claims Collection by 127 Receipl of Service Fees Execution employee receives Fees payment
department Dept response on payment receipt with execution papers receipt
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 Execulion employee receives | Fees payment
depariment Dept response on payment recelpt with execution papers receipt
sale full collection | receipt after return from Service Dept
report through Correspondence Dept
Execution employee keeps the | Fees payment | Fees payment
receipt in claims file receipt filed in receipl filed In
claims file claims file
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Description of Deposit cashing form

General Information

Form code

Form name Deposit cashing form

Form type O Register or book | ] Document or form | O Box files

Function Cashing form with amount of money due for the requester
(beneficiary or hus delegate)

Reason for using Deposit cashing in court

Employee filing the form Deposits Dept employees — Deposits Department Head —
Commercial Dept Head

Department where form is filled Deposits Dept office — Commercial Dept Head

Form Detailed Description

Structure 0O Landscape Portrait

Number of Pages One page

Size X] Foolscap O Double Foolscap 0O Quarto 00 Half quarto

Number of copies
Additions O Duty stamp (non-governmental) O Stamps




Description of Information in Deposit cashing form

Ser Item Nature Type Remarks
1
2
3
4
5
6
7
. .
9
10
11
12
13 | Signature of Deposits employee | Unique Literal
14 | Signature of Deposits Unique Literal
Department Head
15 | Signature of Commercial Unique Literal

Department Head
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Cycles Impacting Deposit cashing form

Dept Preceding Cycle Current Cycle Current Cycle Document
Code Status before
the cycle
Deposits | e 13-5 Recelve deposit cashing ——————
request
Deposits | e 13-6 Recewe deposit cashing |  -—-——— —

request in partial court
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Operations done on Deposit cashing form

Dept Preceding Current Current Cycle Form Status Operations done on the form Form status
Cycle g\(()(:il: before Cycle Cond- Objective Form after after cycle
itions operation
Deposits | e 135 Receive deposit ———— Deposits Dept Cashing form
cashing request employee fills cashing
form
Signature of dept Cashing form
head on cashing form | signed by dept
head
Bankruptcy | Subrmit 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 Recewve deposit | e - Deposits Dept Cashing form
cashing request in employee fills cashing
partial court form
Signature of dept Cashing form
head on cashing forrm | 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
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Description of List of partial deposits cashed

General Information

Form code
Form name List of partial deposits cashed
Form type O Register or book | X] Document or form | O 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 1s filled Deposits Dept in partial court
Form Detailed Description
Structure Landscape O Portrait
Number of Pages One page
Size Foolscap 0 Double Foolscap 0 Quarto 0O Half quarto

Number of copies

Additions 00 Duty stamp (non-governmental) 0O Stamps
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Description of Information in List of partial deposits cashed form

Ser item Nature Type Remarks

QIO N[O THARIWIN|~

—
o

-
—

-
N

67



Cycles Impacting List of partial deposits cashed form

Dept Preceding Cycle Current Cycle Current Cycle Document
Code Status before

the cycle
Deposits Correspondence 13-7 Recelve list of deposits List of cashed

cashed in partial courts amounts

08




————— e T T —— —— ——— PO gp—— _———— ' ——— —— N R
Operations done on List of partial deposits cashed form
Dept Preceding Cycle | Current Current Cycle Form Status Operations done on the form Form status
fore C er cycle
gﬁﬂ: before Cycle Cond- Objective Form after after cycl
itions operation
Deposils Correspondence 137 Receive hist of deposits List of Recewe list from partial | List of cashed
cashed In partial cashed court through amounts
courls 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 hst s then amounts cashed
destroyed amounts
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Description of Copy of list of deposit returns in partial courts

General Information

Form code
Form name Copy of parhal deposit returns hist
Form type O Register or book | X Document or form | O 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 1n partial court
Form Detailed Description
Structure X1 Landscape O Portrait
Number of Pages One page
Size Fooiscap O Double Foolscap O Quarto 0O Half quarto

Number of copies

Additions O Duty stamp (non-governmental) 0O Stamps
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Descnription of information in Copy of list of deposit returns in partial courts form

Ser

Item

Nature

Type

Remarks

IO (NIRRT WIN|=

-
o

—
-—

-
N
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Cycles Impacting Copy of list of deposit returns 1n partial courts form

Dept Preceding Cycle Current Cycle Current Cycle Document Status
Code before the cycle
Deposits Correspondence 13-8 Receive partial deposit List of partial

returns hist

deposit returns
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Operations done on Copy of hst of deposit returns in partial courts form

Dept Preceding Cycle | Current Current Cycle Form Status Operations done on the form Form status
gz«(:‘le hefore Cycle Cond- Objective Form after after cycle
e
itions operation
Deposits Correspondence 138 Receive partial deposit | List of partial Receive hist from partial | List of partial
returns list deposit court through Corres deposit returns
returns Dept
List 1s 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 parhal List of partial
record hist s destroyed deposit returns | deposit
returns
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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 Document or form | O 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 X1 Portrait
Number of Pages One page
Size Foolscap 0 Double Foolscap 0O Quarto O Half quarto

Number of copies

Additions

O Duty stamp (non-governmental) O Stamps
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Description of Information in Letter for enhancement of reports from partial courts form

Ser

Item

Nature

Type

Remarks

2alelm|(N|lo|lo|lalw|n]=

-
N

75




Cycles Impacting Letter for enhancement of reports from partial courts form

Dept Preceding Cycle Current Cycle Current Cycle Document Status
Code before the cycle
Deposits | e 13-8 Receive partial deposit | —eemeeee- -

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

Dept Preceding Cycle | Current Current Cycle Form Status Operations done on the form Form status
(gﬂ: before Cycle Cond- Objective Form after after cycle
itions operation
Deposits ——— e 13-8 Receive partial deposit e Issue a letter to partial Letter to
returns list courts to enhance enhance
sending deposit reports | sending the
that are discovered to reports
be not sent by matching
hist of deposits returns in
partial courts with
deposits book
Deliver letter to Corres Letter to Letter to
Dept to send to partial enhance enhance
courts sending the sending the
reporls reports
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Description of Case Judgment Form
General Information

Form code 94

Form name Case judgment

Form type [ Register or book Document or form | [ Box files
Function Judgment made by Chief Judge in a case hearing

Reason for using Judgment in a case

Employee filing the form Chief Judge / Circuit Clerk

Department where form is filled Circunt

Form Detailed Description

Structure [ Landscape Portrait
Number of Pages One or more pages
Size Foolscap O Double Foolscap O Quarto [ Half quarto

Number of copies

Additions [ Duty stamp (non-governmental) [ stamps
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Description of Information in Judgment

Ser Item Nature Type Remarks
1 | Judgment Unique Literal | Judgment made by Chief Judge
2
Description of Information in Typed Judgment
Ser Iitem Nature Type Remarks
1 Panel Unique Literal | Name of Chief Judge, judges, distnct
attorney and circuit clerk
Plaintff's name Unique Literal | Names of all plaintiffs
Defendant’'s name Unique Literal | Names of all defendants
4 | Draft judgment Unique Literal | Judgment made by Chief Judge In the
case hearing
5 | Names of parties from any other | Unique Literal
writes
7
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Cycles Impacting Judament

Dept Preceding 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 obtam 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

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

Dept Preceding Cycle Current Current Cycle Document Operations done on the document Document
g‘éﬂ: Statg:(g:fore Conditi Objective Document sta::;:‘s:;ﬂer
ons after
operation
Circunt Clerk 16-9 | Prepare judgment | Draft judgment Circutt clerk receives judgment and | Draft judgment
and obtain case file from the judge
ratification Deliver draft judgment to Typing
Pool
Typing pool Prepare judgment 71 Type draft judgment | Draft judgment Receive draft judgment from Circuit | Draft judgment
and obtain Clerk then Dept head or deputy ready for
ratification refers It to employee in charge typing
Typist types the draft judgment Typed
using draft judgment writ of Jjudgment
summons and concihation report If
_any
Dept head or Depuly revises typed | Typed
Judgment by matching it with draft judgment
dgment
Make the necessary corrections Draft and Oraft and
and deliver draft and typed typed typed
judgment to Circuit Clerk jJudgment Jjudgment
Cwcuit Clerk | Type draft 169 | Prepare judgment | Draft and typed Circutt Clerk receives judgment Draft and
judgment and obtain Judgment from Typing Pool typed
ratification Judgment
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 judgment
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Dept Preceding Cycle Current Current Cycle Document Operations done on the document Document
g‘g:: Statgz:l(eefore Conditi Objective Document sta::t;sc;ﬂer
ons after
operation
Judge signs the judgment and Draft and
Circuit Clerk recetves it once more typed
Jjudgment
revised by the
judge
Circuit Clerk refers judgment with Case fite Case file
Case file o 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
ratification 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 1616 | Close case after Case file with Circutt Clerk receives file from Fees | Case file with
cases after disposition revised fees Revision Dept and checks if there revised fees
judgment 1s objection for forgery in the case
announcement 1 Make a notation in the book of Case file with
objectio | objections for forgery that case has | revised fees
n for been disposed and notify the
forgery | Prosecution

82

Issue fees assessment order and
attorneys fees report to be ratified
by the judge

Case file with
fees
assessment
order and
attorneys fees
report
attached




Dept Preceding Cycle Current Current Cycle Document Operations done on the document Document
g‘g:: Statgingore Conditr Objective Document statcl;s;;ﬁer
ons after
operation
1 Circuit Clerk sends case file to Case file Case file
completi | Coptes Dept for record
on
Copies Dept Close case after 93 Record atlorneys Case file Copies Dept clerk records in Case file
disposttion fees and fees Attorney s fees and fees book and | recorded in
writes the execution statement then | Copies Dept
makes notation on the onginal Books
udgment
Deliver file once more to Circuit Case file Case file
Clerk recorded in recorded in
Copes Dept Copies Dept
Books Books
Cwcutt Clerk | Record attorneys 1616 | Close case after Case file Circutt Clerk receves case file with | Case file
fees and fees disposition recorded in fees assessment order and
Copies Book atlorney s fees report attached
Circuit Clerk delver file to Claims Case file Case file
Dept
Clams Close case after 21 1 Recewve Claims Case file Revise fees assessment order and | Case file Case file 1
disposition papers attorney s fees with notation of
revision on the judgment
Circunt Clerk Receive Claims 1616 | Close case after Case file After delivering papers to the Case file Case file
papers disposition Claims Dept circuit clerk record referred to referred to
Jjudgment in draft judgments book Archive Archive
and sends file to Archive
Archive Close case after 81 Archive a disposed | Case file Archive Clerk receives papers from | Case file
disposition case In Court of Order Dept
First Instance Case file revision Case file
Make notation on the file in orderto | Case file
know files recorded in the book
Keep the file in Archive box files Archived Case | Archived
file Case hie
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Dept Preceding Cycle Current Current Cycle Document Operations done on the document Document
g‘gg: Statgingore Conditi Objective Document Statcl;i;ﬂer
ons after
operation
Archive 87 Delver papers from Upon an oral request by plaintiff or | Oral request
case file his delegate to Archive Clerk the
clerk searches for the file
If case file 1s found Archive Clerk Archived
delivers judgment to plaintiff or his judgment
delegate after receiving his 1D to
make sure he is to bnng back the
udgment
Plaintiff or his delegate makes a Archived Archived
copy of the judgment judgment judgment
Coptes Dept | Deliver papers from 91 Deliver writ of Archived Plantiff or his delegate delivers Judgment
case file execution 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 wnt of execution
and to make sure there 1s no
notation of issuing a previous wnt of
execution
1 needs | Revision employee assesses the Judgment with
wnt of fees in accordant to Fee Law and assessed fees
executio { writes it on a copy of the judgment for the copy
n
2 fees Book clerk makes notation of Judgment with
due dehvenng the writ on the onginal assessed fees

judgment and the assessed fees

for the copy

Deliver judgment to Plaintff or hus
delegate

Judgment with
assessed fees
for the copy
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Dept Preceding Cycle Current Current Cycle Document Operations done on the document Document
g‘gg: Statgingore Conditi Objective Document sta:n;f:;fter
ons after
operation
Fees Revision | Deliver writ of 254 Revision of fees Judgment with Recetve copy from copy requester | Copy with
execution assessed for the assessed fees and revise the fees assessed fees
copies for the copies There 1s | 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
on copy and stamp that fees have revised fees
been revised then deliver to copy for the copy
requester
Collection Revision of 16 1 Dept Collection Judgment with Colleclor 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
padd fees for
the copy
Return judgment to the Plaintiff or Judgment with | Judgment
tus delegate with a receipt paid fees for with paid
the copy fees for the
copy
Copies Dept Dept Collection 91 Deliver writ of Judgment with | 2 Book clerk makes notation of Judgment with
execution paid fees for complet | delivenng the wnit of execution on a record of
the copy on the onginal judgment to make sure | issuing
that a second writ 1s not 1ssued for execulion
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
g‘éﬂ: Statgs;g(;fore Conditi Objective Document sm:;’i;"er
ons after
operation
Deliver judgment to the plaintiff or Judgment with
his delegate a record of
1ssumng
execution
statement
1 does Rewviser returns judgment to plaintff | Judgment with | Judgment
not or his delegate a previously with a
need 1ssued wnt of |} previously
writ of execution issued writ of
executlio execulion
n
Archive Deliver writ of 87 Deliver papers from | Judgment with Plaintiff or tus delegate returns Archive
execution case file a previously judgment to Archive to receive the Judgment with
issued writ of ID a writ of
execulion execulion
i1ssued
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Description of Copy of Case Judgment Form
General Information

Form code 94

Form name Copy of case judgment

Form type [0 Register or book Document or form | [1 Box files

Function Copy of final Judgment made by Chief Judge in a case hearing

Reason for using Judgment in a case

Employee filing the form Chief Judge / Circuit Clerk — Copies Dept employees — Collection
Dept employees

Department where form 1s filled Circuit - Copies Dept — Collection Dept

Form Detailed Description

Structure [J Landscape Portrait
Number of Pages One or more pages
Size Foolscap [ Double Foolscap O Quarto [ Half quarto

Number of copies

Additions [ Duty stamp (non-governmental) O stamps

87




Description of Information in Judgment Copy

Ser Item Nature Type Remarks
1 Panel Umque Literal Name of Chief Judge judges, district
attorney and circuit clerk
Plaintiff s name Unique Literal Names of all plaintiffs
Defendant’'s name Unique Literal Names of all defendants
Draft judgment Unique Literal Judgment made by Chief Judge in the
case hearing
5 | Names of parties from any other | Unique Literal
writes
6 | Fees amount Unique Figures
7 Signature of Fees assessor Unique Literal
8 | Signature of Fees reviser Unique Literal
9 | Collection notation Unique Literal
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Cycles Impacting Judgment Copy

Dept Preceding Cycle Current Cycle Current Cycle Form Status before
Code the cycle
Copies Dept Deliver papers from case file 9-1 Deliver writ of execution Archived judgment
copy
Fees Revision Deliver wnit of execution 25-4 Revision of fees assessed Judgment with
for the copies assessed fees for the
copies
Collection Revision of assessed fees for the copies 16-1 Dept Collection Judgment with revised
feed for the copy
Copies Dept Dept Coliection 9-1 Deliver writ of execution Judgment with paid

fees for the copy
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Operations done on Judgment

Dept Preceding Cycle Current Current Cycle Document Operations done on the document Document
g’éﬁ': Statgig:fore Conditi Objective Document statcl;ilaefter
ons after
operation
Coptes Dept Deliver papers from 91 Deliver wnit of Archived Plainff or his delegate makes a Archived
case file execution judgment copy of the judgment judgment copy
Plaintiff or his delegate dehvers 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 wnit of
execution and to make sure there 1s
no notation of Issuing a previous
wnit of execution
1 needs | Revision employee assesses the Judgment with
writ of fees for the judgment copy in assessed fees
execulio | accordant to Fee Law for the copy
n
2 fees Book clerk makes notation of Judgment with
due delivenng the writ on the onginal assessed fees

judgment and the assessed fees

for the copy

Deliver judgment to Plaintiff or fus Judgment with
delegate to pay the fees assessed fees
for the copy
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Dept Preceding Cycle Current Current Cycle Document Operations done on the document Document
gzﬂ: Statg;:lzfore Condity Objective Dacument Sta:;,i;ﬂer
ons after
operation
Fees Revision | Deliver wnt of 254 Rewvision 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 copies There 1s | 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
on copy and stamp that fees have revised fees
been revised then deliver to copy for the copy
requester
Collection Revision of 16 1 Dept Collection Judgment with Collector receives judgment from Judgment with
assessed fees for revised feed for the plantiff or his delegate and revised fees
the copes the copy makes sure that stamp of fees for the copy
reviser is there
Fees colleclion Judgment with
paid fees for
the copy
Return judgment to the Plaintff or Judgment with | Judgment
his delegate with a receipt paud fees for with paid
the copy fees for the
copy
Copies Dept Dept Collection 91 Deliver writ of Judgment with | 2 Book clerk makes notation of Judgment with
execution paid fees for completl | delivenng the wnit of execution on a record of
the copy on the onginal judgment to make sure | 1ssuing
that a second writ 1S not 1ssued for execution
the same judgment He also record | statement

receiver s capacily
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Dept

Preceding Cycle

Current
Cycle
Code

Current Cycle

Document
Status before
Cycle

Operations done on the document

Condits
ons

Objective

Document
after
operation

Document
status after
cycle

Deliver judgment to the plaintiff or
his delegate

Judgment with
a record of
1ssuing
execution
statement

1 does
not
need
writ of
executio
n

Reviser returns judgment to plaintiff
or his delegate

Judgment with
a previously
issued wnit of
execution

Judgment
with a
previously
1ssued writ of
execulion

Archive

Deliver wnit of
execution

87

Deliver papers from
case file

Judgment with
a previously
1ssued wnit of
execution

Plamntiff or tus delegate returns
judgment to Archive to receive the
10

Archive
Judgment with
a writ of
execution
1ssued
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Description of Wnit of Execution Form

General Information

Form code 94

Form name Wit of execution

Form type [1 Register or book Document or form | [J Box files
Function Case judgment with an execution statement

Reason for using

Execution of case judgment

Employee filing the form

Copties Dept employees

Department where form is filled

Copies Dept

Form Detailled Description

Structure

[J Landscape

Portrait

Number of Pages

One page

Size

Foolscap

[0 Double Foolscap [J Quarto

[J Half quarto

Number of copies

Additions

[0 Duty stamp (non-governmental) [ 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
Defendant’s name Unique Literal Names of all defendants
Draft judgment Unique Literal Judgment made by Chief Judge in the
case hearing
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 | Copries Dept notation Unique Literal
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Cycles Impacting Writ of Execution

Dept Preceding Cycle Current Cycle Current Cycle Form Status before
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 Preceding Cycle Current Current Cycle Document Operations done on the document Document
g‘éﬂ: Statgt;g:fore Conditi Objective Document Sta::;::;"er
ons after
operation
Deposits 13 5 Receive deposit Make notation of cashing on the wnit | Wt of
cashing request of execution execution with
notation of
cashing
Deposits 136 Receive deposit Deposits employee 1Ssues a wnt of
cashing request In a cashing form execution with
partial court notation of
cashing
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Description of Prehminary Judgment of Case Referral to Experts Office

General Information

Form code 95

Form name Preliminary judgment of case referral to Experts Office
Form type [J Regrster or book Document or form | [ Box files
Function Judgment in the case

Reason for using Case filing

Employee filing the form Judge

Department where form 1s filled Courtroom

Form Detailed Description

Structure O Landscape Portrait

Number of Pages One page

Size Foolscap [J Double Foolscap O Quarto [ Half quarto
Number of copies

Additions [ Duty stamp (non-governmental) [0 stamps
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Description 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 i Names and addresses of Repetitive | Literal
liigants

