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This study aims at mere documentation of work procedures as they are currently done
inside the North Cairo Court of First Instance Although this study dealt with every
detail of work court procedures as if handled for the first time, however, the study
depends 1n the first place on the detailed study previously done about the information
system 1n side Ismailia Court of First Instance The importance of this study lies in
being constdered as continuation of the previously mentioned study in order to make
sure that court procedures are correctly described In addition, this study shows the
impact of increase of cases before the court as well as the increase of litigants 1n the
court on court orgamzation Moreover, the study aims at identifying the core
differences between different court administrative systems based on those variables

Hence, both studies will form the baseline information that the project will use in
developing the court integrated information system The study will also be the main
document used by the court administration team 1n developing and streamlining the
court manual procedures

It might seem for the reader that there 1s a difference in methodology of study and
presentation followed in this study This difference does not necessarily mean that
there 1s a difference in courts nature considering volume of work and system
application as one might think The difference between the two courts is merely
superficial and not substantial However, the core of the difference between the two
studies consists of two main factors

First:

The study team has become more knowledgeable of judicial work rules and
court administration systems Before conducting the study in Ismatlia Court
of First Instance, the team has never dealt with court systems However, 1t has
experience 1n dealing with different information systems in several institutions
of different composition The Ismatlia Court System Analysis study, which
has the first study to be conducted on court systems in Egypt, has been a great
help to the team and added to its experience We would like to express our
gratitude to Chief Justice Mohamed El Zek: Salama and all the Ismailia Court
employees for the information they provided us with and their patience in
answering the so many questions asked by the team Thanks to them the team
could comprehend the court system

Second:

The continuation of using the same analytical approach dictated from the very
beginning by the plan put for the study in the two pilot courts We have to
pinpoint the fact that the study team has introduced some changes in this
approach after finishing the Ismaihia Court study This was based on the new
inputs acquired that were not put into constderation while drawing up the
original the study plan The study team appreciates very much the mput Chief
Justice Salah El Din Roushdy, ex North Cairo Court Chief Justice, through
providing the study team with his view of workflow variables This was a
great help during identifying the new approach, which consumed a lot of time
and effort, however, this was necessary 1n order to reach the aspired results

System Research Egypt



North Cairo Court System Analysis Report 5

Study Approach

The reader of information systems literature will find more than one study approach
used to conduct analytical survey with the purpose documentation of system details
and problems One of the most important of these approaches 1s

e Bottom-Up View.

This approach depends on the study of work details, then generalization of
results to reach a comprehensive overall view of the institution activity This
necessitates documentation of the procedures followed in each administrative
unit 1n details as well as drawing detailed work cycles for those units, then
make a connection between all detailed work cycles in the institution 1n order
to draw a workflow chart with an upper view (on the institution level) Hence,
the analysts will have to start with the lowest level of the organizational
structure to document the work details then move to the higher level to put
together those details in groups, where each group represents one of the
general tasks performed by the court

e Top-Down View:*

This approach depends on the study of work cycles in general on the
institution level, then the study of detailed procedures to decompose the
general work cycles into detailed ones on the level of each administrative unit
Hence, the analysts start with the top level of the admunistrative organizational
structure 1n court to get a general view of work cycles then move to the lower
level to detail the general work cycles

It 1s obvious that using any of the two approached will definitely lead to the same
results However, the technique of data collection and processing in the first is
oppostte the second and not only different The team started the study with the aim of
conducting a high quality analytical survey according to system standards (mistakes in
collected data does not exceed 4%) in order to have firm baseline data to be used in
the development of the new automated system Accordingly, the study team adopted
both approaches

The Ismaihia Court System Analysis study was conducted using the Top-Down View
approach  Using this approach was inevitable, as the team was not acquainted with
the integration of the judicial work its uniqueness compared with the rest of the
financial and admunistrative systems The study conducted in the North Cairo Court
adopted both approaches Hence, the team was divided into two groups, where each
group works with one of the two approaches and opposite to the other without
exchanging information The purpose of working this way 1s to compare between the
results reached by each group to ensure neutrality, integration and quality of gathered
information

System Research Egypt
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Analysis techniques

According to the law, the court admnistrative structure 1s divided into two main
Departments Clerks and Service Departments This analytical study focuses on the
Clerks Department only  After conducting the System Analysis study in Ismailia, 1t
was concluded that 1t 1s better to conduct a separate study for the Service department
Moreover, the time allocated for the study was not enough to include the Service
Department as 1t includes many complex details and procedures that need more time
and effort

The Clerks Department 1s headed by the Senior Clerk or Court General Secretary
Some employees call hum “General Manager” Under the Senior Clerk come many
Units, each performs a group of functions These functions form together one or more
full work cycles Orngnally, court, like any other institution, should have documents
describing 1n details the function performed by the employee in each work cycle
Were these documents available, there wouldn’t have been any need to conduct this
study However, as mentioned before in Ismailia Court System Analysis report, there
are no complete consistent useful documents are available The literature available in
Arabic lacks the books that scientifically study the nature of office work in details
Therefore, we have decided to follow the actions and procedures taken 1n the court as
a reaction to a client’s request

The status of the court on its first day of work can be imagined as waiting for the first
client to come in Therefore, court functions are a direct response to client’s requests
Hence, to understand the approach applied in this study, we can merely say that the
analyst followed the reactions made by Civil Department in response to client’s
requests and judges decisions This process aims at defining what takes place inside
the court as if the analyst 1s taking photographs that tell the whole story since the
beginning of the procedures till the very end

Employees 1n any of the court departments are 1n a state of halt till they receive a
document, request, or anything according to which they take an action This
document or request is called “the cycle tngger” This trigger may be caused by the
court (Judge), direct supervisor, a colleague, another department, a citizen, or any
other outside authonty Those are called “triggerers” This action taken by the
employee 1s just one step 1n a series of steps aiming at achieving a certain goal These
steps may be implemented by one department or distributed among several
departments according to the nature and regulations put for those steps

To apply both approaches aforementioned in the analytical survey, 1t was mevitable to
make a list of all documents (triggers) sent to each department Then, the actions
taken since the trigger reaches the department are followed and documented as well as
the instruments, books, and data resulting from the procedures followed All this 1s
done to serve the Bottom-Up View approach

At the same time, a list was made of all tiggers comung to court from outside (outside
tniggers) and procedures cycle consequent to them was followed with an upper view
In addition, the outside trigger’s flow inside the court in the concerned departments
was followed as well as the triggers resulting from the outside tngger This 1s done to
serve the Top-Down View approach

System Research Egypt

W {



North Cairo Court System Analysis Report 7

At the end of this phase, the results of both approaches are compared to make sure the
information 1s correct In case of emergence of differences, court clerks are asked for
clanfication to reach the truth  Accordingly, the team has abided by neutrality and
objectivity 1n every step of the way for the sake of a correct analysis

We draw the reader’s attention that the core of this study 1s bout the Civil Clerks
Department only as personal status and criminal cases are excluded from the study
Also, all procedures related to accounting, warehouse, and personnel are excluded

System Research Egypt
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Presentation Methodology

The presentation language must be up to the level of information presented so as to
quality, quantity and details This ensures that both researcher and reader understand
and are sure of the information presented The study team has noticed that the
language used 1n the court forms 1s very bad Therefore, they tried as muchas
possible to make sure the terms used mean the same as the meaning it is used for
inside the court and at the same time do not prejudice the approved legal terms The
study language has been written to suit the following types of readers

1 Chief Justices and judges for them to know what really taked place mside the
court

2 Those interested in justice administration at MOJ
3 Court Clerks to make sure the information 1n this report are correct