Date of deposit payment hearing | Repetitive | Date

Date of expert s report hearng Repetitive | Date

7 | Mission requested from Experts | Repetitive | Literal
Office

Number of requested Experts Repetitive | Literal

Other conditions for Experts Repetitive | Literal
assignment
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Cycles Impacting Preliminary Judgment of Case Referral to Experts Office

Dept Preceding Cycle Current Cycle Current Cycle Form Status before
Code the cycle
CircutClerk | e 1-6-10 Execute prehmmmary | @ cemmeemeeeeee
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 cniminal fees Typed judgment
experts or return case to experts or as deposits
delegate a committee of three experts
Circuit Clerk Collection of cnminal fees as deposits 1-6-10 Execute preliminary Typed judgment and

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

copy of payment
receipt
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Form Status before

Dept Preceding Cycle Current Cycle Current Cycle
Code the cycle

Incoming / 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 / outgoing to
Experts Office delegate a committee of three experts Experts Office
Incoming / Record case referred to the Experts Office 1-8-2 Record case after paying Case file
ouigoing to the deposit
Experts Office
Incoming / Record case after paying the deposit 1-8-3 Send case to Experts Office | Case file
outgoing to
Experts Office
Incoming / Send case to Experts Office 1-8-4 Recelve 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 Preceding Cycle Current Current Cycle Document Operations done on the document Documen
giﬂ: Statgi(ngore Conditions Objective Document Sta::;i;"
after
operation
Circunt Clerk - .- 1610 | Execute preliminary - - After 1ssuing the preliminary Hearing
judgment of referral judgment and before typing the judgmentin a
1o experts or return circuit clerk dehivers 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
expens Issuance
Typing pool Execute 71 Type draft judgment | Draft judgment Receive draft judgment from circut | Draft judgment
preliminary clerk and refer it to the employee in | ready for
Judgmenl of referral Chal‘ge by Depl Head Of depuly lyplng
to experts or return The typist Types draft judgment Typed
case {0 experls or from the draft judgment and wnt of | judgment
delegate a summons as well as concihation
committee of three report, if any
experts Dept head or deputy revises the Typed
typed judgment by matching with judgment
draft judgment
Make the necessary corrections Draft and Draft and
and deliver draft and typed typed typed
Judgment to circuit clerk Judgment udgment
Circuit Clerk Draft judgment 1610 | Execute prehminary | Draft and typed Circutt clerk obtains ratification of 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 Preceding Cycle Current Current Cycle Document Operations done on the document Documf:n
gt’)ﬂz Statg;cblifore Conditions Objective Document Sta::;i;t
after
operation
1 judgment | Dehver copy of judgment to Typed
of neither depositor in Collection Dept judgment
referral or
return of
case
Collection Execute 16 2 Collection of Typed Collector collects deposit money set | Typed Typed
preliminary criminal fees as judgment in the judgment from depositor and | judgment and | judgment
judgment of referral deposits 1ssues a payment receipt and copy of and copy o
to experts or return delivers both copies to the depositor | payment payment
case 1o experts or receipt receipt
delegate a
committee of three
experts
Circurt Clerk Collection of 1610 | Execute prehminary | Typed 2 depositis | Case is recorded in heanng agenda | Typed
criminal fees as judgment of referral | judgment and | not pad for the next hearing judgment in
deposits to experts or return | copy of case file
case 1o experls or payment 2 depositis | Check if the depositoris a Case file
delegate a receipt pad government authonty
committee of three 3 Receive a cheque with expert Case file with
experts government | deposit from government authority cheque
authonty attached
3 not agov | Receive receipt of deposil payment | Case file with
authonty payment
receipt
attached
3 Issue memo of receipt and delver Case file with
completion | to Accounting Dept payment
attached
3 Issue memo of receipt and deliver Case filfe with
completion | to Accounting Dept payment
attached
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RE— bt oo el
Dept Preceding Cycle Current Current Cycle Document Operations done on the document Documen
g{,ﬂ: Statgizzfore Conditions Objective Document sta::uysc;ﬂ
after
operation
Receve settiement memo from Case file
Accounting Dept
1 judgment | Make notation on file with the Case file
with return | altachments and open a sub-file
of case
Issue letter of referral to Experts Case file
Dept and attach to case file
Circuit clerk dehvers case file and Case file
attachments to incoming and delivered to
outgoing to Experts Office incorming and
outgoing to
experts Office
Incoming / Execute 181 Record case Case file Circuit clerk delivers case file to Case file
outgoing to preliminary referred to the delivered to employee of outgoing mail to
Experts Office | judgment of referral Experts Office incoming / Experts Office to record in general
to experts or return outgoing to Experts book
case 1o experts or Experts Office Employee of outgoing mail to Case file with
delegate a Experts Office puts a reference general expernt
committee of three number in general experts book on | book
experts case file and delvers file to circuit reference
clerk number on it
incoming / Record case 182 | Record case after | Case file Circutt clerk delivers case file to Case file
outgoing to referred o the paying the deposit employee of outgoing mail to
Experts Office | Experis Office Experts Office 1o record deposit
payment information in general
Experts Office book
Employee of outgoing mail to Case file

Experts Office dehvers case file to
circuit clerk
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Documen

Dept Preceding Cycle Current Current Cycle Document Operations done on the document
g)g(:jl: Statgngore Conditions Objective Document S'atcl;,i;"
after
operation
fncoming / Record case after 183 | Sendcaseto Case file Circuit clerk delivers case file to Case file
outgoing to paying the deposit Experts Office employee responsible for outgoing
Experts Office mail to Experts Office to record in
experts outgoing mail book
Employee responsible for outgoing | Case file with
mail to Experts Office records outgoing
outgoing reference number in reference
special experts book and registers number and
number and date of outgoing on the | date
case file and defivers case fite to
Civil Dept Head
Incoming / Send case {0 184 Recewve case from | Case file with Experts Office messenger delivers | Case file after
outgoing to Experts Office Experts Office reference case file to employee in charge of | revision
Experts Office number and mcoming mail from Experts Office
date to revise case file
Employee in charge of incoming Case file
mail from Experts Office signs for
the messenger of receipt of case
fite
Employee in charge of incoming Case file

mail from Experts Office dehvers
case file to circuit clerk

104



VOLUME FOUR
(CONT.)
jof &

Il T N "R O NI U I W B EE B i B By B By aE



Description of writs of summons forms

Types if writs of summons
1 Taxes
Cwil
Commercial

Bankruptcy

2

3

4

5 Renewal of dismissed tax case

6 Renewal of disrmissed 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 interocutory request
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Description of Wit of Taxes case
General Information

Form code

Fomm name Wnt of taxes case

Form type O Register or book Document or form O Box files

Function Information of case to be filed

Reason for using Tax Case filing

Employee filing the form Plaintiff s attorney — head of taxes Dept ~ Fees reviser — Collection employee —
Calendar employee — microfilm employee — circuit clerk

Department where form is filled Outside the court — {axes -~ fees revision - collection — calendar — microfilm -
circuit clerk

Form Detailed Description

Structure O Landscape Portrait

Number of Pages One or more pages

Size Foolscap ] ooubte Foolscap O aquarto D Half quarto

Number of copies One

Additions O Duty stamp (non-governmental) d Stamps
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Description of Wnit of Taxes case

Ser Item Nature Type Remarks
1 Court name Unique Literal Name of court before which case s filed
2 Date of writ of summons Unique Date Date of filng the case
3 Plaintiff s name Unique Literal Names of all plaintiffs
4 Ptaintiff s address Unique Literal Addresses of all plaintffs
5 Piaintff s occupation Umque Literal Occupation of all plaintiffs
6 Defendant s name Umque 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 Umgue Literal List of wnt of summons enclosures
11 Fees amount Unmique 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 Umique Date
17 Notation of microfilm Unique Literal
18 | Notation of calendar employee Unique Literal
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Cycles Impacting Writ of Taxes case

Dept Preceding Cycle Current Cycle Current Cycle Form Status before the
Code cycle
Tax dept head 131 Receive tax cases Open file
Fees revision Receive lax cases 251 Rewvision of assessed fees for Wnt of summons and
wnits and orders request docket with assessed fees
Collection Revision of assessed fees for writs and orders 16 1 Callection for tax dept Wit of summons and
request docket with assessed fees
Collection Rewvision of assessed fees for writs and orders 16 5 Collection for tax dept Wt of summons and
request docket with assessed fees
Tax dept Head Collection for tax dept 1-32 Set circut number and first Wit of summons with paid
hearing date fees to which documents
are attached
Calendar Set circut number and first heanng date 151 Recewve civil / tax case Wnt of summons with

circuit number and first
heanng date
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Operations done on Writ of Taxes case

attorney he 1s exempted from
attorneys fees

attorneys fees
with
documents
docket
attached

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g‘gg: Statgingore Conditr Objective Document statcu;ilifter
ons after
operation
Tax dept head 131 Recelve tax cases Open file Dept Head receives ongmal writ of Wt of
summons and documents docket summons with
revises case value and type documents
junsdiction revises attorney s data docket
plamntffs names and addresses then | attached
defendants names and addresses
then assesses fees on the writ
1no Assessment of fees on the wril of Wt of
mistake | summons and recording 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 Whnt of
attorney | record it on the back of the last page | summons with
fees of the case If the plaintiff1s an assessed

Deliver wnt of summons to plantiff s
attorney

Whnt of
summons and
docket with
assessed fees
and attorney s
tax
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle Cycle Status before status after
Code Cycle Condity Objective Document cycle
ons after
operation
1there | Return wnt of summons to plaintiff's | Refused writ
IS a attorney of summons
mistake
2no Deliver writ of summons to plaintiffs | Wnt of Wnt of
attorney | attorney summans and | summons
tax due docket with and docket
assessed fees | with
assessed
fees
Fees revision Receive tax 251 Rewvision of Wt of Receive case with assessed fees wat of
cases assessed fees for summons and from plaintiff's atlorney and revise summons and
writs and orders docket with assessed fees docket with
request assessed fees assessed fees
1 there Reassessment of fees on wnit of Wnt of
Isa summons in accordance with Fees summons and
mistake | Law docket with
assessed fees
1 Signature of fees reviser and Wnt of Wnt of
completi | stamping the writ of summons thatit | summons and | summons
on has been revised then deliver it to docket with and docket
plainhff's attorney assessed fees | with
assessed
fees
Collection Revision of 16 1 Collection for tax Wnt of Collector receives wnt from plaintff whnt of
assessed fees depl summons and or a“orney and feeS revisers Slamp summons and
for writs and docket with docket with
orders requesl assessed fees revised fees
Fees colleclion Wnt of

summons with
paid fees
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle ((:;\(I,ijl: Statg?,g:fore Condits Objective Document statcl;sc;ﬂer
ons after
operation
Return writ to plaintiff or attorney with | Wnt of Wnit of
a receipt summons with | summons
paud fees and | with paid
docs attached | fees and
docs
attached
Collection Rewvision of 16 5 Collection for lax wnt of Collector receives writ from plaintff Wit of
assessed fees dept summons and or attorney and fees reviser s stamp summons and
for writs and docket with docket with
orders request assessed fees revised fees
Attorneys taxes collected Whnt of Wnt of
summons with | summons
paid attorneys | with paid
taxes allorneys
taxes
Return writ to plaintff or attorney with | Wnt of
a receipt summons with
pawd fees and
docs attached
Tax dept Coltection for 132 Set circut number | Wnt of Attorney returns original writ with Wnt with paid
Head tax dept and first heanng summons with paid fees to Taxes Dept head fees
date paid fees to Taxes Dept Head defines circuit Wit with set wnt with set
which number first heanng date and circunt clerk circut clerk
documents are returns onginal wrnt with set circuit and first and first
attached number and first heanng date to the hearing date hearing date
attorney
Calendar Set circutt 151 Receive civil / tax wnt of Calendar employee recewves wnt Case wnit with
number and case summons with docs docket and copy of the wnt and | a number and

first heanng
date

circuit number
and first
hearing date

records it in case receipt book and
defines case number

docs attached
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g‘éﬂ: Statgié)lzfore Conditi Objective Document statcl.;s;:'::fter
ons after
operation
Calendar employee records case on | Case wnt with
the calendar a number and
docs attached
Calendar employee delivers onginal Case wnt with
writ to plaintiff's 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 n 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 circult clerk 1in charge delivered to delivered to
circuit clerk circuit clerk
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Description of Civil case writ of summons
General Information

Formm code

Form name Civil case wnit of summons

Form type O Register or book Document or form O Box files

Function Information of case to be filed

Reason for using Civil Case filing

Employee filng the form Plaintff s attorney -~ fees assessor - Fees reviser - Collection employee —
employee in charge of setling heanng dates - Calendar employee - microfilm
employee — circuit clerk

Department where form is filled Outside the court - Fees assessment — fees revision - collection — setting heanng
dates - calendar — microfilm - circuit clerk

Form Detailed Description

Struglure [ vLandscape Portrait

Number of Pages One or more pages

Size Foolscap 3 poubte Foolscap O auarto O Harr quarto

Number of copies

Addtions O Duty stamp (non-governmental) O Stamps
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Description of Civil case writ of summons

Ser Item Nature Type Remarks
1 Court name Umque Literal Name of court before which case 1s filed
2 Date of wrif of summons Unique Date Date of filng the case
3 Plamtiff s name Unique Literal Names of all plaintffs
4 Plaintiff s address Unique Literal Addresses of all plaintffs
5 Plaintiff s occupation Umique Literal Occupation of all ptaintiffs
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 Qccupation of all defendants
9 Plamtiff s attorney s name and degree | Unique Literal Names of plaintiff's attorneys and their degree
10 | Wnt of summons Unique Literal LIS; of wnt of summons enclosures
1 Fees amount Unique Figures
12 Signature of fees assessor Umque Literal
13 Signature of fees reviser Unique Literal
14 Notation of collection dept Unique Literal
15 Crircuit number Unmique Literal
16 Date of first heanng Umque Date
17 Notation of microfilm Unique Literal
18 Notation of calendar employee Unique Literal
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Cycles Impacting Civil case writ of summons

Dept Preceding Cycle Current Cycle Current Cycle Form Status before the
Code cycle
Fees assessment 241 Fees assessment for wrnits and Open file
orders requests
Fees reviston Fees assessment for writs and orders requesls 251 Rewvision of assessed fees for whnt of summons and
writs and orders request docket with assessed fees
Collechion Revwision of assessed fees for wrils and orders 16-1 Collection for Civil dept Writ of summons and
request docket with revised fees
Collection Rewision of assessed fees for wnts and orders 16-5 Collection of attorney s taxes Wnt of summons and
request docket with revised fees
Setting heanng Coilection for Civil Dept 1741 Set a heanng date and circuit to Wnt of summons with paid
dates at Front deliberate the case fees and documents
Counter attached
Calendar Set a heanng date and circuit to deliberate the case 151 Receive civil / taxes case Wit of summons with paid

fees and documents
attached
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Operations done on Civil case writ of summons

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle gyc(:ile Statgs b'efore Conditi Objective Document sta::usc;fter
ode ycle ons after y
operation
Fees 24 1 Fees assessment Open file Fees assessor receives wnt of wnt of
assessment for wnits and orders summons and documents docket summons and
requests then he checks case value and type | documents
junsdiction and revises attorney s docket
information 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 attarney s taxes and | Wt of
altorney | recording it on the back of the last summons with
staxes | page of the case and it 1s taken into | assessed
due consideration if the plaintiff is an attorney s
attorney he s exempted from the taxes and
tax documents
attached
Deliver wnt of summons to wnt of
plaintif's attorney summons and
docket with

assessed fees
and attorney s
taxes
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g‘(’):’:: Statg; (:)Igfore Conditi Objective Document sta::;:z;fter
ons after
operation
1 there Return wnit of summons to plaintiffs | Refused wnit
IS a attorney of summons
mistake
2no Delver writ of summons to wnt of Wnt of
attorney | plaintff's attorney summons and | summaons
s taxes docket with and docket
due assessed fees | with
assessed
fees
Fees revision | Fees 251 Revision of whnt of Receive case with assessed fees Wt of
assessment assessed fees for summons and from plaintiff's attorney and revise summons and
for writs and writs and orders docket with assessed fees docket with
orders request assessed fees assessed fees
requests 1 there | Reassessment of fees on wnt of Wt of
Isa summons In accordance with Fees | summons and
mistake | Law docket with
assessed fees
1 Signature of fees reviser and What of Wt of
completi | stamping the writ of summons that | summons and | summons
on it has been revised then deliver it to | docket with and docket
plaintiff's attorney revised fees with revised
fees
Collection Revision of 161 | Collection for Cvil | Wt of Collector receive the wnt from the | Wt of
assessed fees dept summons and plaintff or hws 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
pad fees
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle Cycle Statgs blefore Condits Objective Document sta::u::: Iael'ter
Code ycle ons after y
operation
Return wnt of summons to plaintiff Wit of Whnt of
or his attorney with a receipt summons with | summons
paid fees and | with pad
documents fees and
attached documents
attached
Collection Rewvision of 16 5 Collection of wnt of Collector receives the wnit of Wit of
assessed fees attorney s taxes summons and summons from plaintff or s 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 Wnt to wnt to
summons with | summons
attorney s tax | with
pad attorney s tax
pad
Return wnit to ptaintiff or his Wit to Wnt to
attorney with a receipt summons with | summons
paid fees and | with pad
documents fees and
attached documents
attached
Setting hearing | Collection for 171 Set a heanng date | Wnt of Plaintiff s attorney delivers wnt with | Wnt with pad
dates at Front | Civil Dept and circuit to summons with paid fees to Civit Dept Deputy fees
Counter deliberate the case | paid fees and Cwvil Dept Deputy sets circurt Wt with set Whnt with set
documents number and date of first heanng circuit number | circuit
attached and gives onginal wiit with set and hearing number and
heanng date and circuit number to date hearing date

plantff's attorney
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g‘gg: Statg:(ngore Conditi Objective Document sta::;sc;fter
ons after
operation
Calendar Set a heanng 151 | Recewve cvil/taxes | Wnt of Calendar employee receives writ of | Wnt with case
date and case summans with summons and documents dackets | number and
circuit to paid fees and and copy of the writ of summons documents
deliberate the documents and record 1t in cases receipt book | altached
case attached then defines case number
Calendar employee records case in | Wnt with case
calendar number and
documents
attached
Calendar employee delivers onginal | Wnt with case
writ to plamntff's attorney and keeps | number and
copy of writ and documents docket | documents
attached
Calendar employee puts copy of Case file
the wnit 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 flle
case i cases Index recorded in
cases Index
Calendar employee delivers case Case file Case file
file to circuit clerk in charge delivered to delivered to
circult clerk circuil clerk
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Description of Commercial case writ of summons

General Information

Form code

Form name Commercial case wnit of summons

Form type O Register or book Document or form D Box files
Function Information of case to be filed

Reason for using

Commercial Case filing

Employee filing the form

Plaintiff s attorney — Commercial dept head Fees reviser — Collechion employee
— Calendar employee - microfilm employee — circuit clerk

Department where form s filled

Qutside the court - Commercial Dept — fees revision — collection - calendar -

microfilm — circust clerk

Form Detailled Description

Structure

O Landscape

Portrait

Number of Pages

One or more pages

Size Foolscap O poubte Foolscap O Quarto D Half quarto
Number of copies
Addtions O Duty stamp (non governmental) O Stamps
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Description of Commercial case writ of summons

Ser item Nature Type Remarks

19 | Court name Unique Literal Name of court before which case 1s filed
20 | Date of wnt of summons Unique Date Date of fihng the case

21 | Plaintff s name Unique Literal Names of all plaintiffs

22 | Plantiff s address Umique Literal Addresses of all plaintiffs

23 | Plaintff s occupation Unique Literal Occupation of all plaintiffs

24 | Defendant s name Unmique Literal Names of all defendants

25 | Defendant s address Unique Literal Addresses of all defendants

26 | Defendant s occupation Unique Literal Occupation of all defendants

27 | Plantff s attorney s name and degree | Unique Literal Names of plaintiff's attorneys and their degree
28 | Wat of summons Unique Lieral List of wnt of summons enclosures

29 | Fees amount Unique Figures

30 | Signature of fees assessor Unique Literal

3 Signature of fees reviser Unique Literal

32 | Notation of collection dept Unique Literal

33 | Circuit number Unique Literal

34 | Date of first heanng Unique Date

35 | Notation of microfilm Unique Literal

36 | Notation of calendar employee Unique Literal
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Cycles Impacting Commercial case writ of summons

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

Commercial Dept 1 1-10 Receive commercial case Open file

Head

Fees revision Receive commercial case 251 Rewision of assessed fees for Whnt of summons and

wnts and orders request docket with assessed fees
Collection Rewvision of assessed fees for wnits and orders 16 1 Collection for Commercial dept Whnt of summons and
request docket with revised fees
Collection Revision of assessed fees for writs and orders 16 5 Collection of attorney s taxes Wat 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 Receiwve commercial case 1-17 Define circut 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 Whnt of summons with a
number circut number
documents docket
documents and copy of the
writ
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Operations done on Commercial case writ of summons

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle Cycle Status before status after
Code Cycle Conditi Objective Dacument cycle
ons after
aperation
Commercial 1110 | Receive commercial | Open file Dept Head receives wnit of summons | Wnit of
Dept Head case and documents docket then he summons and
checks case value and type documents
junisdiction and revises attorney s docket
information  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
] 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 it1s taken into assessed
due consideration if the plaintiff 1s an attorney s
attorney he is exempted from the taxes and
tax documents
attached
Deliver wnt of summons to plantiffs | Wnt of
attorney summons and
docket with

assessed fees
and attorney s
taxes
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g\é(;l: Statgzngore Condit Objective Document sta::;scgfter
ons after
operation
1 there Return writ of summons to plaintiff's Refused writ
1S a attorney of summons
mistake
2no Deliver writ of summons to plaintiffs | Wnt of wWhnt of
altorney | attorney summons and | summons
s taxes docket with and docket
due assessed fees | with
assessed
fees
Fees revision | Recerve 251 Reviston of wnt of Receve case with assessed fees Wt of
commercial assessed fees for summons and from plaintiff's attorney and revise summeons and
case wrils and orders docket with assessed fees docket with
request assessed fees assessed fees
1 there Reassessment of fees on writ of wnt of
1S a summons In accordance with Fees summons and
mistake | Law docket with
assessed fees
1 Signature of fees reviser and Wnt of whnt of
completi | stamping the writ of summons that it summons and | summons
on has been revised then deliver it to docket with and docket
plaintiff's attorney revised fees with
assessed
fees
Coltection Rewvision of 16 1 Collection for Wt of Collector receive the writ from the wnt of
assessed fees commercial dept summons and plaintiff or his attorney and checks summons and
for wats and docket with fees revisers stamp dacket with
orders request assessed fees revised fees
Fees collection Whnt of
summons with
paid fees
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g)";j’: Statgs;:lgfore Conditi Objective Document sta::;i;fter
ons after
operation
Return wnt of summons to plamntiff or | Wnt of Whnt of
his attorney with a receipt summons with | summons
paid fees and | with pad
documents fees and
attached documents
aftached
Collection Revision of 165 | Collection for tax Wt of Collector receives the writ of Wt of
assessed fees dept summons and summons from plaintff or hus summons an
for wrils and docket with altorney and check fees reviser s docket with
orders request assessed fees stamp revised fees
Collection of attorneys tax Wnit to Wnt to
summons with | summons
attorney s tax | with
pad altorney s tax
pad
Return writ to plaintiff or hus altorney | Wnt to Wit to
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
Commeraal case summons with summons and documents dockets summons with
Dept paid fees and and copy of the wnit 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
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle gﬁ%‘: Statg::)lo;fore Condith Objective Document stag;i;ﬂer
ons after
operation
Calendar employee delivers case Wt of wnt of
and attachments to the plamntff s summons with | summons
altorney paid fees and | recorded n
documents the calendar
altached
commercial Receive 117 Define circuit Wt of Plaintff 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 Wit of Wnt of
calendar circuit and heanng date and delivers | summons with | summons
writ with case number and circunt case and with case
number to the attorney circunt and crrcuit
numbers numbers
Calendar Set circuit 162 Receive a Wit of Calendar employee receives writ of Wit 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 plaintff's 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 Wit of
cases receipt book and record circut | summons
number in the calendar doc Docket
and copy of
writ
Calendar employee delivers onginal | Wnt of
writ to the plaintff's attorney and summons with
keep copy of the case and docs the number
docket and docs
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle gﬁ:: Statgs;:)lzfore Conditi Objective Document sta::;s;;fter
ons after
operation
Calendar employee puts copy of the | Case file
wnit docs docket and docs in file
called case file
Calendar employee sends case file Case file
to microfilm
Calendar employee recetves case file | Case file
from 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
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Description of Bankruptcy case writ of summons
General Information

Form code

Form name Bankruptcy case writ of summons

Form type O Register or book | X] Document or form | OO 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 reviser —-
Collection employee - Calendar employee - microfiim employee —
circuit clerk

Department where form 1s filled Outside the court — Commercial Dept — fees revision — collection —
calendar — microfilm — circuit clerk

Form Detailed Description

Structure O Landscape Portrait

Number of Pages One or more pages

Size Foolscap O Double Foolscap 0O Quarto O Half quarto

Number of copies

Additions 0 Duty stamp (non-governmental) O Stamps
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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 1s filed

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

3 Plamntiff 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 Qccupation of all defendants

9 Plaintiff s attorney s name and degree | Umique Literal Names of plaintiff's attorneys and their degree
10 | What of summons Unique Literal List of wnt of summons enclosures

11 | Fees amount Unique Figures

12 | Signature of fees assessor Unique Literat

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 | Notation of microfilm Unique Literal

18 | Notation of calendar employee Unique Literal
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Cycles Impacting Bankruptcy case wnt of summons

Form Status before the

Dept Preceding Cycle Current Cycle Current Cycle
Code cycle
Commercial Dept 1110 Receive commercial case Open file
Head
Fees revision Receive commercial case 251 Revision of assessed fees for Whnt of summons and
writs and orders request docket with assessed fees
Collection Revision of assessed fees for writs and orders 16 1 Collection for Commercial dept Wt of summons and
request docket with revised fees
Collection Revision of assessed fees for wnts and orders 16 5 Collection of attorney s taxes Wit of summons and
request docket with revised fees
Calendar Collection for Commercial Dept 15-2 Receive bankrupicy case Wnt of summons with pard
fees and documents
attached
Commercial Dept Recerve commercial case 1-1-7 Define circuit number for a Whnt of summons recorded
Head commercial case in the calendar
Calendar Define circuit number for a commercial case 152 Recelve bankruptcy case Wnit of summons with a

number circut number
documents docket
documents and copy of the
writ
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Operations done on Bankruptcy case writ of summons

assessed fees
and attorney s
taxes

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g%‘:: Statgizifore Condity Objective Document statct;s;'z;fter
ons after
operation
Commercial 119 | Recewve bankruptcy | Open file Dept Head receves writ of summons | Wnt of
Dept Head case and documents docket then he summons and
checks case value and type documents
junisdiction and revises attorney s dockel
information plaintiffs names and attached
addresses defendants names and
addresses and assesses fees for the
writ of summons
1 no Fees assessment for the wnt of Wit 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 altorney s taxes and Whnt of
attorney | recording it on the back of the last summaons with
s laxes | page of the case and itis taken into assessed
due consideration if the plaintiff 1s an attorney s
attorney he 1s exempted from the taxes and
tax documents
attached
Deliver writ of summons to plaintiff s Whnt of
attorney summons and
docket with
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g‘éﬂ: Statg::'t;fore Conditi Objective Document sta::l;sc&ﬂer
ons after
operation
1 there Return wnit of summons to plaintiff's Refused writ
1S a attorney of summons
mistake
2no Deliver writ of summons to plantiffs | Wnt of Wt of
attorney | attorney summons and | summons
s taxes docket with and docket
due assessed fees | with
assessed
fees
Fees revision Receive 251 Revision of wnt of Receive case with assessed fees Wht of
commercial assessed fees for summons and from plaintiff's attorney and revise summons and
case wnits and orders docket with assessed fees docket with
request assessed fees assessed fees
1 there Reassessment of fees on wnit of Wt of
IS a summons In accordance with Fees summons and
mistake | Law docket with
assessed fees
1 Signature of fees reviser and Wnt of Wt of
completi | stamping the wnt of summons thatit | summons and | summons
on has been revised then dehver it to docket with and docket
plaintiffs attorney revised fees with
assessed
fees
Collection Reviston of 16 1 Collection for Wt of Collector receive the writ 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
paid fees
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g’;ﬂ: Statgingore Conditi Objective Document statcl;ilaefter
ons after
operation
Return wnt of summons to plaintiff or | Wit of Wt of
his attorney with a receipt summons with | summons
paid fees and | with paid
documents fees and
attached documents
attached
Collection Revision of 16 5 Collection of wnit of Collector receives the writ of Wit of
assessed fees attorney s taxes summons and summons from plamtff or his summons an
for wrils and docket with attorney and check fees revisers docket with
orders request revised fees stamp revised fees
Collection of attorneys tax Wht to Wt to
summons with | summons
attorney s tax | with
paid attorney s lax
paid
Return writ to plaintuff or his attorney | Whnt to Wnt to
with a receipt summons with | summons
paid fees and | with paid
documents fees and
attached documents
altached
Calendar Collection for 152 | Receive bankruptcy | Wnt of Calendar employee receives writ of | Wt of
Commercial case summons with summons and documents dockets summons with
Dept paid fees and and copy of the writ 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 Wit of
calendar summons with
pad fees and
documents
attached
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle (éy(;le Statgs :)':fore Condit Objective Document sta::uilzfter
ode y ons after y
operation
Calendar employee delivers case Wnt of Wnt of
and attachments to the plaintiff s summons with | summaons
attorney pad fees and recorded in
documents the calendar
attached
Commercial Recelve 117 Define circuit wnt of Plamntiff s attorney dehvers wit of Wt of
Dept Head commercial number for a SUmMMons summons to Commercial Dept Head | summons
case commercial case recorded in the Commercial Dept Head sets the Wnit of Wnit of
calendar circuit and heanng date and delivers | summons with | summons
writ with case number and circuit case and with case
number to the attorney circunt and circutt
numbers numbers
Calendar Define circuit 152 Recewve bankruptcy | Wnt of Calendar employee receives writ of wnt of
number for a case summons with summons with set circurt first summons with
commercial a number hearnng date and documents from case and
case circuit number plantiff's altorney and copy of the circuit
documents wit numbers doc
docket Docket docs

documents and
copy of the wnit

and copy of
wrnit of
summons
Calendar employee records case in Wht of
cases receipt book and record circuit | summons
number in the calendar doc Docket
and copy of
wnt
Calendar employee delivers onginal Wt of
writ to the plantiff's attorney and summons with
keep copy of the case and docs the number
docket and docs
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g‘éﬂ: Statgzngore Conditi Objective Document sta:;i;ﬂer
ons after
operation
Calendar employee puts copy of the | Case file
writ docs docket and docs in file
called case file
Calendar employee sends case file Case file
to microfilm
Calendar employee recelves case file | Case file
from 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 circurt clerk in charge delivered dehvered
ctrcunt clerk circutt clerk
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Description of Wnit of renewal of dismissed tax case
General Information

Form code

Form name Wit of renewal of dismissed tax case

Form type 0O Register or book Document or form | O 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 s filled Outside the court — Tax Dept - fees revision — collection — calendar
— circunt clerk

Form Detailed Description

Structure O Landscape Portrait

Number of Pages One or more pages

Size Foolscap O Double Foolscap O Quarto O Half quarto

Number of copies

Additions O3 Duty stamp (non-governmental) 0O Stamps
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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 wnit 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 plaintffs

5 Plaintiff s occupation Umque Literal Occupation of all plaintiffs

6 Defendant s name Unique Literal Names of all defendants

7 Defendant s address Umique Literal Addresses of all defendants

8 Defendant s occupation Unique Literal Qccupation of all defendants

9 Plaintff s attorney s name and degree | Unique Literal Names of plaintiff's attorneys and thetr degree

10 | Wnt of summons Unique Literal List of writ of summons enclosures

11 Fees amount Umque 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 Umique Literal

information
18 | Notalion of calendar employee Unigque Literal
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Cycles Impacting Wit of renewal of dismissed tax case

Dept Preceding Cycle Current Cycle Current Cycle Form Status before the
Code cycle
Circutt clerk 16-28 White case information on in development
documents submutted by htigants
Tax Dept Head Whnite case information on documents submitted by 135 Receive renewal or enhancement | Renewal wnt of summons
lihgants writs
Fees revision Recewve renewal or enhancement writs 251 Revision of assessed fees for Renewal wnt of summons
wrnits and orders request with assessed fees
Collection Revision of assessed fees for writs and orders 16 1 Collection for Tax dept Renewal wnt of summons
request with revised fees
Collection Revision of assessed fees for wnts and orders 16 5 Collection of attorney s taxes Renewal wnit of summons
request with revised fees
Tax Dept head Collection for Tax Dept 1-32 Set circuit number and first Renewal wnt of summons
heanng date recorded in the calendar
Calendar Set circutt number and first hearing date 1-55 Receive renewal or enhancement | Renewal writ of summons
wnits with case and circunt
number
Circuit clerk Receitve renewal or enhancement writs 1-6-2 Recetve writ of renewal of a Renewal wnt of summons
dismissed case recorded in the calendar
Archive Recelve wnit of renewal of a dismissed case 8-6 Delver renewed or enhanced Renewal wnit of summons
case recorded in the calendar
Circuit clerk Deliver renewed or enhanced case 162 Receive writ of renewal of a Renewal wnit of summons

dismissed case

recorded in the calendar
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Operations done on Writ of renewal of dismissed tax case

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle gﬁﬂ: Statgizzfore Conditi Objective Document sta::t;ili;fter
ons after
operation
Crircuit clerk 1628 Wiite case In development Circuit clerk writes information of Renewal wnit
mformation on case to be renewed on the new writ f
documents summons and delivers it to plaintiff or
submitted by his attorney
htigants
Tax Dept Whte case 135§ Receive renewal or | Renewal writ of Dept Head receives wnit of summons | Renewal writ
Head Information on enhancement writs | summons and signed by the circuit clerk with
documents the information clerk has recorded
submutted by 1no Fees assessment for the writ of Renewal wnit
higants 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 writ
attorney | recording it on the back of the last with assessed
s taxes | page of the wnit and it 1s taken into fees and
due consideration if the plaintff is an attorney s
attorney he 1s exempted from the taxes
tax
Deliver writ of summons to plaintiffs | Renewal writ
attorney with assessed
fees and
attorney s
taxes
1 there Return wnit of summons to plaintff's Refused
IS a attorney renewal writ
mistake

139




Document

Dept Preceding Current Current Cycle Document Operations done on the document
Cycle Cycle Statgs b|efore Condit Objective Document sta::uilz:ﬂer
Code ycle ons after y
operation
2no Deliver wnt of summons to plaintiff s Renewal wnt Renewal wnt
attorney | attorney with assessed | with
s taxes fees assessed
due fees
Fees revision | Receive 251 Revision of Renewal writ of Receive case with assessed fees Renewal writ
renewal or assessed fees for summons with from plaintff's 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
1sa summons In accordance with Fees with assessed
mistake | Law fees
1 Signature of fees reviser and Renewal writ Renewal writ
completi | stamping the wnit of summons thatit | with revised with revised
on has been revised then defiver it to fees fees
plaintiff's attorney
Collection Revision of 16 1 Collection for Tax Renewal writ of Collector recewve the writ from the Renewal writ
assessed fees dept summons with plaintiff or lus attorney and checks with revised
for writs and revised fees fees reviser s stamp fees
orders request Fees collection Renewal wnit
with paud fees
Return writ of summons to plaintff or | Renewal wnit Renewal wnit
his attorney with the receipt with paid fees | with pad
fees
Collection Revision of 16 5 Collection of Renewal writ of Collector recewves the writ of Renewal writ
assessed fees attorney s taxes summons with summons from plaintiff or his with revised
for wnits and revised fees attorney and check fees revisers fees
orders request stamp
Collection of attorneys tax Renewal writ Renewal wnit
with attorney s | with

tax pad

atlorney s tax
paid
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the calendar
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle gzﬂg Statgs;‘ngore Condit Objective Document Stat;;i;ﬂer
ons after
operation
Return writ to plaintiff or his attorney | Renewal wnt Renewal writ
with a receipt with paid fees | with paid
fees
Tax Dept Collection for 132 | Setcrcuit number | Renewal writ of Plaintiff s attorey delivers writto the | Wnt of
head Tax Dept and first heanng summons civit dept deputy summons
date recorded in the Commercial Dept Head sets a circuit | Renewal wnit Renewal wnit
calendar and date of hearng roll then defivers | 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 wnit of Calendar employee receives wiit of | Renewal wiit
number and enhancement wnts | summons with summons from plaintiff's attorney with case and
first heanng case and circuit with set circuit number and first circuit number
date number hearing date
Calendar employee records case in Renewal wnit
calendar with the new case number recorded In
the calendar
Calendar employee delivers wnit to Renewal writ Renewal wnt
circuit clerk in charge recorded in recorded in
the calendar the calendar
Circuit clerk Receive 162 | Recewve wrt of Renewal wnit of Circuit clerk receives writ from the Renewal writ
renewal or renewal of a SUMIMONS calendar employee and heads to recorded in
enhancement dismissed case recorded in the Archive Dept to seek the onginal the calendar
writs calendar case file
Archive Receive writ of 86 Deliver renewed or | Renewal wnit of Upon request from circuit clerk Renewal wnt
renewal of a enhanced case SUMMons Archive clerk takes out the case file recorded in
dismissed recorded In the from the archive box-files the calendar
case calendar Delivery of case file to circuit clerk Renewal writ Renewal wiit
recorded in recorded Iin

the calendar
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Document

Dept Preceding Current Current Cycle Document Operations done on the document
Cycle Cycle Status before status after
Code Cycle Conditi Objective Document cycle
ons after
operation
Circuit clerk Deliver 162 Recelve wnit of Renewal wril of Circut clerk attaches renewal writ to | Case file Case file
renewed or renewal of a summons the case file and records case n
enhanced dismissed case recorded in the hearing agenda in the page of the
case calendar first heanng date
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Description of Writ of renewal of dismissed civil case
General Information

Form code

Form name Wit of renewal of dismissed civil case

Fom type O Register or book Document or form [ Box files

Function information of case to be renewed

Reason for using Renew dismissed civil case

Employee filing the form Plaintiff's attorney — fees assessor - Fees reviser — Collection
employee — employee in charge of setting hearing dates —
calendar employee - circuit clerk

Department where form is filled Outside the court — fees assessment — fees revision — collection —
setting hearing dates - calendar — circuit elerk

Form Detailed Description

Structure O Landscape X Portrait

Number of Pages One or more pages

Size Foolscap 0O Double Foolscap [ quarte Half quarlo

Number of coptes

Additions [ Duty stamp (non-governmental) 0O Stamps
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Description of Information in Wit of renewal of dismissed civil case