4 Court Admunistration Experts to detect the problem areas in the existing
system and recommend the changes needed to develop the general court system

5 Information Systems Experts to know all procedures followed 1nside the court
which will help them develop a design which 1s not interfering with or less than
system development requirements

6 New System application experts To get acquainted with the current procedures
1n order to draw up a plan for changing to the new system

The differences between the two approaches applied by the two groups have increased
the difficulty of reaching a presentation style that would suit all types of targeted
readers
The study 1s divided 1nto the following sections

1. Executive Summary: for all types of readers

2 Chapter One:

This chapter 1s divided into two parts the North Cairo Court organizational
chart and a high-level study of court work cycles This chapter 1s directed to
all types of readers

3 Chapter Two.

This chapter contains a detailed study of all procedures followed in each of the
court departments This chapter 1s directed to fourth, fifth, and sixth types of
readers

Syste  Tesearch Egypt
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4. Chapter Three:

This chapter studies in details the cycle of a trigger or an outside trigger and
follows each tnigger and form inside the court This chapter is directed to
fourth, fifth, and sixth types of readers
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General Overview of North Cairo Court

The North Cairo Court 1s location 1n Abbasya Square 1n Cairo It 1s one of two courts
concerned with Cairo area within the junsdiction of which lives 15 mullion
inhabitants

Available statistics show that courts may be classified into three groups according to
volume of work and number of cases filed annually Large courts, before which more
than 150,000 cases are filed annually, deal with civil and all kinds of criminal cases
Middle-size courts are those before which 75,000 to 150,000 cases are filed annually,
while small courts are those before which less that 75,000 cases are filed annually
According to this classification, North Cairo Court 1s considered one of the large
courts as nearly 250,000 cases are filed before this court every year including civil
and criminal cases Affiliated to North Cairo Court, there are 10 partial courts where
more than 100,000 cases are filed every year

The court 1s composed of two building The main building which is composed of five
floors and the court occupies only two ofthem The new building i1s composed of
seven floors of which the court occupies four floors The main building used to
receive the same number of cases, hence, 1t 1s difficult to detect the impact of
doubling the space by constructing the new building especially that the new building
does not seem to have improved the old situation a lot Although, the new building
has been recently constructed, 1t has not been designed to meet the court requirements

It 1s very well designed to meet the requirement of administrative buildings 1n general
by not court buildings Courts conduct several activities, and therefore need special
requirements to cope with those activities concerning receiving public or internal
work procedures

This 15 a detailed description of personnel distribution inside the court and 1ts tmpact
on the organizational structure, volume of work and numbers of cases filed each year,
then an analysis of judicial performance efficiency inside the court and a comment on
that performance
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North Cairo Court System Analysis Report 11

1. Personnel:

The number of court employees in all its departments, units as well as partial
courts 1s about 2000 employees According to the administrative inspection
statistics about courts activities all over the country, number of full circuits 1s
32 and that of partial circuits 1s 42, and number of judges working 1n those
circuits s 141

Personnel in Civil Clerks department in court can be categorized as follows

Specialty No. of No. of

- Supervisors Clerks
Cuivil cases 6 66
Commercial cases 1 15
Taxes cases 1 16
Collection 1 31
Claim 1 61
Deposits 1 17
Typing 3 68
Rest of Civil Clerks Dept 20 411

The following figure shows the relative weight of employees in different court umts

Percentage of Dept Personnel to Total Number

rest of court clerks

typmg

deposns

chm B / of dept. personnel to total sumber

collecton

taxes

commercial

[ 20 40 60
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As noticed, number of employees handling civil cases 1s over double the number of
employees dealing with commercial and taxes cases together This 1s due to the
increase tn umber of circuit clerks of civil circusts 47 circuit clerks in civil circuits
versus 9 1n both commercial and taxes circuits

Circuit Clerks 1n Different Circuits

SCommercial
and Taxes

Cases
B Civil Cases

1 The following figure shows that percentage of female employees 1s about 67%

Emplovees According to Sex

N VMale
BFemale

According to the constitution, both male and female employees must have equal
chances for work However, the social circumstances for women lead in many cases
to disturbance of workflow and weakening of the orgamzational capability for court
human resources management, like in case of leaves for example Percentage of
employees on unpaid leaves or delegated for work outside the court 1s about 13% of
total employees working 1n the court, 85% of them are female employees

2 It mught seem that the percentage of 13% of the court employees on leave 1s a
reasonable percentage putting into consideration the nature of working force in
Egypt However, 1if one looks into this matter, one will notice that the great
increase 1n number of employees has lead to weak management of human
resources The aforementioned percentage would have never been reasonable
except 1n case of over-employment where great number of employees is hired

Svstem Research Egypt
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without real need for them That 1s the reason why court management 1s not
affected by the absence of so many employees

-

3 The number of employees working in partial courts affiliated to North Cairo Court
1s about 397 employees

Number of Emplovees

100

80

60

[ Number of Employees
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Commereal
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We can say that North Cairo Court 1s characterized with having a large number of
clerks This mught be because of the large volume of work However, This mncrease
in number does not raise the performance level About 8% of total number of court
employees are busy with claim procedures, while total many collected during 1997 1s
only 25% of total amount to be collected Consequently, as time passed, the amount
of money claimed for collection reached LE 47 million Also, 8% of total number of
court employees work 1n the typing pool, however only 10% are intermediate
performance level (35-40 wpm) This leads to accumulation of court judgments to be
typed and consequently leads to delay in court judgment 1ssuance Therefore, the
reason behind delay in judgment issuance 1s not the large number of judgments, 1t 1s
because of the low standard typists working 1n the typing pool

We may also say that the large number of employees hired 1s not 1n favour of work
performance  This is, as will be stated hereafter, because of the existing weak
organizational structure that cannot absorb this number of employees The current
organizational structure ts the as that of a small court Clerks became more specialized
in doing only one function, 1n addition to the increase in number of clerks doing the
same function instead of getting acquainted with several number of functions, the way
it 1s 1n the small courts However, the organizational structure did not change 1n order
to allow the introduction of change 1n supervision, inspection, and administrative jobs
to mmprove and develop work and human resources management This also lead to
weak human resources planning and management
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Volume of Work:

Under the North Cairo Court Senior Clerk come Senior Clerks of ten partial
courts Court of First Instance receive case files of cases appealed from partial
courts, as well as cases referred to 1t from partial courts for value non-
jurisdiction, from other courts of first instance for territorial non-jurisdiction,
or from Court of Appeals for reconsideration Court work 1s seasonal, as the
high season 1n court 1s from end of October till beginning of April The rest of
the year, work rate 1s usually less It 1s enough to know that 80% of the cases
are filed during the high season

Cwvil and commercial cases (excluding personal status cases) filed before
partial circuits are 23% of the total number of such cases filed before both full
and partial circuits  The following figure shows the number of such cases in
partial courts affiliated to North Cairo Court in October 1995 The numbers of
cases are from court statistics

Number of Cases Handled 1n October 1996
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The number of judges in court of first instance and affiliated partial courts 1s
141 judges There are 32 circuits under the jurisdiction of the court of first
instance, while there are 42 circuits under partial courts According to the
figures stated in the judicial inspection report on the penod from October 1,
1996 till September 30, 1997, 88252 cases were filed in North Cairo Court
before full circuits, where 70517 cases of them were disposed of, 1€ 80% of
cases Comparing the general performance rate all over the 24 courts of first
instance, one will find that 713927 cases where filed before full circuits and
477323 cases were disposed of during the same period of ttme, 1€ 76% of
total number of cases
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65% of civil cases filed before partial circuits all over the country are disposed
of during the year In North Cairo Court 87% of civil cases filed before partial
circutts are disposed of

If one considers the burden lying over the judges’ shoulders, one will find that
average of civil cases handled by each judge all over the country 1s 554 cases
annually, while the average handled by the judge in North Cairo Court 1s 900

cases annually

Companison between North Cairo Court and

Rest of Courts

Ismailia
Court

-

NC Court

Restof

/ Judge

B Average achievement

Average cases/ judge

0 500

1000

Statistics show that about 4400 cases are postponed for expert report, 1€ 25% of total
number of cases postponed to the following year

The following table shows the superiority of North Cairo Court, where a comparison
was made between North Cairo Court and the largest four courts in view of volume of
cases, and between North Cairo Court and the largest four courts in view of rate of

accomplishment
Court No. of Civil Cases Rate of No. of
excluding personal | Accomplishment Circuits
status cases
IF
Average all over 29747 66% 16
i the country
North Cairo 88252 80% 32
Alexandria 84016 73% 35
Damanhour 69879 44% 15

System Research Egypt



North Cairo Court System Analysis Report 16

Court No. of Civil Cases Rate of No of
excluding personal | Accomplishment Circuits
status cases

South Cairo 65278 76% 42
Sohag 22568 T5% 13
Beni Suef 11478 84% 13
South Sinat 827 8% ' 2

This table shows that average number of circuits 1n court of first instance 1s 16 circuits
handling about 1900 cases This does not contradict with the average number of cases
for each judge (553) as 1n some circuits there are four judges and not only three

The table shows that north Cairo Court 1s the largest court considering the work
volume and comes second in rate of accomplishment There are 13 circuits 1n Bem
Suef handling 11478 civil case, 1e less that 1000 case per circuit, while in North
Cairo Court, each circuits handles more that 2000 civil cases That’s what leads us to
think that rate of accomplishment 1s higher 1n North Cairo Court

Such simple comparisons show the burden on North Cairo Court full circuits f
compared with general averages all over the country However, this also shows the
high performance of North Cairo Court in comparison with general averages for
similar courts

The purpose of these comparisons is not to create that sense of competition between
courts, as justice should not be put into competition The main purpose is to
comprehend the work inside the court, analyze the court from all aspects, and be
aware of the position of court in the Egyptian judiciary These comparisons also
calculate the performance rate of the existing court system in comparison with similar
courts

The analysis also leads us to having a closer look at the companson between
performance rate between full and partial circuits  The following table compares
between full and partial circuits 1in view of volume of work, personnel, and average of
work done by each employee

No. of Civil | No.of | No.of cases/ | No.of | No. of casesf
Cases Judges judge Clerks clerk
Full Circuits 88252 98 900 685 128
Partial Circuits 25263 42 600 399 63

This simple analysis shows that burden on full circuits 1s more that 200% that on
partial circuits  If we compare between them in view of cases handled by judge
annually, we will find that a full circuit judge handles 900 cases a year while a partial
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circutt judge handles 600 cases This means that the burden over a full circuit judge 1s
over 150% of that handled by a partial circuit judge

We can also recommend conducting a detailed feasibility study to increase the value

jurisdiction for partial circuits  This will decrease the volume of work 1n full circuits,
hence leading to easier justice admuinistration

Cases / Judges

1000

Cases / Judge

Full Circuits Partlal Clcuits

Cases / Clerk

200

Cases / Clerk

Full Clrcuits Partial Circuits
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Analysis Results

The study 1s divided into three connected topics describing in details Court Civil
Clerks Department 1n concern to justice administration The methodology 1s used 1n
this comment

e Organizational Chart
¢ General court activity

¢ Clerks Department detailed activity

First: Organizational Chart:

1 Expansion of orgamzational structure as a result of lack of rehable
documentation

Ismailia System Analysis report has showed that the court system includes two
entities judiciary, and judicial assistants The system analysis goes for North Cairo
Court

The North Cairo Court though, 1s characterized with a large organizational chart due
to the increase in work volume, therefore, each clerk 1s specialized in a certain
function In Ismailia Court, one clerk may perform more that one function together,
such as Senior Clerk who undertakes also the responsibility of following up cases
referred to the Experts Office In North Cairo Court there 1s a separate department of
20 employees just to perform the same function with no organization and on unclear
basis

The expansion of orgamzation al structure and specialization of clerks in certain
functions made 1s a must to document the functions performed The study team was
provided with those documents and, of course, they were of benefit However, those
documents were neither systematic, integrated, nor detalled Each Department Head
put 1s own view of the functions performed by the department The result of that 1s
accuracy of the document depends on the experience gained by the one who
documents 1t, who most of the time describes functions performed by other
departments

In addition to that, this documentation 1s hand written and 1s no gathered 1n a booklet
or guidelines for the whole court Moreover, not all clerks document the work,
therefore, the existing documentation 1s voluntary made and on individual basis It
was discovered that the mimistry publishes documents, instructions, periodicals, and
guidelines, however, they take a long time to reach the courts They have to go
through all stages of preparation, printing, and distribution, hence, 1t takes a very long
time to reach the concerned employee This consequently lead that those instructions
have very weal impact on actual work performance

2 Non-clarnty of Inspection Sequence

System Research Egypt
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The court 1s subject to centralized management, where inspection responsibilities are
not distributed among different administrative levels according to their inspection
speciahization In all cases, management centralization leads to dependence of work
planning and implementation on direct ntervention of higher positions of
orgamzational structure in every little detail In big establishments, like the court, this
puts a very heavy load on the Chief Justice shoulder, no matter what they claim
Many times, this leads to non-abidance of employees to organizational guidelines and
regulations, hence, weakening the system because of the weak inspection

3 No Management Inspection

The study team has met a lot of problems trying to define the reporting system for
some jobs, such as “Experts Office Incoming and Outgoing Correspondence” Till
the end of the survey, the study team has not found any source of information
describes the existence of this department as an independent entity, or as a department
reporting to three different departments responsible for case management

This 1s not the only example There are others, such as the question directed by the
study team “As there are three different departments managing cases according to
specialty (civil, taxes, and commercial cases), does the head of the civil department
supervise heads of both taxes and commercial departments, or do they report directly
to the Senior Clerk?” The team was told two different answers from the heads of the
departments themselves  This 1s not an underestimation for the heads of the
departments, this 1s a very natural result of absence of documentation

Those contradictory answers prove that there is no kind of supervision or inspection
performed by direct managers Had there been inspection and supervision, answers to
such questions should have been very clear

4 No Set Goal for the Existing System

The departments responsible for case management are divided into three sections one
for taxes cases, the second 1s for commercial cases, and the last one manages the rest
of the civil cases except personal status cases The commercial cases section registers
companies contracts as an additional function

The court system organizer tried to apply the idea of having front counters for the
civil department (the third section aforementioned) We can say that only the form
was applied with not the core There are two goals for such a system

e Provide comfortable environment for the public, as they will not have to go to
many places

e Separate the public and not allow them to move all around court corndors and
offices

However, only the general form was applied as there are tables behind which the
clerks sit, but the client still takes his papers in his hand and goes to another clerk
inside the court to register the writ of summons inthe cases index All this takes
place on the ground floor The organizer tried to help the public by putting the
commercial department in three adjacent rooms, however, this lead to crowding the
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sixth floor and allowed for trouble-making between clients and clerks The same
happens on the seventh floor were the taxes department 1s located The goal was to
provide a comfortable atmosphere for the public, however, while applying this
system, the concentrated on the front counter as an ultimate goal in itself without
dealing with application problems

Here we can mention also another 1dea implemented in court before An information
desk was established outside the courthouse where citizens could review court
Judgments so that they do not have to review to go through the meeting notes to know
the judgments Also this idea did not succeed, as it did not stop the public from
moving around the courthouse to know the same information from the circuit clerks