Ser Item Nature Type Remarks
1 Court name Unique Literal Name of court before which case s filed
2 Date of wnit of summons Unique Date Date of filing the case
3 Plaintiff s name Unique Literal Names of all plaintiffs
4 Plaintff s address Unique Literal Addresses of all plaintffs
5 Plaintiff s occupation Unique Literal Occupation of all plaintiffs
6 Defendant s name Unique Literal Names of all defendants
7 Defendant s address Unigue 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 Wit of summons Unique Literal List of writ of summons enclosures
11 Fees amount Unique Figures
12 Signature of fees assessor Umque Literal
13 Signature of fees reviser Unique Literal
14 Notation of collection dept Unique Literal
15 Circult number Umque Literal
16 Date of first heanng Umque Date
17 Signature of circuit clerk on the Unique Literal
mnformation
18 Notation of calendar employee Unique Literal
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Cycles Impacting Writ of renewal of dismissed civil case

Dept Preceding Cycle Current Cycle Current Cycle Document Status
Code before the cycle
Circuit clerk 1628 Whnte case information on In development
documents submitted by litigants
Fees assessment White case information on 24 1 Assess fees for writs of summons | Renewal wnt of
documents submitted by liigants and orders requests summons
Fees revision Assess fees for wnits of summons 25-1 Revision of assessed fees for Renewal wnit with
and orders requests writs and orders request assessed fees
Collection Revision of assessed fees for writs 16-1 Collection for Civil dept Renewal wnt with
and orders request revised fees
Collection Revision of assessed fees for writs 16 5 Collection of attorney s taxes Renewal wnt with
and orders request revised fees
Setling hearing Collection for Civit Dept 1741 Set circuit number and first Renewai writ
dates hearing date recorded in the
calendar
Calendar Set arcuit number and first hearing 155 Receive renewal or enhancement | Renewal writ with
date writs case and circuit
number
Circutt clerk Receive renewal or enhancement 16-2 Receive writ of renewal of a Renewal wnt
writs dismissed case recorded in the
calendar
Archive Recetve writ of renewal of a 86 Deliver renewed or enhanced Renewal wnit
dismissed case case recorded in the
calendar
Circuit clerk Deliver renewed or enhanced case 162 Receive writ of renewal of a Renewal wnit
dismissed case recorded in the
calendar
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Operations done on Writ of renewal of dismissed civil case

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle Cycle Statgs b'efore Condits Objective Document sta::uilifter
Code ycte ons after y
operation
Circuit clerk 1628 Write case in development Crrcuit clerk writes information of Renewal writ
information on case to be renewed on the new writ
documents of summons and delivers it to plantiff
submitted by or his attorney
Iigants
Fees Whnte case 24 1 Assess fees for writs | Renewal writ of Fees assessor receives wnt of Renewal writ
assessment information on of summons and summons summons and signed by the circurt
documents orders requests clerk with the information clerk has
submutted by recorded
litigants 1no Fees assessment for the wnt of Renewal writ
mistake | summons and recording this on the of summons
s back of the last page of writ with assessed
fees
2 Assessment of attorney s taxes and Renewal writ
attorney | recording it on the back of the last with assessed
s taxes page of the writ and it is taken into fees and
due consideration if the plaintiff 1s an attorney s
attorney he s exempted from the taxes
tax
Deliver writ of summons to plaintiffs | Renewal wnt
attorney with assessed
fees and
attorney s
taxes
1 there Return writ of summons to plamntff's Refused
1S a attorney renewal wnif
mistake
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g‘gg: Statgi‘g;efore Conditi Objective Document statct;i;fter
ons after
operation
2no Deliver writ of summons to plaintiffs | Renewal writ Renewal writ
attorney | attorney with assessed | with
s taxes fees assessed
due fees
Fees revision | Assess fees 251 Rewvision of Renewat writ Receive wnit with assessed fees from | Renewal writ
for writs of assessed fees for | with assessed plaintiff's attorney and revise with assessed
summons and writs and orders fees assessed fees fees
orders request 1there | Reassessment of fees on wrnit of Renewal writ
requests IS a summons in accordance with Fees with assessed
mistake | Law fees
1 Signature of fees reviser and Renewal wnt Renewal writ
completi | stamping the wnt of summons that it | with revised with revised
on has been revised then deliver it to fees fees
plaintiff's attorney
Collection Reviston of 161 | Collection for Cvil | Renewal wnt Collector receive the writ from the Renewal writ
assessed fees dept with revised plaintiff or his attorney and checks with revised
for writs and fees fees reviser s stamp fees
orders request Fees collection Renewal wnit
with paid fees
Return wnit of summons to plaintiff or | Renewal wnit Renewal wint
tus 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 wnits and fees attorney and checks fees revisers fees
orders request stamp
Collection of attorneys tax Renewal writ Renewal wnit
with attorney s | with

tax paid

attorney s tax
paud
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Document

Dept Preceding Current Current Cycle Document Operations done on the document
Cycle Cycle Statgs blefore Condit Objective Document statcusélz;fter
Code ycte ons after ¥
operation
Return writ to plantiff or his attorney | Renewal wnit Renewal writ
with a receipt With paid fees | with pad
fees
Setting hearing | Collection for 171 | Setcrcut number | Renewal wnt Plaintff s attorney delivers writ to the | Wnt of
dates Cwvil Dept and first heanng recorded in the civil dept_deputy summons
date calendar Commercial Dept Head sets a circuit | Renewal writ Renewal wnit
and date of hearing roll then delivers | with case and | with case
writ with case and circut numbers to | circut and circuit
the atiorney numbers numbers
Calendar Set circuit 155 | Recewe renewal or | Renewal wnt Calendar employee receives writ of | Renewal writ
number and enhancement wiits | with case and summons from plantiff's attorney with case and
first heaning circuit number with set circuit number and first circuit
date hearing date numbers
Calendar employee records case in Renewal wnt
calendar with the new case number recorded in
the calendar
Calendar employee delivers wnt to Renewal wnt Renewal wnit
circuit clerk in charge recorded in recorded in
the calendar the calendar
Circunt clerk Receive 162 Receive writ of Renewal writ Circunt clerk receives wnit from the Renewal wnit
renewal or renewal of a recorded in the calendar employee and heads to recorded in
enhancement dismissed case calendar Archive Dept to seek the onginal the calendar
wrils case file
Archive Receive writ of 86 Deliver renewed or | Renewal wnit 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 writ Renewal wnt
recorded in recorded in

the calendar

the calendar
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle Cycle Status before status after
Code Cycle Conditi Objective Document cycle
ons after
operation
Circuit clerk Deliver 162 Receive writ of Renewal writ 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
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Description of Writ of renewal of dismissed commercial case
General Information

Form code

Form name Wit of renewal of dismissed commercial case

Form type [ register or book Document or form O Box files
Function Information of case to be renewed

Reason for using

Renew dismissed commercial case

Employee filing the form

Plaintiff's attorney — Commercial Dept Head - Fees reviser —
Collection employee ~ calendar employee - circuit clerk

Department where form s filled

Qutside the court — Commercial Dept - fees revision — collection
—calendar - circuit clerk

Form Detailed Description

Structure

[ Landscape

Portrait

Number of Pages

One or more pages

Size

Foolscap [J Double Foolscap O auarto

D Half quarto

Number of copies

Additions

3 Duty stamp (non-governmental) [J Stamps
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Descfription 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 1s filed

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

3 Plaintff s name Unique Literal Names of all ptaintiffs

4 Plaintiff s address Unique Literal Addresses of all plaintiffs

5 Plaintiff s occupation Unique Literal Occupation of ali 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 Planuff s attorney s name and degree | Unique Literal Names of plaintiff's attorneys and their degree
10 | Whnt of summons Unique Literal List of wnit 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 Umique Literal

16 | Date of first heanng Unique Date

17 | Signature of circuit clerk on the Unique Literal

tinformation
18 | Notation of calendar employee Unique Literal
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Cycles Impacting Wnit of renewal of dismissed commercial case

Dept Preceding Cycle Current Cycle Current Cycle Document Status
Code before the cycle
Circuit clerk 1628 Whnie case information on In development
documents submitted by litigants
Commercial Dept Wnte case information on 115 Receive wnits of renewal or Renewal wnt of
Head documents submitted by htigants enhancement summons
Fees revision Receive writs of renewal or 251 Rewvision of assessed fees for Renewal wnit with
enhancement writs and orders request assessed fees
Collection Rewvision of assessed fees for writs 16 1 Collection for Commercial dept Renewal writ with
and orders request revised fees
Collection Rewvision of assessed fees for wnits 16 5 Collection of attorney s taxes Renewal writ with
and orders request revised fees
Commercial Dept Collection for Commercial Dept 117 Set arcuit number and first Renewal wnit
head hearing date recorded in the
calendar
Calendar Set arcuit number and first hearing 155 Receive renewal or enhancement | Renewal writ with
date writs case and circuit
number
Circunt clerk Receive renewal or enhancement 16-2 Receive writ of renewal of a Renewal writ
writs dismissed case recorded in the
calendar
Archive Receive writ of renewal of a 86 Deliver renewed or enhanced Renewal wnit
dismissed case case recorded 1n the
calendar
Circuit clerk Deliver renewed or enhanced case 162 Recetve wnit of renewal of a Renewal writ
dismissed case recorded in the
calendar
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Operations done on Writ of renewal of dismissed commercial case

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g‘g:: Statgs;:)lzfore Conditi Objective Document statcn;s::l:fter
ons after
operation
Circuit clerk 1628 | Wnte case In development Circuit clerk wnites information of Renewal wnit
information on case to be renewed on the new wnt
documents of summons and delivers it to plaintiff
submitted by or his attorney
htigants
Commercial Write case 115 | Recewe writs of Renewal wnit of Dept head receives writ of summons | Renewal wnit
Dept Head mnformation on renewal or summons and signed by the circuit clerk with
documents enhancement the information clerk has recorded
submitted by 1no Fees assessment for the wnt of Renewal writ
Iiigants mistake | summons and recording this on the of summons
5 back of the last page of wnit with assessed
fees
2 Assessment of attorney s taxes and Renewal wnit
attorney' | recording it on the back of the last with assessed
s taxes | page of the writ and # is taken into fees and
due consideration if the plaintff 1s an attorney s
attorney he s exempted from the taxes
tax
Deliver writ of summons to plaintiff s Renewal wiit
attorney with assessed
fees and
attorney s
taxes
1 there Return wnit of summons to plaintiff's Refused
1S a attorney renewal wnit
mistake
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle Cycle Statgs blefore Condit Objective Document sta::ui;ﬂer
Code ycle ons after y
operation
2no Delver writ of summons to plainbffs | Renewal writ Renewal writ
attorney | attorney with assessed | with
s taxes fees assessed
due fees
Fees revision | Receive writs 25 1 Revision of Renewal writ Receive wnt with assessed fees from | Renewal wnit
of renewal ar assessed fees for with assessed plaintff's attorney and revise with assessed
enhancement wrils and orders fees assessed fees fees
request 1 there Reassessment of fees on wnit of Renewal wnt
Isa summons in accordance with Fees with assessed
mistake | Law fees
1 Signature of fees reviser and Renewal wnit Renewal wnt
completi | stamping the writ of summons thatit | with revised with revised
on has been revised then dehver it to fees fees
plaintiff's attorney
Collection Revision of 16 1 Collection for Renewal wnit Collector receive the writ from the Renewal writ
assessed fees Commercial dept with revised plaintiff or his attorney and checks with revised
for wnits and fees fees reviser s stamp fees
orders request Fees collection Renewal writ
with paid fees
Return wnit of summons to plaintiff or | Renewal writ Renewal wnt
his attorney with the receipt with paid fees | with pad
fees
Collection Revision of 16 5 Collection of Renewal writ Collector receives the wnit of Renewal wnt

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 wnt
with attorney s | with
tax pad attorney s tax
paid
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle (é){)‘:il: Statgs;zzfore Condit Objective Document statcl;i;fter
ons after
operation
Return wnit to plaintiff or his attorney | Renewal wnit Renewal writ
with a receipt With paid fees | with paid
fees
Commercial Collection for 117 Set circuit number Renewal wnt Plaintiff s attorney delivers wnit to the | Wnit 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 wiit
and date of heanng roll then delivers | with case and | with case
writ with case and circuit numbers to | circuit and circuit
the attorney numbers numbers
Calendar Set circuit 155 | Recewe renewal or | Renewal writ Calendar employee receves wnt of | Renewal writ
number and enhancement writs | with case and summons from plaintiff's attorney with case and
first heanng circuit number with set circuit number and first circult
date hearning 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 writ
circuit clerk in charge recorded in recorded In
the calendar the calendar
Circuit clerk Recewve 162 | Receive writ of Renewal writ Circut clerk receives writ from the Renewal writ
renewal or renewal of a recorded in the calendar employee and heads to recorded In
enhancement dismissed case calendar Archive Dept to seek the onginal the calendar
wrils case file
Archive Receive writ of 86 Deliver renewed or | Renewal writ Upon request from circuit clerk Renewal wnit
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 wnit Renewal writ
recorded in recorded in
the calendar the calendar
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Document

Dept Preceding Current Current Cycle Document Operations done on the document
Cycle Cycle Status before status after
Code Cycle Condits Objective Document cycle
ons after
operation

Circuit clerk Deliver 162 Receive wnit of Renewal writ Circunt clerk attaches renewal wntto | Case file Case file
renewed or renewal of a recorded 1 the the case file and records case in
enhanced dismissed case calendar heaning agenda in the page of the
case first heanng date
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Description of Wnit of enhancement of stalled or abandoned tax case -
General Information

Form code

Form name Wit of enhancement of stalled tax case

Form type | Register or book Document or form [ 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 x Portrait

Number of Pages One or more pages

Size X1 Foolscap O Double Foolscap O Quarto O Half quarto

Number of copies

Additions O Duty stamp (non-governmental) O Stamps
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Description 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 1s filed
2 Date of writ of summons Unique Date Date of filing the case
3 Plaintiff s name Umq’ue Literal Names of all plaintiffs
4 Plantiff s address Unique Literal Addresses of all plantiffs
5 Plaintiff s occupation Umque Literat Occupation of all plantiffs
6 Defendant s name Unique Literal Names of all defendants
7 Defendant s address Umque Literal Addresses of all defendants .
8 Defendant s occupation Unique Literal Occupation of all defendants
9 Plaintiff s attorney s name and degree | Umque Literal Names of plaintiff's attorneys and their degree
10 Wit of summons Unique Literal List of wnit 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 Umque Literal
15 | Circut 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
18
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Cycles Impacting Wnit of enhancement of stalled or abandoned tax case

stalled or abandoned case

Dept Preceding Cycle Current Cycle Current Cycle Document Status
Code before the cycle
Circuit clerk 1628 Whnte case information on In development
documents subrmutted by iigants
Tax Dept Head Wnie case information on 135 Receive wnits of renewal or Enhancement writ
documents subnutted by liigants enhancement of summons
Fees revision Receive wnits of renewal or 25-1 Rewision of assessed fees for Enhancement writ
enhancement writs and orders request with assessed fees
Collection Rewvision of assessed fees for wnits 161 Collection for Tax dept Enhancement writ
and orders request with revised fees
Collection Reviston of assessed fees for writs 16-5 Collection of attorney s taxes Enhancement writ
and orders request with revised fees
Tax Dept head Collectton for Commercial Dept 1-3 2 Set circuit number and first Enhancement wnit
hearing date recorded in the
calendar
Calendar Set circuit number and first hearing 1-5 5§ Receive renewal or enhancement | Enhancement wnit
date writs with case and
circuit number
Circuit clerk Recewve renewal or enhancement 163 Receive writ of enhancement of a | Enhancement writ
writs 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 in the
calendar
Circuit clerk Deliver renewed or enhanced case 1-6 3 Receive wnt of renewal of a Enhancement wnt

recorded in the
calendar
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Operations done on Wnit of enhancement of stalled or abandoned tax case

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle Cycle Statgs blefore Condit Objective Document sta::us(:':fter
Code ycle ons after ¥
operation
Circurt clerk 1628 | Wnte case In development Circuit clerk wntes information of Enhancement
information on case to be enhanced on the new writ | wnt
documents of summons and delivers it to plaintff
submitled by or his attorney
htigants
Tax Dept Wrte case 135 | Receve wnts of Enhancement Dept head receves writ of summons | Enhancement
Head information on renewal or writ of and signed by the circuit clerk with wnt
documents enhancement SUMMONS the information clerk has recorded
submitted by 1no Fees assessment for the wnt of Enhancement
liigants mistake | summons and recording this on the writ of
S back of the last page of writ summeons with
assessed fees
2 Assessment of attorney s taxes and Enhancement
attorney | recording it on the back of the last wnit with
s taxes page of the wnit and it 1s taken into assessed fees
due consideration if the plaintff1s an and attorney s
attorney he s exempted from the taxes
tax
Deliver wnit of summons to plaintiffs | Enhancement
attorney writ with
assessed fees
and attorney s
taxes
1 there Return wnit of summons to plaintff's Refused
IS a attorney enhancement
mistake writ
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle gﬁ: Statgz(ngore Conditi Objective Document statct;i;fter
ons after
operation
2no Deliver wnit of summons to plantiffs | Enhancement | Enhancemen
attorney | attorney writ with t wnt with
s taxes assessed fees | assessed
due fees
Feesrevision | Recewe wrils 251 | Rewision of Enhancement Receive writ with assessed fees from | Enhancement
of renewal or assessed fees for | wnt with plaintiff's atlorney and revise writ with
enhancement writs and orders assessed fees assessed fees assessed fees
request 1 there | Reassessment of fees on wnt of Enhancement
Isa summons In accordance with Fees wnt with
mistake | Law assessed fees
1 Signature of fees reviser and Enhancement | Enhancemen
completi | stamping the wnit of summons thatit | writ with twnt with
on has been revised then deliver it to revised fees revised fees
plaintff's attorney
Coliection Rewvision of 161 | Collection for Tax | Enhancement Collector recewve the writ from the Enhancement
assessed fees dept wnit with plaintiff or us attorney and checks wnt with
for writs and revised fees fees reviser s stamp revised fees
orders request Fees collection Enhancement
writ with paid
fees
Return wnit 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 wiit with summons from plaintff or his writ with
for writs and revised fees attorney and checks fees reviser s revised fees
orders request stamp
Collection of attorneys tax Enhancement | Enhancemen
wnt with t wnt with

attorney s tax
paud

attorney s tax
paid

161

U



Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle ((‘,:ycdle Statgs b'efore Condit Objective Document statcui'e;fter
ode ycle ons after y
operation
Return writ to plaintiff or hus attorney | Enhancement | Enhancemen
with a receipt writ t writ
With paid fees | with pard
fees
Tax Dept Collection for 132 Set circult number Enhancement Plaintiff s attorney delivers writ to the | Wnt of
head Commercial and first heanng writ recorded in cvil dept_deputy summons
Dept date the calendar Commercial Dept Head sets a circuit | Enhancement | Enhancemen
and date of heanng roll then delivers | wnt with case | t wnt with
writ with case and circuit numbers to | and circuit case and
the attorney numbers circunt
numbers
Calendar Set circut 155 Recewe renewal or { Enhancement Calendar employee receives wnt of Enhancement
number and enhancement writs | writ with case summons from plaintiff's attorney wnit with case
first heanng and circutt with set circuit number and first and circuit
date number heanng date numbers
Calendar employee records case In Enhancement
calendar with the new case number writ recorded
in the calendar
Calendar employee delivers writ to Enhancement | Enhancemen
circurt clerk in charge wrnit recorded t wnt
in the calendar | recorded in
the calendar
Circutt clerk Recelve 163 | Receve wnit of Enhancement Circunt clerk receives wnit from the Enhancement
renewal or enhancement of a writ recorded n calendar employee and heads to writ recorded
enhancement stalled or the calendar Archive Dept o seek the onginal in the calendar
writs abandoned case case file
Archive Receive writ of 86 Delver renewed or | Enhancement Upon request from circuit clerk Enhancement
enhancement enhanced case writ recorded in Archive clerk takes out the case file wnit recorded
of a stalled or the calendar from the archive box files in the calendar
abandoned
case

A em g En Nk am By
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle Cycle Status before status after
Code Cycle Conditi Objective Document cycle
ons after
operation
Archive clerk opens a sub file on Enhancement
which circuit clerk signs of receipt of | wnit recorded
case file in the calendar
Delivery of case file {o circuit clerk Enhancement | Enhancemen

and puts sub-file in place of case file | wnt recorded twrit
in the calendar | recorded in
the calendar

Circuit clerk Deliver 163 Recejve wnt of Enhancement Circuit clerk attaches renewal writto | Case file Case file
renewed or renewal of a stalled | wnit recorded in the case file and records case in
enhanced or abandoned case | the calendar hearning agenda in the page of the
case first heanng date
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Description of Writ of enhancement of stalled or abandoned civil case

General Information

Form code

Form name Wit of enhancement of stalled civil case

Form type | Register or book Document or form O Financiat Archive
Function Information of case to be enhanced

Reason for using

Enhance stalled or abandoned civil case

Employee filing the form

Plaintiff s attorney ~ fees assessor - Fees reviser — Collection
employee — employee in charge of setting hearing dates -
calendar employee - circuit clerk

Department where form s filled

Outside the court — Fees assessment — fees revision — collection
- setting hearing dates — calendar — circuit clerk

Form Detailed Description

Structure

O Landscape Portrait

Number of Pages

One or more pages

-l N s Em e .