Although these ideas have their negative sides, this should not impede development
If a definite goal 1s set, application 1s thoroughly studies, and lessons are learnt from
the previous experiences, then development will be successful Therefore, 1t 1s
recommended to conduct a study on reasons of failure of the previous 1deas so the
development team might avoid them 1n system redesign
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Second: General Court Activity:

Clerks Department 1s the judiciary and judges assistant
administrative work supporting justice The following chard shows Civil Department
activities at North Cairo Court

General
Activities
Companies Contract I
Registration —»
Issuance of Certificates
and Coples P
Court Orders
Management

Case Management

It undertakes all the

Deposits Management

> Case Filing

Court Heanng

Detailed tasks for each activity

1- Case Filing

1-1- Commercial case filing

1-2- Bankruptcy case

1-3- Taxes case filing

filing

1-4- Labour case filing

1-5- Civil case filing

Claims Management

1-6- Renew a dismissed case — commercial

1-7- Renew a dismissed case — taxes

1-8- Renew a dismissed case — civil

1-9- Release a case from suspension — commercial

1-10- Release a case from suspension — taxes

1-11- Release a case from suspension — civil

Management

Post-Hearing

Procedures Mgmt
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Court hearing Management:

2-1- Court hearing preparation

2-2- Record court hearing events

2-3- Record hearing notes

Post hearing procedures:

3-1- Attach a request to case file

3-2- Perform procedures for acknowledgments presented by litigants

3-3- Receive a claim of remissness

3-4

Execution of a preliminary judgment of referral to Experts Department

3-5- Execution of a preliminary judgment of delegation on one of the Court
Experts List

3-6- Execution cf a preliminary judgment of referral to Forensic Medicine
3-7- Execution of a preliminary judgment of changing the delegated Expert

3-8- Execution of a preliminary judgment of acknowledgments for Clerks
Department to undertake

3-9- Execution of a prelimmnary judgment of acknowledging an outside
authority

3-10- Execution of a preliminary judgment of non-jurisdiction and referral to
another court

3-11- Execution of a preliminary judgment of referral to another circuit
3-12- Case Dismissal

3-13- Undertake bankruptcy procedures (execution of judgment with
bankruptcy of defendant)

Issuance of Certificates and Copies*

4-1- Recewve from public requests asking for a certificate with all paid
expenses 1n a case filed

4-2- Cycle of 1ssuing a certificate of court index information — commercial

4-3- Cycle of 1ssuing a certificate of court index information — taxes

4-4

Cycle of 1ssuing a certificate of court index information — civil

4-5- Cycle of 1ssuing a certificate of no bankruptcy

System Research Egypt
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4-6- Cycle of making a certified copy of any of the case documents
5- Regstration of companies contracts
6- Deposit and withdraw of deposits 1n the full court
7-  Cycle of Claim Dept
8- Transitory orders request / preventive detention / discharge

Clerks also undertake statistics, follow-up and other admunistrative functions
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Third: Detailed Activity:

Some comments criticizing the system of work as well as suggestions to get over
problems can be detected by following the procedures and data used inside the court

e Decision-makers are usually faced with non-consistency of statistical reports
issued by different court departments This 1s due to non-existence of specific
definitions to which everybody agrees upon For example, circuit clerks differ
i defining final and interlocutory judgments However, all circuit clerks
submit monthly statistics about judgments 1ssued by the judges, which are
considered a part of the judicial inspection tools for judge’s performance
evaluation If the answer to that 1§ that circuit clerks have no right to put
definition, however, they are the ones who 1ssue the reports and statistics to
forwarded to Chief Justices, then the ministry to make decision Therefore, we
suggest developing a booklet with all typical definitions for those terms and
distribute 1n all courts

e Some law articles are not abided by, such as postponing the case more than
once for the same reason This delays the case as litigants tend to give the same
excuses to postpone the hearing such as preparation of documents and evidence
n order to delay the case and hurt the litigants

s Sometimes, judges themselves postpone the case to a date previously knows as
an official holiday to administratively postpone 1t once more

e By the end of August 1997, there were 15,000 signature cases, 1 ¢ about 17%
of total number of cases filed before the court This volume of small cases
increases the burden over the judges’ shoulders We recommend setting fixed
fees for signature cases as those put for registration office and company
contracts registration to lighten the burden off the judges’ and clerks’ shoulder
Moreover, this will preserve the court dignity as it should not be used a back
door for citizens to evade state taxes

¢ No monitoring plan by either pilot courts or judicial inspection for mnadvertence
or judgment interpretation to evaluate efficiency and accuracy of judges to take
care of all case sides

e Instructions should be documented and updated regularly  Moreover,
nstructions annulling others should not be kept so as clerks do not refer to
annulled instructions

e There are no references or jurisprudents in court with experience in procedures
except Chief Justice who has the authonty on his own responsibility to order
execution of procedures to solve the public problems Thus jurisprudent should
be easily accessible by clerks In case of absence of jurisprudents, clerks get
lost 1n dealing with some situations, which they meet for the first time and
cannot handle Ths leads to neglecting public requests and hence delaying the
procedures
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Procedures of case filing of civil cases differ from commercial cases, especially
n setting the date for the first hearing The date of first court hearing for a
commercial case 1s set according to its number put in case index, while first
court hearing for a civil case 1s set before the case 1s recorded in case index
There are no logical reasons for this difference

Referral of a case from one circuit to another does not need case file revision if
the case 1s referred to the same section (civil, commercial, taxes) and 1n this case
referral 1s made by a decision In case of referring case file from one section to
the other, 1t 1s considered a court order

Employees should be redistributed in the building as it was noticed that six
commercial circuit clerks are located in one room with piles of case files and
public 1s allowed to enter the room and review the files There are also 71
typists in three rooms where each typist with the machine less that one meter
squared, while each should be provided with 2 25 m* according to the general
standards

There are no fixed procedures for document flow among employees and
different departments Hence, each employee delivers documents, as he thinks
appropriate and safe for mm There are four ways of documents flow

1 Delivering note

2 Signing a copy for receipt

3 Signing a book including document information

4  Sufficing with registering the document 1n the recerving employee book

The problem 1s that sometimes clerks use all four ways together, as each time
the clerk chooses to use one of the four ways with no obvious reason behind
choosing any of them

Depending on microfilm on 1ssuing bankruptcy certificates necessary for filing
bankruptcy cases 1s unacceptable as employees working 1n the microfilm are not
of the judiciary assisting agencies

Labour cases are exempted from the court fees and not from the microfilm
fees, this does not make sense except for the reason that microfilm 1s managed
by an outside agency providing this service to the court and not part of the court

Circutt clerks deliver case documents to the litigants attorneys and keeps their

syndicate cards till they bring back the documents In case the attorney needs
an official copy, the document 1s given to the office boy to make a copy

Moreover, circuit clerks meet the hitigants in the office so that they can review
the case file However, the room 1s very small and crowded with desks in
addition to the fact that there 1s more than one circuit clerk in the room, this 1s a
nisk as documents might be lost This 1s very risky, therefore, procedures set for
litigants to review case files must be developed as their legal nght to review the
file

All notes and documents to be attached to the case file are presented during the
court hearing except for the documents presented after the case 1s postponed for
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Jjudgment pronouncement which are presented directly to the circuit clerk
Litigants usually present those documents right before the court hearing and this
leads to postponement of judgment pronouncement

In case the court refers the case file to Forensics, the circuit clerk deliver the
file to Correspondence Umit, which in turn sends it to Forensics who sign for
receipt by weight of the envelopes Tracking those files 1s quite impossible
which leads to increasing the probability of losing the files

Registering cases in the Experts General Register within 24 hours from
Judgment pronouncement 1s of no use This register 1s rarely referred to,
moreover, the judge might change his mind for any reason, like non payment of
experts deposit, and decides not to refer the case to the Experts Department
Hence, the case will be registered in the General Register without being actually
sent to the Experts Department Therefore, 1t 1s enough to keep the Experts
Book, which mcludes information about the cases that were actually referred to
the Experts Department, as cases are registered only when 1t 1s sent to or
recerved from the Experts Department

The Calendar employees and circuit clerks issue certificates This 1s a ime
consuming Job under the existing system as the Calendar keeps files back to the
year 1975 By examining those files, it was discovered that in most cases the
files are worn out because of searching in and writing on them for so many
times

There are no rules defining the relationship between circuit clerks and Calendar
employees  There 1s no unified system in court to update Calendar information
automatically after each hearing For example, if one of the employees submuts
a request to the Calendar unit, they can not make sure that 1s request has been
approved by the court during the case proceedings, as court consent is not
registered 1n the Calendar

The way case files and court files are kept 1s very bad in regard to ventilation,
arrangement, and organization In some cases Archive employees cannot find
the archived case files and hence not responding to the public request This
problem 1s because of the 1n appropnate archiving system

The Claim System 1s described in several minustry circulars and instructions,
however, the system mainly depends upon the employee’s experience and
efficiency and not the system itself There 1s no real technical follow-up Claim
Inspection 1s only formal and focuses on discovering the employees’ technical
mistakes and not the effectiveness of the claim system as a whole What adds to
the system problems 1s the efficiency level of the servers As there 1s no system
for evaluating servers’ efficiency in claims execution, the existing system 1s
considered ineffective It 1s quite enough to know that only 25% of the total
claims 1s collected which lead to accumulation of uncollected fees to reach
LE47 million till now We think that fees estimation and collection systems
should be reconsidered so that fees are collected during and before case
disposition
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Core of the Problem:

The reader might think that the problems this study refers to 1s different from those
referred to in the Ismailia Court System Analysis Study The systems mught be
different, however, the core of the problem The problems will be described in the
following few lines which themselves give directions to the appropriate way of
solving those problems

1

First Problem The concept of court staff and activities management 1s absent,
work flows by inertia and not based on administrative leadership that undertakes
supervision and control activities, evaluation of activities outcomes, and
comparison between outcomes and court target

Second Problem Constant increase in human resources without planning
besides no evaluation of newly hired qualifications 1s undertaken to make sure
they are capable of working in the court Court staff needs organized training
on court system  Moreover, methods used for updating staff with new
instructions and regulations must be reconsidered and set up in a more
orgamzed and effective way  In addition, court staff needs training on
management, supervision and control theories

Third Problem regular review of court needs for a change in the system
rarely happens This 1s a function done by the supervisory level that also
suggests 1ssuing new laws

Fourth Problem No MIS system in the court, although information is the
heart of management whether court, departments, or even court hearing
management  Information is the means of interpersonal communication
between employees inside the court and between the court and other outside
agencies There is no difference between absent and unorganized information
as both cancel 1ts role as reliable means of communication

Fifth Problem The concept of customer satisfaction (litigant and lawyer) of
the service 1s not put into consideration This concept 1s the basic to
management success and quality achievement in any establishment Litigants
must be assured that documents presented to court will not be lost because of
any of the employees’ negligence, dishonesty, or because of the crowded places
where case files are kept However, customer satisfaction must be subject to the
rule of law 1n the first place One of the most important requests of the
customer 1s his will to feel dignity of court whether in dealing with the
employees or in documents handled inside the court

System Research Egypt
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IDEAST[ Admunistration ot Justice Support Project

National Center for State Courts & Systems Research Egypt

VIAFAX 573 8607

July 30, 1998

Attt Mr Nabil Rizk, District Manager
NCR - Egypt

21 Giza St, Borg EI Nil

Giza, Egypt

Dear Mr Rizk

As NCR 1s nearing completion of cabling and hardware installation services at the
National Center for Judicial Studies 1n Abbassia, Cairo, we take this opportunity to
exercise our option to request Follow on Work from your firm, in accordance with the
terms of our contract, stated below

170  Follow on Work — Option to Extend Services

AMIDEAST may request continued performance of any services within the limits
and at the rates specified in this Subcontract These rates may be adjusted only as a
result of prevailing market increase factors The option provision may be exercised
more than once, but the total extension of performance hereunder shall not exceed
one year Exercise of the option provision shall be m writing by AMIDEAST to
NCR within the period specified in this agreement under Clause, “Term ”

The specifications for this optional work, to be performed at North Cairo Court, 6 floor,
Abbassia, Carro, are enclosed for your review

We would like to have a preliminary meeting next Tuesday, August 4“‘, at 12 00 noon
The purpose of this meeting, to be held at the Chief Justice’s office at North Cairo Court,
1s to discuss the cabling requirements with members of the North Cairo Court and
Engineering Dept , with whom you will be working During this visit, you should be
provided with an opportunity to view the site proposed for the LAN 1nstallation

Sincerely,

Janie Abdul Aziz
Project Office Manager

JAA/jaa
Enclosure
File Contract_amendment doc
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Introduction to Chapter One

This chapter 1s divided into two parts, the first parts is a description of the
organization al chart for the Court Clerks Unit (the Civil Unit only and not the

Criminal Unit)

The second part 1s a descrmption of the court high-level cycles In other words,
all the operations taking place in court without details as the detailed
operations are mentioned 1n Chapter Two
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Organizational Chart

The Clerks Unit i1s one of the most important judicial assistants in court
Performance level of the Clerks Unit 1s considered one of the conditions for
Justice realization on timely basis

The Clerks Unit of North Cairo Court 1s headed by the Senior Clerk (General
Secretary), Mr Mohamed Hashem According to work distribution the unit is
divided into three main sections The Civil Section, headed by Mr Fekry
Nosseir - Commercial Section headed by Mr Mahmoud El Hossary — Taxes
Section, headed by Mr Abdul Khallk Mohamed This distribution was made to
distribute workioad according to types of cases filed before the court

The cycle of case filing in the Civil Section differs from that in both
Commercial and Taxes Sections as the Civil Section has front offices while
the other two sections don't It is also noticed that other units performing
other functions are divided to serve those three sections, which is also
considered a type of distribution of workload For example, the Certified
Copies Unit has distributed 1ts employees in different places to serve the three
sections

One of the charactenstics of the North Cairo Court Clerks Unit 1s that the unit
works in the evenings where the Head of the Civil Section registers the vases
and sets the date of the first hearing

Accordingly, 1t is obvious that the main factor governing the administrative
structure and job organization of the Clerks Unit 1s the number of cases filed
before the court and their different types Therefore, 1t 1s flexible and this can
be easily detected by the difference in procedural arrangements in the Civil
Section For example, in the Civil Section the date of the first hearing 1s set
before registration in the Civil Index in order to save the time consumed by the
itigant in the front office, while in the Commercial and Taxes Sections the
case is registered before the setting the date of the first hearing

It 1s also noticed in the North Cairo Court Commercial Section that the section
uses the microfilm for 1ssuing certificates of bankruptcy cases judgments
without having to refer to the Index

Due to the importance of the role played by the Head of the Unit and the
circutt clerks in case management till disposition, below 1s a summary of the
functions performed by them before going into detailed work cycles

First Head of the Unit

The main task performed by the Head of the Unit (Civil — Commercial —
Taxes) 1s supervision over and follow up the work done by the circuit clerks
and the rest of the Units as well as solving problems meeting case
management and dealing with the public documents submitted by them in the
unit The most important of those documents are