Size Foolscap O Double Foolscap O Quarto 0 Half quarto
Number of copies
Additions [0 Duty stamp (non-governmental) O Stamps
164
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Description of Information in Writ of enhancement of stalled or abandoned civil case

Ser item Nature Type Remarks
1 Court name Unique Literat Name of court before which case 1s filed
2 Date of wnit of summons Unique Date Date of filing the case
3 Plaintiff s name Unique Literal Names of all plaintffs
4 Plaintiff s address Unmique Literal Addresses of all plaintiffs
5 Plantiff 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 Plamtiff s attorney s name and degree | Unique Literal Names of plaintiff's attomeys and their dégree
10 | wat of summons Umque Literal List of wnit of summons enclosures
11 Fees amount Umque Figures
12 | Signature of fees assessor Umique Literal
13 | Signature of fees reviser Unigue Literal
14 | Notation of collection dept Unmique Literal
15 | Circuit number Umque Literal
16 | Date of first heanng Umque Date
17 | Signature of circurt clerk on the Unique Literal
information
18 | Notation of calendar employee Unique Literal

16>



Cycles Impacting Wrnit of enhancement of stalled or abandoned civil case

Dept

Preceding Cycle

Current Cycle

Current Cycle

Document Status

Code before the cycle
Circunt clerk 1628 Write case information on in development
documents submitted by liigants
Fees assessment Wrnite case information on 24 1 Fees assessment for writs of Enhancement writ
documents submitted by htigants summons and orders requests of summons
Fees revision Fees assessment for wrnits of 251 Reviston of assessed fees for Enhancement wnt
summons and orders requests writs and orders request with assessed fees
Collection Rewvision of assessed fees for wnis 16 1 Collection for Civil dept Enhancement writ
and orders request with revised fees
Collection Revision of assessed fees for wnts 16 5 Collection of attorney s taxes Enhancement writ
and orders request with revised fees
Setting hearning Collection for Civil Dept 171 Set circutt number and first Enhancement writ
dates heanng date recorded in the
calendar
Calendar Set arcuit number and first hearing 155 Receive renewal or enhancement | Enhancement writ
date writs with case and
circuit numbers
Circuit clerk Recewe renewal or enhancement 163 Receive writ of enhancement of a | Enhancement writ
writs stalled or abandoned case recorded in the
calendar
Archive Receive writ of enhancement of a 86 Delver renewed or enhanced Enhancement wnt
stalled or abandoned case case recorded in the
calendar
Circunt clerk Deliver renewed or enhanced case 163 Receive wnit of renewal of a Enhancement writ
stalled or abandoned case recorded in the
calendar
166
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Operations done on Writ of enhancement of stalled or abandoned civil case

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g‘éﬂ: Statgié)lzfore Condits Ohjective Document statc(;s::::fter
ons after
operation
Circuit clerk 1628 | wnte case in development Circunt clerk wnites information of Enhancement
information on case to be enhanced on the new wrnit | writ
documents of summons and delivers it to plaintff
submitted by or hus attorney
liigants
Fees Write case 24 1 Fees assessment Enhancement Fees assessor receves wnt of Enhancement
assessment information on for writs of writ of summons and signed by the circuit wnt
documenls summons and summons Clﬁl’k W“h ihe ll'\formallon C|erk haS
submitied by orders requests recorded _
htigants 1no Fees assessment for the writ of Enhancement
mistake | summons and recording this on the writ of
S back of the last page of writ 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 wit of summons to plaintiff s | Enhancement
attorney writ with
assessed fees
and attorneys
taxes
1 there Return wnt of summons to plaintiff s Refused
Isa altorney enhancement
mistake writ
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Document

Dept Preceding Current Current Cycle Document Operations done on the document
Cycle ((:;)éi:: Statgzé)lzfore Conditi Objective Document stail;’iliﬂer
ons after
operation
2no Dehliver writ of summons to plaintiff s Enhancement | Enhancemen
attorney | attorney wnit with t wnt with
s taxes assessed fees | assessed
due fees
Fees revision Fees 25 1 Reviston of Enhancement Receive wiit with assessed fees from | Enhancement
assessment assessed fees for writ with plaintiff's attorney and revise writ with
for writs of writs and orders assessed fees assessed fees assessed fees
summons and request 1 there Reassessment of fees on writ of Enhancement
orders IS a summons in accordance with Fees wnit with
requests mistake | Law assessed fees
1 Signature of fees reviser and Enhancement | Enhancemen
completi | stamping the wnit of summons thatit | wnt with t writ with
on has been revised then delver it to revised fees revised fees
plaintff's attorney
Collection Revision of 16 1 Collection for Civil | Enhancement Collector receive the writ from the Enhancement
assessed fees dept wnit with plaintiff or his attorney and checks writ with
for wnts and revised fees fees reviser s stamp revised fees
orders request Fees collection Enhancement
writ with paid
fees
Return wnit of summons to plaintff or | Enhancement | Enhancemen
hus attorney with the receipt writ with paid t writ with
fees paid fees
Collection Revision of 165 Collection of Enhancement Collector receives the wnit of Enhancement
assessed fees altorney s taxes writ with summons from plaintff or his wnit with
for wnts and revised fees attorney and checks fees reviser s revised fees
orders request stamp
Collection of attorneys tax Enhancement | Enhancemen
writ with t writ with

attorney s tax
paid

attorney s tax
paid
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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 ons after cycle
operation
Return wnit to ptaintff or his attorney | Enhancement | Enhancemen
with a receipt wnt t wnt
With pad fees | With paid
fees
Setting hearing | Collection for 171 | Setarcut number | Enhancement Plaintiff s attorney delivers wnt to the | Wit of
dates Civil Dept and first heanng writ recorded in civil dept_deputy Summons
date the calendar Commercial Dept Head sets a circutt | Enhancement | Enhancemen
and date of hearing roll then delivers | wnt with case | t wrnit with
writ with case and circuit numbers to | and circuit case and
the attorney numbers crreuit
numbers
Calendar Set circuit 155 | Recewve renewal or | Enhancement Calendar employee receives writ of | Enhancement
number and enhancement writs | writ with case summons from plaintiff's attorney writ with case
first heanng and circuit with set circuit number and first and circuit
date numbers hearing date numbers
Calendar employee reécords case in Enhancement
calendar with the new case number writ recorded
in the calendar
Calendar employee delivers writ to Enhancement | Enhancemen
cireunt clerk in charge writ recorded t writ
in the calendar | recorded in
the calendar
Circutt clerk Recelve 163 | Receive writ of Enhancement Circuit clerk receives writ from the Enhancement
renewal or enhancement ofa | wnit recorded in calendar employee and heads to wnit recorded
enhancement sla"ed or the Calendar AfChlve Dept lO seek the Onglnal n lhe Calendar
writs abandoned case case file
Archive Receive writ of 86 Deliver renewed or | Enhancement Upon request from circuit clerk Enhancement
enhancement enhanced case wrnit recorded n ArChIVe Clerk takes out lhe case file writ recorded
of a stalled or the calendar from the archive box-files in the calendar
abandoned
case

16Y




Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g{ﬂ: Statlcj:z:)‘zfore Condity Objective Document statcl;i'zﬂer
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 | writ recorded t wnit
in the calendar | recorded in
the calendar
Crrcuit clerk Deliver 163 Receive writ of Enhancement Circurt clerk attaches renewal writ to | Case file Case file
renewed or renewal of a stalled | writ 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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Descniption of Writ of enhancement of stalled or abandoned commercial case
General Information

Form code
Form name Wit of enhancement of stalled commercial case
Form type O Register or book | 1 Document or form | O 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 reviser —
Collection employee —calendar employee - circuit clerk
Department where form s filled Outside the court — Commercial Dept — fees revision — collection
-~ calendar — circuit clerk
Form Detailed Description
Structure O Landscape Portrait
Number of Pages One or more pages
Size Foolscap O Double Foolscap O Quarto O Half quarto

Number of coples

Additions O Duty stamp (non-governmental) O Stamps
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Description of Information in Writ of enhancement of stalled or abandoned commercial case

Ser Item Nature Type Remarks
1 Court name Unique Literal Name of court before which case s filed
2 Date of writ of summons Unique Date Date of fiing the case
3 Plaintff s name Unique Literal Names of all plaintiffs
4 Plaintiff s address Unmique 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 Unmique Lieral Occupation of all defendants
9 Plaintiff s attorney s name and degree | Unique Literal Names of plaintiff's attorneys and their degree
10 Wrnit of summons Unique Literal List of wnt of summons enclosures
11 Fees amount Unigue Figures
12 | Signature of fees assessor Umque Lteral
13 Signature of fees reviser Unique Literal
14 Notation of collection dept Unique Literal
15 Circurt number Unique Literal
16 Date of first heanng Unique Date
17 Signature of circuit clerk on the Unique Lteral
information
18 Notation of calendar employee Unique Literal
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Cycles Impacting Writ of enhancement of stalled or abandoned commercial case

stalled or abandoned case

Dept Preceding Cycle Current Cycle Current Cycle Document Status
Code before the cycle
Circuit clerk 1628 Wnte case information on In development
documents submitted by litigants
Commercial dept Whnte case information on 1-1-5 Receive renewal or enhancement | Enhancement writ
Head documents submitted by hitigants writs of summons
Fees revision Receive renewal or enhancement 251 Rewvision of assessed fees for Enhancement writ
wiils writs and orders request with assessed fees
Collection Revision of assessed fees for wnts 16-1 Coliection for Commercial dept Enhancement writ
and orders request with revised fees
Collection Rewvision of assessed fees for wnts 16-5 Collection of attorney s taxes Enhancement writ
and orders request with revised fees
Commercial Dept Collection for Commercial Dept 1-1-7 Set circuit number and first Enhancement wnit
Head hearing date recorded in the
calendar
Calendar Set aircuit 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 163 Receive wrt of enhancement of a | Enhancement writ
writs stalled or abandoned case recorded In the
calendar
Archive Receive wnt of enhancement of a 86 Deliver renewed or enhanced Enhancement writ
slalled or abandoned case case recorded in the
calendar
Circuit clerk Deliver renewed or enhanced case 163 Receive wnit of renewal of a Enhancement writ

recorded In the
calendar
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Operations done on Writ of enhancement of stalled or abandoned commercial case

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle Cycle Statgs blefore Condits Objective Document sta::us;'aefter
Code ycle ons after y
operation
Circutt clerk 1628 Wrile case In development Circuit clerk writes information of Enhancement
information on case to be enhanced on the new wnt | writ
documents of summons and delvers it to plantiff
submitted by or his attorney
htigants
Commercial Write case 115 | Recewve 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 writ
documents summons the information clerk has recorded
submitied by 1 no Fees assessment for the writ of Enhancement
htigants mistake | summons and recording this on the writ of
S back of the last page of writ 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 it1s taken into assessed fees
due consideration ¥ the plaintiff 1s an and attorney s
attorney he s exempted from the taxes
tax
Deliver wit of summons to plaintiffs | Enhancement
attorney writ with
assessed fees
and attorney s
taxes
1 there Return writ of summons to plaintiff's Refused
1sa attorney enhancement
mistake writ
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g?::: Statg;é)lzfore Conditi Objective Document sta:;ilzfter
ons after
operation
2no Deliver writ of summons to plaintffs | Enhancement | Enhancemen
attorney | attorney writ with t writ with
s taxes assessed fees | assessed
due fees
Fees revision | Recewe 251 | Rewision of Enhancement Receive writ with assessed fees from | Enhancement
renewal or assessed fees for | wnt with plaintiff's attorney and revise writ with
enhancement writs and orders assessed fees assessed fees assessed fees
writs request 1there | Reassessment of fees on wnt of Enhancement
Isa summons in accordance with Fees writ with
mistake | Law assessed fees
1 Signature of fees reviser and Enhancement | Enhancemen
completi | stamping the wnit of summons that it | wrnit with t writ with
on has been revised then deliver it to revised fees revised fees
plaintiff's atlorney
Collection Revision of 161 Collection for Enhancement Collector receve the writ from the Enhancement
assessed fees Commercial 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 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 wnit with summons from plaintiff or his writ with
for writs and revised fees attorney and checks fees reviser s revised fees
orders request stamp
Collection of attorneys tax Enhancement | Enhancemen
wrnit with t wnt with

attorney s tax
paid

attorney s tax
paud
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle Cy((:jle Statgs blefore Condit Objective Document sta::usé'aefter
Code ycle ons after y
operation
Return writ to plaintff or tus attorney | Enhancement | Enhancemen
with a receipt wrnit twnt
with paid fees | With pad
fees
Commercial Collection for 117 | Setcircuit number | Enhancement Plaintiff s attorney delivers wnit to the | Wnt of
Dept Head Commercial and first heanng writ recorded Commercial dept Head Summons
Dept date the calendar Commercial Dept Head sets a circutt | Enhancement | Enhancemen
and date of heanng roll then delivers | wit with case | t wnt with
wrnit with case and circuit numbers to | and circuit case and
the attorney numbers circuit
numbers
Calendar Set circuit 155 Recetve renewal or | Enhancement Calendar employee receives writ of | Enhancement
number for a enhancement writs | writ with case summons from plaintiff's 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 wrnit recorded
in the calendar
Calendar employee delivers wnit to Enhancement | Enhancemen
circutt clerk in charge writ recorded twnt
in the calendar | recorded
the calendar
Circurl clerk Receive 163 Receive writ of Enhancement Circunt clerk recewves writ from the Enhancement
renewal or enhancement of a writ recorded in calendar employee and heads to wnil recorded
enhancement stalled or the calendar Archive Dept to seek the onginal in the calendar
writs abandoned case case file
Archive Receve writ of 86 Dehver renewed or | Enhancement Upon request from circunt clerk Enhancement

enhancement
of a stalled or
abandoned
case

enhanced case

writ recorded 1n
the calendar

Archive clerk takes out the case file
from the archive box files

wnit recorded
in the calendar
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g%c(:: Statg;s’:lgfore Conditi Objective Document sta::l;sc;fter
ons after
operation
Archive clerk opens a sub file on Enhancement
which circuit clerk signs of receipt of | wnit 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 twnt
in the calendar | recorded in
the calendar
Circutt clerk Deliver 163 Receive writ of Enhancement Circuit clerk attaches renewal wnt to | Case file Case file
renewed or renewal of a stalled | writ recorded in the case file and records case In
enhanced or abandoned case | the calendar heanng agenda in the page of the
case first heanng date
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Description of Writ of appealed civil case
General Information

Form code

Form name Wit of appealed civil case

Form type 0O Regyster or book Document or form | O Financial Archive

Function Information of case to be appealed

Reason for using Appeal a civil case

Employee filing the form Plaintiff s attorney — Fees assessor — Fees reviser — Collection
employee — employee Iin 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 Portrait

Number of Pages One or more pages

Size Foolscap O Double Foolscap 0 Quarto 0O Half quarto

Number of copies

Additions O Duty stamp (non-governmental) O Stamps
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Description of Information in Writ of appealed civil case

Ser item Nature Type Remarks

1 Court name Unmique Literal Name of court before which case is filed

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

3 Plaintff 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 Umique Literal Addresses of all defendants

8 Defendant s occupation Unique Literal QOccupatian of all defendants

9 Plaintff s attorney s name and degree | Unique Literal Names of plainuff's attorneys and their degree
10 | Wnt of summons Umique Literal List of wnit 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 coliection dept Umque Literal

15 | Curcuit number Unique Literal

16 | Date of first hearnng Unique Date

17 | Notation of microfilm Unique Literal

18 | Notation of calendar employee Unique Literal
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Cycles Impacting Wnit of appealed civil case

Document Status

Dept Preceding Cycle Current Cycle Current Cycle
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 wnts of 251 Revision of assessed fees for Wnit of summons
summons and orders requests writs and orders request and docket with
assessed fees
Coliection Revision of assessed fees for wnits 16 1 Collection for Civil dept Whnt of summons
and orders request and docket with
revised fees
Collection Rewvision of assessed fees for writs 16 5 Collection of attorney s taxes Wnt of summons
and orders request and docket with
revised fees
Setling hearing Collection for Civil Dept 171 Set circuit number and first Whnt of summons
dates at the front hearnng date with paid fees and
offices documents
attached
Calendar Set circuit number for a commercial 151 Receive civil / tax cases Wit of summons
case with set circuit
number and first
hearing date
Circunt clerk Receive civil / tax cases 164 Receive appealed case and Appealed case file

record in the circurt
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Operations done on Writ of appealed civil case

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g{,ﬂ: Statgs‘;’:'gfore Condits Objective Document sta:;;s;;fter
ons after
operation
Fees 241 | Assessment of fees | In development Fees assessor receives onginal wnt | Wnt of
assessment for writs of of summons and docket revises summons with
summons and case value and type junsdiction docket
orders requests revises attorney s information attached
plaintff's names addresses and
defendant s names and addresses
and assesses fees for wnts
1no Fees assessment for the wnit of Wit of
mistake | summons and recording this on the summons with
s back of the last page of wnt assessed fees
and docket
altached
2 Assessment of attorney s taxes and writ with
attorney | recording it on the back of the last assessed
staxes | page of the wnit and it 1s taken into attorney s
due consideration if the plaintiff 1s an taxes and
attorney he 1s exempted from the docket
tax attached
Deliver writ of summons to plaintiff's | Wnt and
attorney docket with
assessed fees
and attorney s
taxes
1 there Return wnt of summons to plaintiff s Refused wnit
1sa atltorney of summons
mistake
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle Cycle Statgs blefore Condit Objective Document statct;i'ifter
Code ycle ons after
operation
2no Deliver writ of summons to plamtiffs | Wnt of Wnt of
attorney | attorney summons and | summons
s taxes docket with and dockel
due assessed fees | with
assessed
fees
Fees revision | Assessment of 25 1 Rewision of Wit of Receive writ with assessed fees from | Wnt of
fees for writs assessed fees for summons and plaintiff's attorney 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
1S a summons In accordance with Fees summons and
mistake | Law docket with
assessed fees
1 Signature of fees reviser and Wt of wnt of
completi | stamping the wnit of summons thatit | summons and | summaons
on has been revised then deliver it to docket with and docket
plamtff's attorney revised fees with revised
fees
Collection Revision of 161 Collection for Civil Wt of Collector receive the wnt from the Wt of
assessed fees dept summons and plamntiff or hus attorney and checks summons and
for writs and docket with fees reviser s stamp docket with
orders request revised fees revised fees
Fees collection Wt of
summons with
paid fees
Return writ of summons to plaintff or | Wnt of WwWnt of
his attorney with the receipt summons with | summons
paid fees and | with pad
document fees and
attached document
attached
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle giﬂ: Statg;:lifore Condity Objective Document sta::t;il:fter
ons after
operation
Collection Rewvision of 165 Collection of Wit of Collector receives the wnit of Wt of
assessed fees attorney s taxes summons and summons from plambff 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
pad attorney s tax
paid
Return writ to plaintiff or hus attorney | Wnt with paid | Wnt with pad
with a receipt fees and fees and
documents documents
attached attached
Setting heanng | Collection for 171 | Setarcut number | Wt of Plantff s attorney delivers onginal Wit of
dates at the Civil Dept and first heanng summons with writ to the civil dept deputy summons with
front offices date paid fees and pad fees
documents Cwvil Dept deputy sets a circuit and whnt of Wnt of
attached date of hearing roll then delivers wnt | summons with | summons
with case and circuit numbers to the | circutt number | with circuit
attorney and first number and
hearning date first heanng
date
Calendar Set circuit 151 | Recevecwil/tax | Wit of Calendar employee receves writ of | Wnt of
number for a cases summons with summons docket and copy of the summons with
commercial set circurt writ 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

183




Document

Dept Preceding Current Current Cycle Document Operations done on the document
Cycle Cycle Status before Condit Objective Document statcusc::!ner
Code Cycle ons after y
operation
Calendar employee delivers onginal Wnt of Enhancemen
wril to plaintiff's attorney and keeps a | summons with | t wril
copy of the case and docket a number and | recorded in
documents the calendar
Calendar employee puts the copy of | Case file
the wnt an 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 in Case file
cases index recorded In
cases index
Calendar employee sends a lelterto | Case file
Corres To bring case from court recorded in
where it I1s located cases index
Calendar employee delivers case file | Case file Case file
to circuit clerk in charge delivered to delivered o
circuit clerk circult clerk
Circutt clerk Receive civil / 164 | Recewve appealed | Appealed case Circuit clerk receives case file from Case file with
tax cases case and record In file the calendar employee and to which | a copy of the
the circuit a copy of the 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 | the letter of docs attachment circuit
attachm | clerk refuses to recerve case and
ent returns it back to Calendar
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle Cycle Status before status after
Code Cycle Condity Objective Document cycle
ons after
operation
1 there In case of existence of copy of letter | Case file Case file
1s letter | of attachment circunt clerk records recorded on recorded on
of case on the day set for the heanng in | the agenda the agenda
altachm | the agenda
ent

189




Description of Writ of appealed Commercial case
General Information

Form code

Form name Wit of appealed Commercial case

Form type O Register or book Document or form | O 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 reviser —
Collection employee - calendar employee — microfilm employee —
circuit clerk — Correspondence employee

Department where form s filled Outside the court — Commercial Dept - fees revision — collection
— calendar — microfilm — circuit clerk — Correspondence

Form Detailed Description

Structure O Landscape Portrait

Number of Pages One or more pages

Size Foolscap 0O Double Foolscap O Quarto 0O Half quarto

Number of copies

Additions 0O Duty stamp (non-governmental) 0O Stamps
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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 1s filed
2 Date of wnt of summons Unique Date Date of filng the case
3 Plaintiff s name Umique Literal Names of all plaintffs
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 Umique Literal Addresses of all defendants
8 Defendant s occupation Umique Literal Occupation of all defendants
9 Plaintiff s attorney s name and degree | Umique Literal Names of plaintiff's 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 | Circust number Unique Literal
16 | Date of first heanng Umque Date
17 | Notation of microfilm Unique Literal
18 | Notation of calendar employee Unique Literal
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Cycles Impacting Writ of appealed commercial case

Dept

Preceding Cycle

Current Cycle
Code

Current Cycle

Document Status
before the cycle

Commercial Dept
head

118

Recelve appealed case

In development

Fees revision

Receive appealed case

251

Revision of assessed fees for
writs and orders request

Wnt of summons
and docket with
assessed fees

Collection

Revision of assessed fees for wnts
and orders request

16 1

Collection for Commercial dept

Wnt of summons
and docket with
revised fees

Collection

Revision of assessed fees for writs
and orders request

16 5

Collection of attorney s taxes

Wnt of summons
and docket with
revised fees

Calendar

Collection for Commercial Dept

1-5-2

Receive commercial cases

Wit of summons
with paid fees and
documents
attached

Commercial Dept
head

Receive commercial cases

1-17

Set a circut number for a
commercial case

Whnt of summons
recorded in the
calendar

Calendar

Set a circut number for a
commercial case

152

Receive a commercial case

Wt of summons
with case an crrcuit
numbers docket
docs and copy of
the wnit

Circud clerk

Receive commercial cases

164

Recetve appealed case and
record in the circuit

Appealed case file
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Operations done on Wnit of appealed commercial case

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g{ﬂ: Statg;g:fore Condits Objective Document sta::;ila;fter
ons after
operation
Commercial 118 | Receive appealed | In development Dept Head receives onginal wit of | Wnit of
Dept head case summons and docket revises case summons with
value and type junsdiction revises docket
attorney s information plaintiff s attached
names addresses and defendant s
names and addresses and assesses
fees for writ
1no Fees assessment for the wnt of whnt of
mistake | summons and recording this on the summons with
] back of the last page of writ assessed fees
and docket
attached
2 Assessment of atlorney s taxes and writ with
altorney | recording it on the back of the last assessed
staxes | page of the wnit and it is taken into attorney s
due consideration if the plaintff 1s an taxes and
attorney he s exempted from the docket
tax attached
Deliver wnit of summons to plaintffs | Wnt and
attorney docket with
assessed fees
and attorney s
laxes
1 there Return writ of summons to plaintiff s Refused wnit
1S a attorney of summons
mistake
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Dept Preceding Current Current Cycle Document Operations done on the document Dotcumﬁtnt
Cycle Cycle Status before Condits Obrective Document status after
Code Cycle ons ) after cycle
operation
2no Deliver wnit of summons to plaintff s wnt of wnt of
attorney | attorney summons and | summons
s taxes docket with and docket
due assessed fees | with
assessed
fees
Fees revision | Receive 25 1 Revision of Wt of Receive wnt with assessed fees from | Wnt of
appealed case assessed fees for | summons and plaintiff's attorney and revise summons and
writs and orders docket with assessed fees docket with
request assessed fees assessed fees
1 there Reassessment of fees on writ of Whnt of
1ISa summons In accordance with Fees summons and
mistake | Law docket with
assessed fees
1 Signature of fees reviser and Wnt of Wnt of
completi | stamping the wnit of summons that it summons and | summons
on has been revised then delver it to docket with and docket
plaintiff's attorney revised fees with revised
fees
Collection Reviston of 16 1 Collection for wnt of Collector receive the wnit from the Wt 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 Wt of
summons with
paud fees
Return wnit of summons to plaintiff or | Whnt of wWnt of
his attorney with the recerpt summons with | summons
paid fees and | with paid
document fees and
attached documen!

attached
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g‘gg: Statg;::gfore Condits Objective Document sta::t;ilaeﬂer
ons after
operation
Collection Revision of 16 5 Collection of wnt of Collector receives the wii of Wt of
assessed fees attorney s taxes summons and summons from plaintiff 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 Wit of Wit of
summons with | summons
attorney s tax with
paid attorney s tax
paid
Return writ to plaintiff or his attorney | Wnt with paid | Wnt with paid
with a receipt fees and fees and
documents documents
attached attached
Calendar Collection for 152 | Receve commercial | Wnt of Calendar employee receives writof | Wnt of
Commercial cases summons with summons docketl and copy of the summons with
Dept paid fees and writ and records them in cases pad fees and
documents receipt book and sets a case number | docs attached
attached Calendar employee records case in wnt of
calendar summons with
paud fees and
docs attached
Calendar employee delivers onginal | Wnt of Wit of
writ and attachments to plaintff s summons with | summaons
attorney paud fees and | with pad
docs altached | fees and
docs
attached
Commeraal Recetve 117 Sel a circuit number | Wat of Plaintiff s attorney dehvers wnt of wnt of
Dept head commercial for a commercal summons summons to Head of Commercial summons
cases case recorded n the Dept
calendar
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle Cycle Statgs blefore Condit Objective Document sta::t;ilz:after
Code ycle ons after
operation
Head of Commercial Dept sets the Whnt of Wnt of
arcuit first heanng date and delivers | summons with | surmmons
writ of summons with set case and case and with case
circut number to the attorney circutt and circut
numbers numbers
Calendar Set a circuit 152 Recelve a wWnt of Calendar employee receives wnt of Wnt with case
number for a commercial case summons with summons with set circuit and first and circuit
commercial case an circuit hearning date from the attorney along | numbers
case numbers with a copy of the wnt docket docs
docket docs and copy of
and copy of the writ
wiit Calendar employee records case In Wwnt docket

cases receipt book and records
circuit number

docs and copy
of wnit

Calendar employee delivers onginal Wnit with a

wrnit to plaintiff's 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 mucrofilm stamped by
microfiim

Calendar employee records case in Case file

cases index recorded in
cases index

Calendar employee sends a letterto | Case file

Corres To bning case from court recorded in

where it 1s located cases index
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g&;ﬂg Statgi(ngore Conditi Objective Document sta::;s;laefter
ons after
operation
Calendar employee delivers case file | Case file Case file
to circuit clerk in charge delivered to delivered to
circut clerk circuit clerk
Circuit clerk Recelve 164 | Recewve appealed | Appealed case Circut 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 file Case file
1s letter | of attachment circunt 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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Description of Case file
General iInformation

Form code 63

Form name Case file

Form type O Regrster or book | O Document or form | [X] Box files
Function Case file or attachments

Reason for using Filing a case

Employee filing the form Different court departments

Department where form is filled Different court departments

Form Detailed Description

Structure [J Landscape O Portrait

Number of Pages

Size 0O Foolscap O Double Foolscap 0 Quarto O Half quarto

Number of copies

Additions O Duty stamp (non-governmental) 0O Stamps
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Cycles Impacting Case file

Dept Preceding Cycle Current Cycle Current Cycle Document Status
Code before the cycle
Circuit clerk 161 Receive new case file and record | Case file delivered
n circuit to circunt 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
heanng notes and
judge s roll
altached
Circuit clerk Record hearing notes 168 Record heanng noles Case file with roll
and heanng notes
Fees revision 257 Notation of exemption )
Fees revision 255 Rewvision of fees for disposed B
cases
Fees revision 256 Revision of fees for cases at court

of appeals or cassation
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Operations done on Case file

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle (éy(;jle Statgs b'efore Conditi Objective Document sta::usc'aeﬂer
ode ycle ons after y
operation
Circuit clerk 161 Receive new case Case file Circuit clerk recetves case file from Case file
file and record in dehvered to Calendar and sings on the log of
circut circunt clerk case receipt
Crrcutt clerk records case in the page | Case file
specified for the case according to
the hearing date
Crircutt clerk Receive new 166 Prepare for the Case file Circuit clerk prepares hearing notes Case file
case file and hearing In preparation for the hearing when
record In date 1s due by putting information
circuit from the case file and hearnng
agenda
Circuit clerk attaches hearing notes Case file with Case file with
and judge s rol! to case file hearing notes hearing
and judge s notes and
roll attached judge s roll
attached
Circuit clerk Prepare for 167 Record hearing Case file with Crrcuit clerk attaches docket and Case file with
the hearing notes hearing notes documents that panel approves of additional
and judge s roll attachment docs atiached
atlached Circunt clerk attaches heanng notes Case file with Case fite with
approved by the judge as well as roll and roll and
judge roll hearing notes | heanng
attached noles
attached
Circurt clerk Record 168 Record hearing Case file with Circuit clerk makes notation on the Case file with

hearing notes notes roll and heanng case file docket with a summary of roll and
notes the decision made by the court panel | hearing notes
in the hearing attached
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g‘éﬂ: Statgz:)lzfore Conditi Objective Document statcl;ilzfter
ons after
operation
Circuit clerk hists the documents Case file with
submitted dunng the hearing 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
continua a continuance | a
nce decision continuance
dectsion
1 Crrcuit 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 writ of
exermphion and review the documents summons
Fees revision 255 Rewvision of fees for Receive case file from circuit clerk Case file
dlsposed 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 | onginal judgment where a notation revised fees
n info of fees duty stamps and required
attorney s fees 1s also made State
Cases Authonty are notified where
the governments one of the parties
2 Deliver case file to circuit clerk Case file with Case files
complets revised fees with revised
on fees
1 no Return case file to circuit clerk Case files
due fees
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Document

Dept Preceding Current Current Cycle Document Operations done on the document
Cycle Cycle Status before status after
Code Cycle Conditi Objective Document cycle
ons after
operation
Fees revision 256 Revision of fees for Receive case file from Archive clerk | Case file

cases at court of
appeals or
cassation

and revise fees

Make notation of due claims on the
onginal judgment where a notation
of fees duty stamps and required
attorney s fees 15 also made State
Cases Authonty are notified where
the government is one of the parties

Case file with
revised fees

Deliver case file to circuit clerk

Case file with
revised fees

Case file with
revised fees
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Description of Interlocutory request to case file
General Information

Form code

Form name Interlocutory request to case file

Form type [0 Register or book Document or form | O 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 1s filled Qutside the court - Fees assessment — fees revision — collection -
circunt clerk

Form Detailed Description

Structure {J Landscape X1 Portrait

Number of Pages One or more pages

Size Foolscap 3 Double Foolscap 0O Quarto O Half quarto

Number of copies

Additions O Duty stamp (non-governmental) O Stamps
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Description of Information in Interlocutory request to case file

Ser Item Nature Type Remarks
1 Court name Unique Literal Name of court before which case 1s filed
2 Date of wnt of summons Unique Date Date of fiing the case
3 Plaintiff s name Unique Literal Names of all plaintiffs
4 Plaintiff s address Umque Literal Addresses of all plaintiffs
5 Plaintiff s occupation Umaque Luteral Occupation of all plaintffs
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 Wit of summons Unique Literal List of wnit of summons enclosures
11 Fees amount Unique Figures
12 Signature of fees assessor Umque 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
L_ﬂ Circuit clerk s signature Unique Literal
18
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Cycles Impacting Interlocutory request to case file

Dept Preceding Cycle Current Cycle Current Cycle Document Status
Code before the cycle
Fees assessment 241 Fees assessment for writs and Wnt of intedocutory
orders requests request
Fees revision Fees assessment for writs and 251 Revision of assessed fees for Whnt of intedocutory
orders requests writs and orders request request with
assessed fees
Collection Revision of assessed fees for writs 16 1 Collection for dept Wt of interlocutory
and orders request request with
revised fees
Circud clerk Collection for the dept 16-20 Attach interlocutory request to the | Wnt of interlocutory
case file request with paid
fees

Note in this case cases night be commercial civil or taxes as in case of interlocutory request for a commercial case fees assessor 1s the Commercial
Dept Head in case of civil case 1t is Fees Assessment Dept and In case of taxes case fees assessor s the Taxes Dept Head
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Operations done on Interlocutory request to case file

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle Cycle Statgs blefore Condit Objective Document sta::ui 'z;fter
Code ycle ons after y
operation
Fees 24 1 Fees assessment Wit of Fees assessor receives interfocutory | Wnt of
assessment for writs and orders | interlocutory request from plaintiff s attorney interfocutory
requests request request
1no Fees assessment for the request and | Whnt of
mustake | recording this on the back of the last | intedocutory
s page of writ request with
assessed fees
Deliver request to plaintiff's attorney | Wnt of Whnit of
interlocutory interfocutory
request with request with
assessed fees | assessed
fees
1 there Return request to plaintiff s attorney Refused wnit
15 a of interlocutory
mistake request
Fees revision | Fees 251 Revision of wnt of Receive request with assessed fees | Wnt of
assessment assessed fees for interlocutory from plaintiff's attorney and revise interlocutory
for writs and writs and orders request with assessed fees request with
orders request assessed fees assessed fees
requests 1there | Reassessment of fees on request in | Wnt of
1S a accordance with Fees Law interlocutory
mistake request with
assessed fees
1 Signature of fees reviser and Wit of Wnt of
completi | stamping the request that it has been | interlocutory interiocutory
on revised then delver it to plaintiff s request with request with

attorney

revised fees

revised fees
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g}é(:: Statgzngore Conditi Objective Document sta::l;i;ﬂer
ons after
operation
Collection Rewvision of 16 1 Collection for dept Wit of Collector receives the request from Wit of
assessed fees interocutory the plaintiff or his attorney and interlocutory
for wnits and request with checks fees reviser s stamp request with
orders request revised fees revised fees
Fees collection wnt of
interlocutory
request with
paid fees
Return request to plaintiff or his Writ of Wit of
attorney with the receipt interlocutory interlocutory
request with request with
paid fees paid fees
Circutclerk | Collectionfor | 1620 | Attach interlocutory | Wnt of Plaintff s attorney delivers request to | Wit of
the dept request to the case | interlocutory circuit clerk who revises the request interlocutory
file request with request with
paid fees paid fees
Circuit clerk attaches wnt of wnt of Wnt of
interfocutory request to case file interlocutory interlocutory
request with request with
paid fees and | paid fees and
attached to attached to
case file case file
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Description of Order request and attached documents
General Information

Form code
Form name Order request
Form type 0O Register or book | X] Document or form | O 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 1s filled Outside the court

Form Detailed Description
Structure O Landscape X1 Portrait
Number of Pages One or more pages
Size Foolscap O Double Foolscap O Quarto O Half quarto
Number of copies
Additions 0 Duty stamp (non-governmental) 0O Stamps
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Description of Information 1n 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 filng the order
3 Plaintiff s name Unique Literal Names of all plaintiffs
4 Plaintiff s address Unique Literal Addresses of all plaintiffs
5 Plaintff 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 Umque 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 wnt of summons enclosures -
11
12
13
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Cycles Impacting Order request and attached documents

Dept Preceding 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 251 Revise assessed fees for writs Order request with
orders request and orders request assessed fees
Collection Revise assessed fees for wnts and 16 1 Collection for dept Order request with
orders request assessed fees
Orders Collection for dept 41 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 41 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 matters attachments hsted
and filed in box files
of daily operations
Orders Submit request to judge of 43 End order cycle Judgment with
temporary matters order request and
attachments
Archive End order cycle 81 Archive a disposed case in a Order and
court if first instance attachments sent to
Archive
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Operations done on Order request and attached documents