¢ Request to receive documents from a case file disposed of whether with
a final jJudgment, dismissal, suspension, or conciliation

e Request to receive a copy of a judgment in case the name i1s wrongly
written

e Request to receive judgment execution statement with a lawyer's power
of attorney when there 1s a mistake in the power of attorney

¢« Request to receive a copy of the judgment by the non committed to pay
fees in case they refuse to pay In place of the committed

o Submit a request for appeal for a case disposed of in one of the partial
courts without having information about the appealed case

o File a contract case without submitting the original documents

+ Recetving and sending of case files by circuit clerks from and to outside
agencies and cases of non-completion of papers, copies and original
documents

¢ Requests for paying claims on installments

+ Files requested for attachment in other courts in case the person
delegated for collection of those files could not get them

+ Requests for having certificates based from cases still in action in case
of absence of the circuit clerk responsible for the case file

« Inspection of work done by circuit clerks
« Assessment of fees for requests for arbitration

e Assessment of fees for requests of ratification of papers issued b the
court and will be used abroad

Second Circuit Clerk

* Circuit clerk 1s responsible for case files considered by the circuit as well
as all the important documents in the files and all documents added to the
file during the case cycle

+ Circuit clerk undertakes the secretaral work for the judges whether
during the hearing (taking notes) as, according to the law, a court hearing
may not be held if the circuit clerk 1s absent The circuit clerk aiso
undertakes secretanal work outside the courtroom as he receives requests
submitted to be reviewed by the judge The circuit clerk also prepares
periodic reports on judges productivity and judgments announced



* Circuit clerk is the representative of Clerks Unit before the panel He
executes court orders announced by the court on behalf of Clerks Unit

Below are some of the functions performed by the circuit clerk

e Presents matters related to work and not settled by Head of the Unit to
be reviewed by the General Secretary

e Presents matters related to work to Head of the Urut for action In case
the Head of the Unit does not take action, he presents those matters to
General Secretary then to the Chief Justice

¢ Receives new case files from the Index department after they registered
and microfiimed

¢ Recelves from the Index department cases referred to court by other
courts

¢ Receives case files for renewal and enhancement of cases from the
Index department under the same case number

¢ Undertakes the function of registration in the books hearing notes,
judgment draft book, judgment copies index, decisions execution book
coples receipts book, archive receipts book, claims receipts book
correspondence receipts book

» Prepares case files before the hearing and make the necessary
arrangements for the hearing

e Takes notes of the hearing events, takes investigations reports and files
them in the case file

+ Executes court decisions made during the heanng notifications
acknowledgment, and fines

¢ Takes the notifications, and covering letters for files sent to the Experts
Department as well as the files to Deputy of the Head of the Unit to stamp
them

s Takes the responsibility of delivering and receiving cases attached to
other cases or referred to other circuits

e Receives judgment and writs drafts (wnt of summons — sub-cases writ
intervention application application for introducing new litigants) as well as
recetving the typed judgment

* Writes reports on fines attorney’s fees, fees assessment orders and
registers them in the Copies department
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+ Delivers reports on fines, attorney’s fees, and fees assessment orders
to be executed along with the original and a copy of the judgment and the
original and a copy of the request

¢ Delivers case file after disposition to Claims Department to make a note
of what requested of the circuit clerk to execute such as stamp duties
collection, sending notifications, writing memos to circuit chief judge with
comments on the judgments and decisions to be executed for review and

correction

e Delivers case file after disposition and closure to the Archive
e Recelves case files from the Archive for attachment to another case file

o Undertakes procedures of forgery claims and registers them in claims
register

 Recelves cheques to pay experts deposit from governmental authonties
and delivers them to Accounting Department with a memo and receives
from the Accounting Department a list of settiement of cheques delivery

o Registers information of cases referred to the Experts Department in a
general record before the experts deposit 1s paid and within 24 hours from
court order of referral

e Registers information of cases after the experts deposit 1s paid in a
special book and delivers the case file after making a note on it to the
Correspondence Department to send it to the Experts Department

» Delivers requests for enhancement of experts opinion to sent them to
the Experts Department

« Delivers papers to be sent outside the court to the Correspondence
Department such as notifications and case files referred to the Experts

Department
s Receives papers coming from outside the court (like experts opinion)

+ Register information on the request of renewal or enhancement
submitted with dismissed cases when they are re-filed or suspended cases
when they are enhanced before they take their turn in the front offices

» Circuit clerk of bankruptcy circuits follows up bankruptcy declaration
procedures after the judgment is announced with the debtors attorney and

bankruptcy officer

+ Receives and delivers service papers to and from service Department

« Referral acknowledgments

Ho
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e Acknowledgment with submission of experts or forensics reports

o Delivers jJudgments after signature by circuit chief judge to the Microfilm
Division

o Delivers experts reports to the Microfilm Division

» Delivers reports of fines to be paid by the employees to the personnel to
be deducted from their salaries

« Delvers official and execution copies to the litigants after the disposition
of the case

e Receives lawyers briefs and documents to be put in the case file before
Jjudgment hearing

* Recelves requests for corrections in judgments from the public to
present them to circuit chief judge

* Recetves requests for moving the hearing date to an earlier data from
the public to present them to circuit chief judge

e Receives service and fees assessment papers such as
¢ Service with original writ of summons

¢ Re-service with the writ of summons

o Service with correction of case form

o Service with inclusion of new litigants

e Service with requests amendment

o Re-service with requests amendment

e Service with intervention or inclusion of litgants

e Service with request of exclusion of itigants from a case
+ Service with liigating whoever committed with execution
¢ Service with suspicion of forgery

e Service with renewal of a dismissed case

o Service with enhancement of a case from suspension

o Service with enhancement of a case from ; .-y
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Acknowledgment of witnesses

Service with a sub-case

Service with abandonment of litigation
Service with preliminary judgment

Service with administrative postponement
Service with inclusion of new litigants
Service with renewal of case from dismissal

Service with abandonment of litigation against one of the litigants
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ORGANIZATIONAL CHART
FOR NORTH CAIRO COURT CLERKS UNIT

Senior Clerk
Senior Clerk Office Manager
| l l l l L 1 1
tlead of the Head of the Head of the Head of the Head of the Head of the Head of the Head of the
il Section Commercial Section Taxes Section Claims Section Deposits Section Archive Copies Section Experts Ollice

l i l L l | [ |
Head of the Head of the Head of the Head of the Head of the Head of the Head of the Head of the
riespondence Follow-up Orders Section Investigations Statistics Section Accounting Collection Typing Pool
Section Section Dept Section
Head of the Head ot the
Personnel Compensation
Dept Section
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Court High-level Work Cycles

This study aims at showing the court main work cycles to give the reader an
idea about procedures followed in different departments As has been
mentioned in the study executive summary, the system analysts made the
analysis model based on the fact that court operations are stimulated by a
tnigger Actually, the court operations begin according to this trigger from
outside such as writ of summons presented by the plaintiff's attorney, putting
into consideration that other procedures normally are stimulated by other
triggers such as payment of fees assessed for the writ of summons Without
payment of fees the case procedures don't proceed In order not to get into
too many details, as this study 1s directed to all types of readers, an analysis
of high-level work cycles analysis will be used and not low-level work cycles
(procedures followed inside each department, this will be used in chapter
two) For example, case initiation cycle fees are assessed when the case is
filed, then fees are revised, and then collected As for the details, they can be
referred to in Chapter Two

Method of introduction

Each high-level cycle Is put on a separate page starting with “introduction”
which summarizes the cycle procedures then includes a table explaining the
series of low-level cycles — components of the high-level cycles — arranged in
arder along with showing the triggers and the department performing it