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle gﬁi‘: Statngl:fore Conditi Objective Document sta::.;s‘;l:;fter
ons after
operation
Fees 24 1 Fees assessment In development Recewve request from plaintiff s Order request
assessment for wnits and orders attorney for revision and revise case
request value and type junsdiction revise
attorney s information plaintiff s
names addresses and defendant s
names and addresses and assesses
fees for writ
Receive documents docket Documents
docket
1no Fees assessment for the order Order request
mistake | request and documents docket and with assessed
s recording this on the back of the last | fees
page of writ
2 Assessment of attorney s taxes and Order request
attorney | recording it on the back of the last with assessed
slaxes | page of the order request and it 1s attorney's
due taken into consideration If the plaintff | taxes
Is an attorney he 1s exempted from
the tax
Deliver order request to plaintiff's Order request
attorney and docket
with assessed
fees and
attorney s
taxes
1 there Return order request to plamntff s Refused order
1I5a attorney request
mustake
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle (c::yijle Statgs bizfore Conditi Objective Document sta;us;;fter
ode ye ons after y
operation
2no Dehver order request to plamtiff s Order request | Order
attorney | altorney and docket request and
s taxes with assessed | docketl with
due fees assessed
fees
Fees revision | Fees 25 1 Revise assessed Order request Receive order request and docket Order request
assessment fees for writs and with assessed with assessed fees from plaintiff s and docket
for writs and orders request fees attorney and revise assessed fees with assessed
orders request fees
1 there Reassessment of fees on order Order request
1sa request in accordance with Fees Law | and docket
mistake with assessed
fees
1 Signature of fees reviser and Order request | Order
complet | stamping the order request that it has | and docket request and
on been revised then deliver it to with revised docket with
plaintiff’s 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 wnits and fees attorney and checks fees revisers with revised
orders request stamp fees
Fees collection Order request
and docket

with paid fees

Return order request to plaintiff or his
attorney with the receipt

Order request
and docket
with paiud fees
and document
attached

Order
request and
docket with
pad fees and
document
allached
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle ((::‘(I)ij': Statgizzfore Conditi Objective Document sta::t;s::;fter
ons after
operation
Orders Collection for 41 Record order Order request Liigant 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
altached documents
attached
Dept Head revises the order and Order request
check attached documents with paid fees
and
documents
attached
1 order | Clerk records order information in Order request
of debt order of debt payment requests book | with paid fees
payment and
documents
attached
1 not an | Clerk records order information in Order request
order of | order of attainment and temporary with paid fees
debt matters requests book and
payment documents
attached
1 Clerk records information in the index | Order request
complet: | 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
existenc | previous orders to extract those with paid fees
e of orders and
previous documents
orders attached
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle Cycle Status before Condit Objective Document statcusc Ia:!fter
Code Cycle ons after y
operation
Archive Record order 87 Extracl papers from | List of Archive clerk receives the st from Order request
request case file requested recording clerk with pad 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 41 Record order Order request Attach previous orders to new order | Order request
from case file request with pad fees request with paid fees
and documents and previous
attached orders and
documents
attached
3 order | Recording clerk records information 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 information
order of | of previous orders extracted from the
debt Archive 1n attainment and temporary
payment | orders requests book
2 Recording clerk makes list of Qrder request
completi | attachments on the ongwmnal order with
on request and puts only dates of orders | attachments
requests on the back of the listed on the
submitted request back
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g)c,)i:: Statgi(ngore Condits Objective Document sta::t;i::ter
ons after
operation
File request in box files of daily Order request
operations to submit to judge of with
temporary matters on the next day attachments
hsted and filed
n box files of
daily
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
hsted and filed Judge
In box-files of Judge delivers order request and Order request
daily 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 yjudgment attachments
with a
Judgment
1 order | Recording clerk records judgment in | Order request
of debt orders of debt payment book and
payment attachments
with a
judgment
1 not an | Recording clerk records judgment in | Order request
order of | attainment and temporary matters and
debt orders book attachments
payment with a
Jjudgment
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle Cycle Statgs b'efore Condits Objective Document statcusc;ﬂer
Code ycte ons after y
operation
1 Search in judge s decision Order request
complet: and
on attachments
with a
Jjudgment
2 order | Transfer the case into a normal case | Order request | Order
refusal and request and
attachments attachments
referred to a referred to a
committee of committee of
three three
2nota Completion with cycle of order Order request | Order
cvil ending and request and
order attachments attachments
with judgment | with
judgment
Orders Submit 43 End order cycle Judgment with Delegate of civil/commercial dept Order with the
request to order request dehvers order with the judgment and | judgment and
judge of and attachments after Orders Dept Head | attachments
temporary attachments revises it after revision
matters Dept head recewves judgment and Order with
records it in the commercial/civit Jjudgment and
dept log altachments
after revision
Dept head revises the judgment and | Order with
delwers it to the microfilm and judgment and
records it in Orders Dept log attachments
after revision
212
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle ((.:‘.‘cl)?;ll: statg;:lzfore Conditi Objective Document sta::l;i;fter
ons after
operation
Microfilm employee delivers order Order with
with the judgment and attachments judgment and
after being microfilmed to the Orders | attachments
Dept Head after being
microfilmed
Dept Head recewes order and Order with
checks the notation with archive date | judgment and
in the book and delivers it to the attachments
Archive after recording it in Orders after being
Dept log microfilmed
1 order | In case the order s order of debt Order with
of debt payment 1t 1s recorded in orders judgment and
payment | request book attachments
after being
microfilmed
1 not an | If the order 1s not of debt payment it | Order with
order of | 1s recorded in attainment 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
completi | Archive after Archive clerk s signs in | attachments to | attachments
on the Order Dept log the Archive to the
Archive
Archive End order 81 Archive a disposed | Order and Archive clerk receives papers from Order and
cycle case In a court if first | attachments Orders Dept_head attachments
instance sent to Archive Revise case file Order and
attachments
1 there Return papers once more to the Order and
1sa 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 Condits Objective Document status after
Code Cycle ons after cycle
operation
1no Record case information in Archive Order and
mistake | book attachments
5
Mark the file so that he can recogmize | Order and
the files recorded in the book altachments
2 Notation 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 Fite 1s archived in the Archive Dept Order and Order and
judgmen | box files attachments in | attachments
t not the Archive in the
referred Archive
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Description of Civil case writ of summons objection to an order and attached documents
General Information

Form code
Form name Civil case wnt of summons objection to an order and attached
documents
Form type OO Register or book Document or form | [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
Department where form 1s filled Outside the court
Form Detailed Description
Structure O Landscape X Portrait
Number of Pages One or more pages
Size Foolscap 00 Double Foolscap O Quarto 0O Half quarto

Number of copies

Additions [ Duty stamp (non-governmental) O Stamps
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Description of Information in Civil case writ of summons objection to an order and attached documents

Ser Item Nature Type Remarks
1 Court name Unique Literal Name of court before which case 1s filed
2 Date of order request Umque Date Date of filing the order
3 Plaintiff s name Umique Literal Names of all plaintiffs
4 Plaintff 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 Umque 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 Umque Literal List of wnt of summons enclosures
i
12
13
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Cycles Impacting Civil case writ of summons objection to an order and attached documents

Dept Preceding Cycle Current Cycle Current Cycle Document Status
Code before the cycle
Fees assessmentl 24 1 Fees assessment for writs and In development
orders request

Fees revision Fees assessment for writs 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 wnts and 16-1 Coliection 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
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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 ((::‘g:: Statgingore Condit Objective Document statcl;i;fter
ons after
operation
Fees 24 1 Fees assessment In development Receive request and docket from Order request
assessment for writs and orders plaintiff's attorney for revision and
request revise case value and type
junsdiction revise attorney s
nformation plaintiffs names
addresses and defendant s names
and addresses
1no 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 plaintiff's Order request
altorney and docket
with assessed
fees and
attorney s
taxes
1 there | Return order request to plamntff s Refused order
1S a attorney request
mistake
Fees revision | Fees 251 Revise assessed Order request Receive order request and docket Order request
assessment fees for wnits and and docket with with assessed fees from plantff s and docket
for writs and orders request assessed fees attorney and revise assessed fees with assessed
orders request fees
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g{ﬂ: Statg.;;zfore Conditi Objective Document sta::;sc;fter
ons after
operation
1 there Reassessment of fees on order Order request
Isa request in accordance with Fees Law | and docket
mistake with assessed
fees
1 Signature of fees reviser and Order request | Order
compleli | stamping the order request that it has | and docket request and
on been revised then deliver it to with revised docket with
plaintiff's 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 plaintiff or s and docket
for wnits 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 hearing | Collection for 171 | Set hearing date Order request Plaintff 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
Dept deputy who sets the circuit number and circuit

front offices

the case

number and first heanng date

first heanng
date

number and
first heanng
date
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle gy«;le Statgs b'efore Condit Objective Document statcuilaeflfer
ode ycle ons after y
operation
Orders Set hearing 44 Objection Order request Cwil / commercial case calendar Orniginal wnit
date and procedures against | with circutt delegate delivers onginal order and docket
crrcurt 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 recetwves onginal Ongmnal writ
order request and records it in the and docket
Dept log and attached
documents
Orders Dept Head prepares the roll Orngmal wnit
for judge of temporary matters from and docket
the orders and attached
documents
Orders Dept Head delivers order Onginal wnit
request to judge of temporary and docket

matters

and attached
documents to

judge
Judge makes notation of the Onginal writ
judgment on the writ of summons and docket
and attached
documents

with notation
of the

judgment
Orders Dept Head returns Onginal writ
documents to the Civil Dept and docket
Calendar and attached

documents

with notation
of the
Jjudgment
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Description of Hearing notes
General Information

Form code 65

Form name Hearing notes

Form type 0O Register or book Document or form | O Box files
Function Record hearning information and notes

Reason for using Case deliberation

Employee filling the form Circuit clerk

Department where form s filled Courtroom

Time consumed in filling the form

Form Detailed Description

Structure O Landscape X1 Portrait

Number of Pages One page

Size ] Foolscap 0O Double Foolscap O Quarto 0O Half quarto
Number of coples One

Additions 0 Duty stamp (non-governmental) O Stamps
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Description of information in Hearing notes

Ser Item Nature Type Remarks
1 Date time and day of the week Repetitive Date Date and time of holding and adjourning the hearning
2 Names of judges and circuit clerk Repetitive Literal Chief judge panel members and circuit clerk
3 Plaintiff s name and address Repetitive Literal
4 Defendant s name Repetitive Literal
5 Information of power of attorney Repetitive Literal
submutted by each attorney
6 Information of ID s of present iigants Repetitive Literal
7 Information of ID s of present Repetitive Literal
witnesses
8 Each ligant s requests and claims Repetitive Literal
9 Court decision Repetitive Literal
10
11
12
13




Cycles Impacting Hearing notes

Dept Preceding Cycle Current Cycle Current Cycle Document Status

Code before the cycle
Circult clerk ———-- 1-6 6 Preparation for the heanng | - -
Circuit clerk Preparation for the heanng 167 Record hearing notes Hearing notes

ready for usage

Circuit clerk Record heanng notes 168 Record hearing results Heanng notes
signed by the judge
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Operations done on Hearing Notes

Dept Preceding Current Current Cycle Document Operations done on the document Document
status after
Cycle ((::y::jle Statgs ngore Conditi Objective Document cycle
ode y ons after
operation
Circunt clerk 166 Preparation for the — e e Circuit clerk prepares heanng notes New hearing
hearing form for each case 1o be handled notes
during the hearing to record hearnng
events
Circuit clerk prepares the heanng Hearng notes
notes by recording case information ready for
hearing notes names of court panel usage
and circuit clerk
Circunt clerk Preparation for 167 Record hearing Hearing notes When the hearing date 1s due circutt | Hearing notes

the hearing

notes

ready for usage

clerk states presence of itigants and | with liigants
records their ID information in hanng | 1D information
notes if the liigants comes by himself | recorded
Circud clerk states presence of Hearing notes
Wtrgants attorneys and record with hitigants
registration information 1n heanng presence
notes recorded

In case of presence of withesses
circuit clerk states presence of
witnesses and records ID information

Hearing notes
with witnesses
ID information

in the hearing notes recorded
Circuit clerk records hitigants oral Hearing notes
requests before court pane! after the | with itigants

judge approves them regarding the
legal statement as the court does not
allow recording ilfegal requests in
hearing notes

oral requests
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle giﬂ: Statg:;::l:fore Condity Objective Document sta:;i;fter
ons after
operation
Circuit clerk slates docs submissions | Hearing notes
by hitigants after receiving them from | with docs
the judge and making sure the court | submission by
approves documents attachment the htigants
Circuit clerk records court decision in | Hearning notes
hearing notes with court
decision
recorded

Judge signs the hearning notes i1ssued | Hearing notes
by circuit clerk and delivers case file | signed by the
judge s roll and hearing notes to judge
circuit clerk

Circutt clerk Record 168 | Record hearng Heaning notes After heanng adjournment circuit Hearing notes

hearing notes results signed by the clerk makes notation on heanng with notation
judge notes and case file docket with court
decision (summary) and next heanng
date in case of continuance for any
reason
Circuit clerk attaches hearing notes Hearning notes | Heanng
to the case file in case file notes n case
file
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Description of Letter of referral to Experts Office
General Information

Form code 75

Form name Letter of referral to Experts Office

Form type 00 Register or book Document or form | 1 Box files
Function Letter of referral to Experts Office

Reason for using Follow case flow

Employee filling the form Circuit clerk

Department where form 1s filled Courtroom

Form Detailed Description

Structure 0O Landscape Portrait

Number of Pages One page

Size Foolscap OJ Double Foolscap 0O Quarto 0O Half quarto
Number of copies One

Additions O Duty stamp (non-governmental) 0O Stamps
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Description of Information in Letter of referral to Experts Office

Ser item Nature Type Remarks
1 Case number Repetitive Figures
2 Liigants names Repetitive Literal
3 Date of decision with referral Repetitive Date
4 Amount of paid deposit Repetitive Literal
5 Date of deposit payment Repetitive Date
6 Payment receipt number Repetitive Figures
7 Date of report submission heanng Repetitive Date
8 Outgoing reference number from Repetitive Figures
Experts Dept in the court
9
10 )
11
12
13




Cycles Impacting Letter of referral to Experts Office

Dept Preceding Cycle Current Cycle Current Cycle Document Status
Code before the cycle
Circuit clerk 1610 Enforcement of prehminary

judgment of referral of case to
Experts Office or return of case to
Experts or delegation a committee
of three
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Operations done on Letter of referral to Experts Office

Dept Preceding Current Current Cycle Document Operations done on the document Document
C status aft
ycle g{ﬂ: Statgizzfore Condity Objective Document cl;c:; er
ons after
operation
Circut clerk - - 1610 | Enforcement of .- Circuit clerk 1ssues a letter of case Letter of
preliminary transfer to the Experts Office referral to the
judgment of referral Experts Office
of case to Experts Crrcuit 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 ongwmal case file and payment receipt | Experts Office | Experts
delegation a or a memo of seftlement to the attached to Office
commuittee of three Incoming and Outgoing corres With | case file atlached to
Experts Dept case file
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Description of Documents docket
General Information

Form code 63

Form name Documents docket

Form type 1 Register or book Document or form | O Box files

Function Docket of case documents

Reason for using Case filing

Employee filling the form Plamtiff's attorney — fees assessor — fees reviser

Department where form 1s filled Suts;de the court — Fees Assessment Dept — Fees Revision
ept

Form Detailled Description

Structure O Landscape Portrait

Number of Pages One or more pages

Size Foolscap O Double Foolscap O Quarto O Half quarto
Number of copies One

Additions O Duty stamp (non-governmental) [0 Stamps
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Description of Information in Documents docket

Ser Item Nature Type Remarks
1 Coutl name Unique Literal Name of court before which case s filed
2 Case number Unique Figures | Number of case including year of fiing
3 Plaintiff s name Unique Literal Names of all plaintffs
4 Defendant s name Umque Literal Names of all defendants
5 Case subject Unique Literal
6 Consequence number Repetitive Figures | Senal
7 Number of pages Repetitive Figures
8 Types Repetitve | Literal Documents types
9 Dates Repetiive Date
10 | Remarks Repetitive Literat
11
12
13
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Cycles Impacting Documents docket

Dept Preceding 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
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Operations done on Documents docket

Document

Dept Preceding Current Current Cycle Document Operations done on the document
Cycle gz‘:: Statgi(ngore Conditi Objective Document sta:;ilaefter
ons after
operation
Fees 24 1 Fees assessment In development Receive documents dockets from Documents
assessment for wnits and orders plaintff's attorney and matching docket
requests dockets with documents and with writ
of summons
1no Attachment of wnt of summons or Documents
mistake | order request docket
S
1 there Return documents docket to Refused
IS a plaintiff's attorney documents
rmistake docket
Fees revision 258 Fees assessment In development Receiwve documents docket from Documents
for documents plaintiff's atlorney 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
1S a plantff's attorney documents
mistake docket

233




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 0O Register or book | X1 Document or form | O Box files
Function Request for certificate 1ssuance

Reason for using

Certificate issuance

Employee filling the form

Certificate requester — fees assessor — fees reviser — collector

Department where form 1s filled

Outside the court — Fees Assessment Dept — Fees Revision
Dept — Collection Dept

Form Detailed Description

Structure 0O Landscape 1 Portrait

Number of Pages One or more pages

Size X1 Foolscap O Double Foolscap O Quarto O Half quarto
Number of coples

Additions 0 Duty stamp (non-governmental) 0O Stamps
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Description of Certificate Form
General Information

Form code

Form name Certificate

Form type O Register or book Document or form | [J Box files
Function Issue a certificate for any of court departments for one of the

public coming to court

Reason for using

Certificate 1ssuance

Employee filling the form

Dept 1ssuing the certificate— Dept head — employee responsible
for the stamp — General Secretary

Department where form is filled Dept 1ssuing the certificate — Dept Head — office of employee

responsible for the stamp — General Secretary

Form Detailed Description

Structure

OO0 Landscape Portrait

Number of Pages

One or more pages

Size Foolscap 0 Double Foolscap 0O Quarto 0 Half quarto
Number of copies
Additions [0 Duty stamp (non-governmental) O Stamps

235




{

Description of Certificate copy Form
General Information

Form code
Form name Certificate copy
Form type 0O Register or book | BJ Document or form | O Box files
Function Archive of certificate copy 1ssued by any of the court departments
Reason for using Certificate 1ssuance
Employee filling the form Dept i1ssuing the certificate
Department where form 1s filled Dept issuing the certificate
Form Detailed Descrniption
Structure 0O Landscape Portrait
Number of Pages One or more pages
Size X1 Foolscap O Double Foolscap 0O Quarto O Half quarto
Number of copies
Additions 0O Duty stamp (non-governmental) 0O Stamps

236



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 1ssuer Unique Literal Signature of certificate 1ssuer
5 Copy recording clerk Unique Literal Signature of copy recording clerk
6 Dept Head Unique Literal Signature of Dept Head
7 General Secretary Umique Literal Signature of General Secretary
8
9
10
11
12
13
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Cycles Impacting Certificate request, Certificate and Certificate copy Forms

Dept Preceding 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 24 2 Fees assessment for request for Request for
certificate certificate and
unregistered
certificate
Fees revision Fees assessment for request for 253 Rewision 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 for

cerlificate with
revised fees

Copies Collection 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
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Operations done on Certificate request Form

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle gzﬂ: Statg)s"ngore Conditi Objective Document sta::t;ile;fter
ons after
operation
Depts Issuing Request for In development Receive request for certificate from Request for
the cerlificates cerlificate requester and revise the request certificate
1 needs | Issue a cerlificate Request for
a certificate and
certificat certificate
e
Deliver request for certificate with Request for Request for
certificate to requester to complete certificate and | certificate
the procedures unregistered and
certificate unregistered
cerificate
1 no Refusal of the request and return to Refused
need for | requester request for
certificat certificate
e
Fees Request for 242 Fees assessment Request for Receive request for certificate and Request for
assessment certificate for request for certificate and certificate from requester and revise | certificate and
certificate unregistered the request unregistered
certificate certificate
1no Fees assessment for request for Request for Request for
mistake | cerlificate and record fees on the certificate with | certificate
S request then give it back to requester | assessed fees | with
and certificate | assessed
fees and
certificate
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g\g:: Statgs‘;":)'zfore Conditi Objective Document statct;s::;fter
ons after
operation
1there | Return request for certificate and Refused
isa certificate to requester request for
mistake certificate and
unregistered
cerlificale
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
for request for certificates assessed fees the fees certificate with
certificate and certificate reassessed
fees
1 there Reassessment of fees for request for | Cerlificate and
1sa cerlificate and record fees on the request for
mistake | request certificate with
reassessed
fees
1 Signature of fees reviser on the Request for Cerlificate
completi | request for cerlificate and stamp it centtficate with | and request
on that it has been revised then deliver fees revised for certificate
request and certificate to the and assessed | with revised
requester and certificate | fees
Collection Revision of 161 | Collection for Dept | Certificate and Collector receives request for Certficate 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
pad fees
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Dept Preceding Current Current Cycle Document Operations done on the document Document
cyele ((::)!Jii': Statgingom Condits Objective Document Sta::;i;"e'
ons after
operation
Return of papers to plaintff or his Certificate and | Certificate
attorney with a receipt request for and request
certificate with | for cerlificate
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
paud fees with paid
fees
Coples Collection for 94 Register the copy Certificate Reviser recewves 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 paud fees
1 no Recording clerk records certificate Certificate
mistake | information in certificates book as copy and
s well as receiver s iInformation who request for
sings in the book certificate with
pad fees
Signature of book recorder on the Signed
certificate certificate
copy and
request for
certificale
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Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle ((::%(t:jl: Statg;:l:fore Condits Objective Document Stazl;i;"er
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 certfficate
requester goes to the
requestler
1 there | Return papers to certificate requester | Certificate
Isa 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 Cwil certificates and copy | Copies Dept clerk who records in cerlificates book | stamped
Depts and deliver to requester
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Description of Acknowledgment Form
General Information

Form code 44

Form name Acknowledgment

Form type 0 Register or book Document or form | O Box files

Function Acknowledge one of the litigants of the case

Reason for using Acknowledgment of itigants

Employee filling the form Attorney (agent of acknowledging litigant) — circuit clerk — fees
reviser- collector

Department where form 1s filled Outside the court — circutt clerk — fees revision — collection

Form Detailed Description

Structure I Landscape Portrait

Number of Pages One or more pages

Size Foolscap 0O Double Foolscap 0O Quarto 0O Half quarto
Number of copies Pending number of persons to be acknowledged

Additions O Duty stamp (non-governmental) O Stamps

243




Description of Information in Acknowledgment Form

Ser Item Nature Type Remarks

1 Case number Unique Figures

2 Date of case filing Umique Literal

3 Name of acknowledging liigant Unmique Literal

4 Capacity of acknowledging litigant Unique Literal Capacity of acknowledging hitigant (plaintiff —
defendant - etc )

5 Address of acknoyvledgung itigant Unique Literal

6 Name of acknowledged htigant Unique Literal Repetitive item according to number of liigants to
be acknowledged

7 Capacity of acknowledged htigant Unique Literal Capacity in the case (plaintff — defendani — etc )

8 Address of acknowledged litigant Unique Literal

9 Fees amount Unique Figures

10 | Signature of fees reviser Unique Literal

11 Collector s stamp Unique Literal

12 | Signature of circuit clerk Unique Literal

13
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Cycles Impacting Acknowledgment Form

Dept Preceding Cycle Current Cycle Current Cycle Document Status
Code before the cycle
Circunt clerk 1623 Fees assessment for Acknowledgment
acknowledgments submitted by
the pubhic
Fees revision Fees assessment for 25-2 Revision of fees assessed for Acknowledgment
acknowledgments submutted by the acknowledgments with assessed fees
public
Collection Reviston of fees assessed for 16 1 Collection Acknowledgment

acknowledgments

with revised fees
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Operations done on Acknowledgment Form

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle gm‘: Statgs;é)lzfore Conditi Objective Document sta::t;i;fter
ons after
operation
Circunt 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 Rewiston of fees Acknowledgme Recewve acknowledgment from Acknowledgm
assessment assessed for nt with plaintiff's attorney and revise the fees | ent with
for acknowledgments assessed fees assessed fees
acknowledgm 1 there Reassessment of fees for Acknowledgm
ents submitted Isa acknowledgment and record fees on | ent with
by the pubhic mistake | the acknowledgment reassessed
fees
1 Signature of fees reviser on the acknowledgm
completi | acknowledgment and stamp itthatit | ent with fees
on has been revised then deliver revised and
acknowledgment to the requester assessed
Collection Revision of 16 1 Collection 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 paud fees

acknowledgm
ents

The acknowledging person delivers
acknowledgment papers to the
Service Dept for enforcement
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Description of Copy of typed judgment
General Information

Form code 94

Form name Copy of typed judgment

Form type O Register or book Document or form | O Box files
Function Typing the judgment made by the Chief Judge in a court hearing
Reason for using Judgment in a case

Employee filling the form Typing pool employee

Department where form 1s filled Typing pool

Form Detailed Description

Structure O Landscape Portrait

Number of Pages One or more pages

Size Foolscap 0O Double Foolscap O Quarto 0O Half quarto
Number of copies One

Additions O Duty stamp (non-governmental) 0O Stamps
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Description of Information in Copy of typed judgment

Ser item Nature Type Remarks
1 Circuit panel Unique Literal Name of Chief Judge judges distnct attorney and
circuit clerk
2 Name of the plamntiff 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 wnits of

summons

O IN| O
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Cycles Impacting Copy of typed judgment

Dept Preceding Cycle Current Cycle Current Cycle Document Status
Code before the cycle
Typing poot 71 Type draft judgment In development
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Operations done on Copy of typed judgment

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle gz(:: Statg&;‘ggfore Condits Objective Document sta::t;sélaefter
ons after
operation
Typing pool 71 Type draft judgment | In development Type the judgment using the draft Copies of the
judgment and produce an onginal typed
and a copy of the typed judgment judgment
Dept Head or deputy revises typed Copies of
Jjudgment 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
dehvery
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Description of List of appealed cases
General Information

Form code 21
Form name List of appealed cases
Form type O Regyster or book | X1 Document or form | [1 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 Description
Structure O Landscape Portrait
Number of Pages One page
Size x] Foolscap O Double Foolscap 0O Quarto O Half quarto
Number of copies
Additions 0 Duty stamp (non-governmental) 0O Stamps
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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 itigant Repetitive Literal Names of appealing htigants
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 iInstance

Next heanng Repetitive Date Date of next hearing in the Court of Appeals

L{o T I« - T LN I B e >}
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Cycles Impacting List of appealed cases

Dept Preceding Cycle Current Cycle Current Cycle Document Status
Code before the cycle
Archive 82 Deliver cases for Court of Appeals | Coming from court

and Cassation

of Appeals

253




Operations done on List of appealed cases

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle g’g:: Statgs;(l?l:fore Conditi Objective Document Sta::;i:;ﬁer
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 hsts of | cases
appealed cases
Order of requested cases as per the | List of
hst of appealed cases appealed
cases

Throw list of appealed cases in the
basket

254




Description of List of cases in cassation
General Information

Form code 22

Form name List of cases in cassation

Form type 0O Register or book Document or form | OJ Box files
Function List of cases required for Court of Cassation

Reason for using Deliver cases for cassation

Employee filling the form Court of Cassationdelegate

Department where form is filled Court of Cassation

Form Detailed Description

Structure O Landscape ] Portrait
Number of Pages One page
Size Foolscap 0 Double Foolscap 0 Quarto 0 Half quarto

Number of copies

Additions O Duty stamp (non-governmental) 0O Stamps
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Description of Information in List of cases in cassation

Ser item Nature Type Remarks
1 Number of case tn cassation Repetitive Figures | Number of case in cassation including filing year
2 Cassation circuit Repetitive Literal Cassation circuit name
3 Number of plaintff Repetitive Literal Names of all plaintffs
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 nstance

Next hearing Repetitive Date Date of next hearing in the Court of Cassation

WILIN|OD®
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Cycles Impacting List of cases in cassation

Dept Preceding Cycle Current Cycle Current Cycle Document Status
Code before the cycle
Archive 82 Deliver cases for Court of Appeals | Coming from court

or Cassation

of Cassation
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Operations done on List of cases in cassation

cases in cassation

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle Cycle Status before status after
Code Cycle Conditi Objective Document cycle
ons after
operation
Archive 82 Delver cases for Coming from Recerive list of cases to Cassation List of cases in
Court of Appeals or | court of and record information of requested | cassation
Cassation Cassation cases in the book of incoming hsts of

Order of requested cases as per the
list of cases in cassation

List of cases in
cassation

Throw list of cases in cassation in the
basket
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Description of List of cases required for delivery to Court of Appeals sorted

according to year of inttiation
General Information

Form code 96

Form name List of cases required for delivery to Court of Appeals sorted
according to year of imtiation

Form type O Register or book | X1 Document or form | (O Box files

Function Help Archive clerks fetch cases files for appeals

Reason for using

Dehver cases for appeals

Employee filing the form

Archive clerk

Department where form 1s filled Archive

Form Detailed Description

Structure 0O Landscape X Portrait
Number of Pages One page
Size Foolscap 0 Double Foolscap O Quarto O Half quarto

Number of copies

Additions

O Duty stamp (non-governmental) O Stamps
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Description of Information i1n List of cases required for delivery to Court of Appeals sorted
according to year of imtiation

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 | Repetiive | figures
instance

IO |IN[O || &AW
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Cycles Impacting List of cases required for delivery to Court of Appeals sorted
according to year of imtiation

Dept Preceding Cycle Current Cycle Current Cycle Document Status
Code before the cycle
Archive 8-2 Deliver cases for Court of Appeals | In development

or Cassation
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Operations done on List of cases required for delivery to Court of Appeals sorted
according to year of initiation

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle gfﬂ: Statg;cb'gfore Conditi Objective Document sta::;i'e:efter
ons after
operation
Arch‘ve 8 2 Dehver cases for |n developmenl Recelve |l$l Of appealed cases or Llst Of
Court of Appeals or cases in cassation and sort requested
Cassation requested cases cases sorted
by the year
Throw list of requested cases sorted
by the year in the basket
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Description of Notice
General Information

Form code 10

Form name Notice

Form type O Regrster or book | X] Document or form | O Box files

Function Statement of the case that does not have a file for Court of
Appeals

Reason for using Notice about the case not found in the Archive for the Court of
Appeals

Employee filling the form Archive clerk

Department where form s filled Archive

Form Detailed Description

Structure 0 Landscape B3 Portrait

Number of Pages One page

Size (1 Foolscap 0O Double Foolscap O Quarto O Half quarto
Number of copies One

Additions 0O Duty stamp (non-governmental) 0O Stamps
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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 Umique Figures | Number of appealed case including the year of filing
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 Unmique Date
6 Name of employee / Archive clerk Unmique Literal
7 Name of General Secretary Umque Literal
8
9
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Cycles Impacting Notice

Dept Preceding Cycle Current Cycle Current Cycle Document Status
Code before the cycle
Archive 8-2 Dehver cases for Court of Appeals | In development

or Cassation
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Operations done on Notice

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle Cycle Status before status after
Code Cycle Condits Objective Document cycle
ons after
operation
Archive 82 Deliver cases for In development In case of non-existence of case file | Nouce
Court of Appeals or Archive clerk issues a notice
Cassation Deliver notice to delegate of Court of
Appeals or Cassation
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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 0O Register or book Document or form | O 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 X] Portrait

Number of Pages One page

Size Foolscap O Double Foolscap 0O Quarto O Half quarto
Number of copies One

Additions 0O Duty stamp (non-governmental) O Stamps
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Description of iInformation in List of cases required for judicial inspection

Ser Item Nature Type Remarks
1 Senal number Repetitive 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 Crrcuit Repetitive Literal Name of circuit before which case 1s filed
6 Heanng Repetitive | Literal
7 Judgment type Repetitive Literal
8 Recever Repetitive Literal -
9 b
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Cycles Impacting List of cases required for judicial inspection

Dept Preceding Cycle Current Cycle Current Cycle Document Status
Code before the cycle
Archwve 8-4 List of cases requested for judicial | In development
inspection
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Operations done on List of cases required for judicial inspection

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle gﬁ:: Statg;tl:)'zfore Conditi Objective Document sta:.;i;ﬂer
ons after
operation
Archive 84 List of cases in development Archive clerk from Corres Dept List of cases
requested for receives hist of cases requested requested
judicial inspection judicial inspection judicial
inspection
Archive clerk searches for the cases | hst of cases
according to the hst incoming from requested
the Follow Up Depl and fetch the Judicial
existing case files inspection
Archive clerk dehvers hist of cases list of cases list of cases
requested by the judicial inspection requested requested
to the Corres Dept Judicial Judicial
inspection Inspection
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Description of List of departments books
General Information

Form code
Form name List of departments books
Form type O Register or book | X] Document or form | O Box files
Function Record information of cases sent to Court of Cassation
Reason for using Archive other departments books
Employee filling the form Other departments employees
Department where form 1s filled Other departments
Form Detailed Description
Structure O Landscape Portrait
Number of Pages One page
Size Foolscap 0 Double Foolscap 0 Quarto O Half quarto

Number of copies

Additions O Duty stamp (non-governmental) O Stamps
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Description of Information in List of departments books

Ser Item Nature Type Remarks

i NI | & |LBIN]|=
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Cycles Impacting List of departments books

Dept Preceding Cycle Current Cycle Current Cycle Document Status
Code befare the cycle
Archive 8-8 Archive other departments books | in development
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Operations done on List of departments books

departments books

depts Books

List of other
depts Books
signed by
Archive clerk

books for archiving from any of the
court depts and signs of receipt on
the hst after matching it with the
books

depts Books
signed by
Archive clerk

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle Cycle Status before status after
Code Cycle Conditt Objective Document cycle
ons after
operation
Archive 88 Archive other List of other Archive clerk signs of receipt of List of other

Archive clerk dehvers hst of other
depariments books to employees in
those departments

List of other
depts Books

List of other
depts Books
signed by
Archive clerk
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Description of Book of incoming appealed cases lists
General Information

Form code 15

Form name Book of incoming appealed cases lists

Form type X] Register or book | 00 Document or form | [ Box files
Function Record information 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 1s filled Archive

Form Detailed Description

Structure O Landscape X1 Portrait

Number of Pages One page

Size Foolscap 0O Double Foolscap O Quarto O Half quarto
Number of copies One

Additions O Duty stamp (non-governmental) 0O Stamps
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Description of Information in Book of incoming appealed cases lists

Ser Item Nature Type Remarks
1 Serial 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
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Cycles Impacting Book of incoming appealed cases 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 Cassation
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Operations done on Book of Incoming appealed cases lists

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle Cycle Status before status after
Code Cycle Conditi Objective Document 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 lists
Cassation requested in book of incoming hsts of | of appealed
appealed cases cases
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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 ] Register or book | O Document or form | [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 1s filled Archive

Form Detailed Description

Structure 0 Landscape XI Portrait

Number of Pages One page

Size Foolscap 0 Double Foolscap 0 Quarto O Half quarto
Number of copies One

Additions 0O Duty stamp (non-governmental) 0O Stamps
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Description of Information in Book of incoming cases in cassation lists

Ser item Nature Type Remarks
1 Seral number Repetitive Figures | Senial 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
S Number of appealed case Repetitive Figures | Case number including the year
6 Hearng date Repelitive Date
7 Circuit Repetitive Literal
8 Date of incoming to court Repetitive Date
9 Remarks Repetitive Literal
10
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Cycles Impacting Book of incoming cases in cassation lists

Dept Preceding Cycle Current Cycle Current Cycle Document Status
Code before the cycle
Archive 82 Dehvers cases for court of In development

Appeals or Cassation
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Operations done on Book of Incoming cases in cassation lists

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycle Cycle Status before status after
Code Cycle Conditi Objective Document cycle
ons after
operation
Archive 82 Delivers cases for Receive list of appealed cases and book of
court of Appeals or record formation of cases incoming hsts
Cassation requested in book of incoming lists of | of cases in
cases In cassation cassation
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Description of Book of outgoing notices to Courts of Appeals or Cassation

General Information

which notices are issued

Form code 16-18

Form name Book of outgoing notices

Form type X1 Register or book | 00 Document or form | OO Box files
Function List of cases requested for courts of Appeals or Cassation for

Reason for using

Deliver cases for appeals or cassation

Employee filling the form

Follow up employee at Archive Dept

Department where form 1s filled Archive

Form Detailed Description

Structure O Landscape X Portrait
Number of Pages One page
Size Foolscap O Double Foolscap O Quarto O Half quarto

Number of copies

Additions

O Duty stamp (non-governmental) O Stamps
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Description of Information in Book of outgoing notices to Courts of Appeals or Cassation

Ser ltem Nature Type Remarks
1 Senal number Repetitive Figures | Senal for requested cases
2 Case number Repelitive Figures | Case number including the year
3 Name of the plaintiff Repetitive Literal Names of all plaintffs
4 Name of the defendant Repetitive | Literal Names of all defendants
5 Reason for notices Repetitive Figures
6 Number of case n cassation Repetiive | Figures | Case number including the year
7 Circuit Repetitive Literal
8 Date of outgoing to court Repetitive Date
9 Receiver Repetitive Literal
10 Remarks Repetitive Literal
11
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Cycles Impacting Book of outgoing notices to Courts of Appeals or Cassation

Dept Preceding Cycle Current Cycle Current Cycle Document Status
Code before the cycle
Archive 8-2 Delivers cases for court of
Appeals or Cassation
285
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Operations done on Book of outgoing notices to Courts of Appeals or Cassation

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cc Sta o s after
ycle g‘éﬂ: tg;‘g:f re Conditt Objective Document sta::;ﬂe ¢
ons after
operation
Archive 82 Dehvers cases for Follow up employee records notice Book of
court of Appeals or information and receiver signs in outgoing
Cassation book of outgoing notices notices
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Description of Book of stalled or abandoned cases
General Information

Form code 20

Form name Book of stalled or abandoned cases

Form type (1 Regster or book | 00 Document or form | OO0 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 (1 Landscape Portrait
Number of Pages One page
Size Foolscap O Double Foolscap O Quarto O Half quarto
Number of copies
Additions O Duty stamp (non-governmental) 0O Stamps
287




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 Circutt Repetitive Literal
7 Recewver Repetitive Literat
8 Remarks Repetiive | Literal .
9
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Cycles Impacting Book of stalled or abandoned cases

Dept Preceding 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
289
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Operations done on Book of stalled or abandoned cases

Dept Preceding Current Current Cycle Document Operations done on the document Document
Cycie g‘:ﬂ: Statg;s,:l:fore Conditi Obj‘ectlve Document sta::t;i;fter
ans after
! operation
Archive 85 Archive stalled or New Upon receipt of case from circuit Book of stalled | Book of
abandoned cases clerk Archive Clerk takes down case | or abandoned | stalled or
information 1n book of stalled or cases with abandoned
abandoned cases case cases with
‘ information case
recorded information
recorded
Archive 86 Delver enhanced or Archive clerk delvers fite to circuit Book of stalled | Book of
renewed cases clerk who signs of receipt in the book | or abandoned | stalled or
of stalled or abandoned cases on the | cases with abandoned
same line where case information is information of | cases with
recorded a case information
returned to of a case
circut clerk returned to
circunt clerk
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Description of Revision book
General Information

Form code 97

Form name Revision Book

Form type X Register or book | O Document or form | O Box files
Function Record information of cash payment

Reason for using Collect money from court clients

Employee filling the form Collection Dept revisers

Department where form 1s filled Collection Dept

Form Detailed Description

Structure O Landscape Portrait
Number of Pages One or more pages
Size 0 Foolscap X] Double Foolscap 0 Quarto 1 Half quarto

Number of copies

Additions O Duty stamp (non-governmental) O Stamps
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Description of Information in Revision Book
De