The table columns are composed of the following

. Outside trigger a document, fees payment, or an oral
request from outside the court (such as the writ of summons submitted by
the lawyer, a request for a certificate submitted by the litigant, paying a fee
assessed on a certificate, receiving a case file from the Court of Appeals
through Correspondence Department, etc ) Accordingly a procedure or
more are taken which are not to be taken without this document, payment
of fees, or submission of a request

. Cycle Code this is the code of the low-level cycle
(procedures followed inside each department) which is one part of a
number of parts composing the high-level cycle |t is noticed that each
cycle is stimulated by the trigger and starts after the previous cycle ends -
if there 1s a previous cycle Moreover, using this code, reader can refer for
more details in chapter two

) Cycle Name this i1s the name of the low-level cycle referred
to by the code

. Cycle Trigger this is an internal trigger (document or an oral
request) coming from one of the court employees such as case file
received by the circuit clerk Here the case file 1s considered an internal
trigger
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. Section the section where the aforementioned low-level
cycle takes place

. Remarks remarks on the cycle
Below is a list of the main high-level cycles in the court
1-  Case Inthation

1-1- Commercial Case Inihiation
1-2- Bankruptcy Case Intiation
1-3- Taxes Case Inthation
1-4- Labour Case Initiation
1-5- Civil Case Initiation
1-6- Renewal of a dismissed case — commercial
1-7- Renewal of a dismissed case — taxes
1-8- Renewal of a dismissed case — civil

1-9- Enhancement of a case from suspension or abandonment —
commercial

1-10- Enhancement of a case from suspension or abandonment —
taxes

1-11- Enhancement of a case from suspension or abandonment — civil

1-12- Requests of temporary, conservative attachment, and order of
debt payment

2- Hearning Management
3- Post Hearing Procedures
3-1- Attachment of a request to the case file
3-2- Procedures of acknowledgments submitted by public
3-3- Recelving a request of setting an earlier date for the hearing

3-4- Execution of preliminary judgment of referral to the Experts
Department

3-5- Execution of preliminary judgment of delegation of one of the
Experts on the court list

3-6- Execution of preliminary judgment of referral of case to the
Forensics
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3-7- Execution of preliminary judgment to change the expert on the
list

3-8- Execution of court order with acknowledgments to be executed
by clerks unit

3-9- Execution of court order with notification of an outside authority

3-10- Execution of court order with non-territorial jurisdiction and
referral of case to another court

3-11- Execution of court order with referral of case to another circuit
3-12- Case Closure
3-13- Bankruptcy procedures declaration of bankruptcy of defendant
4- |ssuance of Certificates and Coples
4-1- Recelving a request for Issuing a certificate with case expenses
4-2- Cycle of certificate issuance from Calendar data —~ commercial
4-3- Cycle of certificate 1ssuance from Calendar data — taxes
4-4- Cycle of certificate 1ssuance from Calendar data ~ civil
4-5- Cycle of certificate issuance with no bankruptcy judgments
4-6- Cycle of obtaining a certified copy of documents
5- Registration of commercial companies contracts
6- Putting and Cashing deposits in the full court

7- Claims cycle

14
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Commercial Case Initiation

Cycle Summary

After assessment and revision of fees over the writ of summons and case docket, the plaintiff's attorney pays the fees and delivers
the documents to the Index Dept to define the case number Then the case goes to the Head of the department to define the
circuit and date of the first hearing Then the Index continues the procedures by sending the case file to be microfilmed then
delivering 1t to the circuit clerk responsible for it

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code

Wit of Summons 1-1-10 | Receiving commercial Head of the

case commercial
section
241 Assessment of fees for Fees

writs and requests for assessment
orders

Wit of Summons 25-1 Revision of fees for writs Fees revision

with assessed fees and requests for orders

Case docket 25-8 Assessment of fees for Fees revision
case dockets

Wit of Summons 16-1 Collection for commercial Collection

with revised fees section

15
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by

Outside Trigger Cycle Cycle Name Cycle Tnigger Dept Remarks
Code
Docket with revised | 16-1 Collection for commercial Collection
fees section
WOS with revised 16-5 Collection of attorney’s Collection
fees taxes
WOS + docket with | 1-1-5 Receiving a commercial Index
paid fees case
1-1-7 Defining circuit number for | Case file with a number Head of the
a commercial case commercial
section
1-56-56 Continuation - Receiving a | Case file with a defined Index
commercilal case number, circuit and first
hearing date
Microfilming Case file with a defined Microfilm
number, circuit and first
hearing date
1-5-5 Continuation - Receiving a | Case file stamped by Index
commercial case Microfilm
1-6-1 Receiving a case file and Case file stamped by Circuit Clerk

registration in a circuit

Microfilm
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Bankruptcy Case Initiation

Cycle Summary

After assessment and revision of fees over the writ of summons and case docket, the plaintiff's attorney pays the fees and delivers
the documents to the Index Dept to define the case number Then the case goes to the Head of the department to define the
circutt and date of the first hearing Then the Index continues the procedures by sending the case file to be microfiimed then
delivering it to the circuit clerk responsible for it

Cycle Description

Outside Tngger Cycle Cycle Name Cycle Tnigger Dept Remarks
Code
Wrnit of Summons + | 1-1-8 Receiving bankruptcy case Head of the
a certificate of no commercial
bankruptcy section
24-124- | Assessment of fees for Fees
1 writs and requests for assessment
orders
Wit of Summons 25-125- | Revision of fees for writs Fees revision
with assessed fees | 1 and requests for orders
Case docket 25-8 Assessment of fees for Fees revision
case dockets
Writ of Summons 16-1 Collection for commercial Collection
with revised fees section

17
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and registration in a circuit

Microfilm

Outside Trigger Cycle Cycle Name Cycle Trnigger Dept Remarks
Code
Docket with revised | 16-1 Collection for commercial Collection
fees section
WOS with revised 16-5 Collection of attorney’s Collection
fees taxes
WOS + docket with | 1-5-2 Receiving a commercial Index
paid fees case
1-1-7 Defining circuit number for | Case file with a number Head of the _
a commercial case commercial
section
1-5-2 Continuation - Receiving a | Case file with a defined Index
commercial case number, circuit and first
hearing date
Microfilming Case file with a defined Microfilm
number, circuit and first
hearing date
1-5-2 Continuation - Recelving a | Case fiie stamped by Index
commercial case Microfilm
1-6-1 Receiving a new case file | Case file stamped by Circuit Clerk
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Taxes Case Initiation

Cycle Summary

After assessment and revision of fees over the writ of summons and case docket, the plaintiff's attorney pays the fees and delivers
the documents to the Index Dept to define the case number Then the case goes to the Head of the department to define the
circuit and date of the first hearing Then the Index continues the procedures by sending the case file to be microfiimed then
delivering it to the circuit clerk responsible for it

Cycle Description

Outside Tnigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
Wit of Summons 1-3-1 Receiving Taxes case Head of the
Taxes section
24-1 Assessment of fees for Wit of Summons Fees

writs and requests for assessment
orders

Writ of Summons 25-1 Revision of fees for writs Fees revision

with assessed fees and requests for orders

Case docket 25-8 Assessment of fees for Fees revision
case dockets

Wit of Summons 16-1 Collection for Taxes Collection

with revised fees section

Docket with revised | 16-1 Collection for Taxes Collection

S:{:\ ;
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Outside Tnigger Cycle Cycle Name Cycle Tngger Dept Remarks
Code
fees section
WOS with revised 16-5 Collection of attorney’s Collection
fees taxes
WOS + docket with | 1-3-2 Defining circuit number Head of the
paid fees and first hearing date Taxes Section
Case file with 1-5-1 Receiving taxes / civil Index
defined circuit and cases
first hearing date
Microfilming Case file with a defined Microfilm
number, circuit and first
hearing date
1-5-1 Continuation - Receiving Case file stamped by Index
taxes / civil cases Microfilm
1-6-1 Receiving a case file and Case file stamped by Circuit Clerk

reqistration in a ctrcuit

Microfilm
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Civil Case Inttiation

Cycle Summary

After assessment and revision of fees over the writ of summons and case docket, the plaintiff's attorney pays the fees and delivers
the documents to the Index Dept to define the case number Then the case goes to the Head of the department to define the
circuit and date of the first hearing  Then the Index continues the procedures by sending the case file to be microfilmed then
delivering it to the circuit clerk responsible for it

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code

Wit of Summons + | 24-1 Assessment of fees for Fees

Case Documents writs and requests for assessment
orders

Writ of Summons 25-1 Revision of fees for writs Fees revision

with assessed fees and requests for orders

Case docket 25-8 Assessment of fees for Fees revision
case dockets

Wit of Summons 16-1 Collection for Civil section Collection

with revised fees

Docket with revised | 16-1 Collection for Civil section Collection

fees

21
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registration in a circuit

Microfilm

Outside Trnigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
WOS with revised 16-5 Collection of attorney's Collection
fees taxes
WOS + docket with | 1-7-1 Defining circuit number Setting hearing
paid fees and first hearing date dates
Case file with 1-5-1 Receiving taxes / civil Index
defined circuit and cases
first hearing date
Microfilming Case file with a defined Microfilm -
number, circuit and first
hearing date
1-5-1 Continuation - Receiving Case file stamped by Index
taxes / civil cases Microfilm
1-6-1 Recelving a case file and Case file stamped by Circuit Clerk

U
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Labor Case Initiation

Cycle Summary

As labor cases are exempted from fees, documents are delivered to the Index Dept to define the case number Then the case
goes to the Head of the department to define the circuit and date of the first hearing Then the Index continues the procedures by
sending the case file to be microfilmed then delivering it to the circuit clerk responsible for it

Cycle Description

Outside Trnigger Cycle Cycle Name Cycle Tnigger Dept Remarks
Code
Transferred Case 1-7-2 Set a date for the first Set first hearing
file hearing for cases referred date
by another court
1-5-1 Receiving taxes / civil Case file with a defined Index
cases circuit and first hearing date
Microfiiming Case file with a defined Microfilm

number, circuit and first
hearing date

1-5-1 Continuation - Receiving Case file stamped by Index
taxes / civil cases Microfilm

1-6-1 Recelving a case file and Case file stamped by Circurt Clerk
registration in a circuit Microfilm

23
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Cycle Summary

Renewal of a dismissed case — commercial

After assessment and revision of fees over the petition and case docket, the plaintiff's attorney pays the fees and delivers the
petition to the Head of the department to define date of the first hearing before the same circuit as the original case Then he
delivers the case to the Index, which delivers it in turn to the circuit clerk responsible for it

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Trnigger Dept Remarks
Code
Renewal petition 1-6-24 | Write down information Circuit clerk
about the case on the
documents presented by the
htigant
Renewal petition 1-1-5 Receiving of renew or Head of the
with information resume Cases commercial
made by the circuit section
clerk
Renewal petition 24-1 Assessment of fees for Fees
with information petition and requests for assessment
made by the circuit orders
clerk
Renewal petition 25-1 Revision of assessment of Fees revision

with assessed fees

fees for petition and
requests for orders

24
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Outside Tngger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
Renewal petition 16-4 Collection for Commercial Collection
with revised fees section
Renewal petition 1-1-7 Defining circuit number for a Head of the To assign first
with paid fees commercial case commercial hearing date
section
Renewal petition 1-5-5 Receiving of renew or Index
with defined circuit resume Cases
and first hearing
date
1-6-2 Recelving a renewal petitton | Renewal petition Circurt clerk
registered in the Index
8-6 Delivering a resumed or Request from circuit clerk | Archive Unit
renewed case
1-6-2 Continuation - Receiving a Case file from archiving Circuit Clerk

renewal petition

unit

25
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Renewal of a dismissed case — taxes

Cycle Summary

After assessment and revision of fees over the petition and case docket, the plaintiff's attorney pays the fees and delivers the
petition to the Head of the department to define date of the first hearing before the same circuit as the onginal case Then he
delivers the case to the Index, which delivers it in turn to the circuit clerk responsible for 1t

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Trnigger Dept Remarks
Code
Renewal petition 1-6-24 | Write down information Circuit clerk
about the case on the
documents presented by the
litigant
Renewal petition 1-3-5 Receiving of renew or Head of the
with information resume Cases taxes section .
made by the circuit
clerk
Renewal petition 24-1 Assessment of fees for Fees
with information petition and requests for assessment
made by the circuit orders
clerk
Renewal petition 25-1 Revision of assessment of Fees revision
with assessed fees fees for petition and .
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Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
requests for orders
Renewal petition 16-9 Collection for Commercial Collection
with revised fees section
Renewal petition 1-3-2 Defining circuit number and Head of the To assign first
with paid fees first hearing date taxes section hearing date
Renewal petition 1-5-5 Recelving of renew or Index
with defined circuit resume Cases
and first hearing
date
1-6-2 Recelving a renewal petition | Renewal petition Circutt clerk
registered in the Index
8-6 Delivering an resumed or Request from circuit clerk | Archive Unit
renewed case
1-6-2 Continuation - Recelving a Case file from archiving Circuit Clerk

renewal petition

unit
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Renewal of a dismissed case - civil

Cycle Summary

After assessment and revision of fees over the petitton and case docket, the plaintiff's attorney pays the fees and delivers the
petition to the Head of the department to define date of the first hearing before the same circuit as the original case Then he

delivers the case to the Index, which delivers it in turn to the circuit clerk responsible for it

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Trnigger Dept Remarks
Code
Renewal petition 1-6-28 Write down information Circuit clerk
about the case on the
documents presented by the
htigant
Renewal petition 24-1 Assessment of fees for Fees
with information petition and requests for assessment
made by the circuit orders
clerk
Renewal petition 25-1 Revision of assessment of Fees revision
with assessed fees fees for petition and
requests for orders
Renewal petition 16-1 Collection for civil section Collection

with revised fees
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Outside Tngger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
Renewal petition 1-71 Defining ctrcuit number and Defining first To assign first
with paid fees first hearing date hearing date hearing date
Renewal petition 1-5-5 Receiving of renew or Index
with defined circuit resume Cases
and first hearing
date
1-6-2 Recelving a renewal petition | Renewal petition Circuit clerk
registered in the Index
8-6 Delivering an resumed or Request from circuit clerk | Archive Unit
renewed case
1-6-2 Continuation - Recelving a Case file from archiving Circuit Clerk

renewal petition

unit
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Enhancement of a case from suspension or abandonment — commercial

Cycle Summary

After assessment and revision of fees over the writ of summons and case docket, the plaintiff's attorney pays the fees and delivers
the wnit of summons to the Head of the department to define date of the first hearning before the same circuit as the original case
Then he delivers the case to the Index which delivers it in turn to the circuit clerk responsible for it

Cycle Description

assessed fees

fees for writs and requests
for orders

Outside Tnigger Cycle Cycle Name Cycle Tnigger Dept Remarks
Code B

Renewal writ 1-6-28 Wnite down information Circuit clerk

about the case on the

documents presented by the

htigant
Renewal writ with 1-1-5 Receiving of renewal or Head of the
information made enhancement writ commercial
by the circuit clerk section

24-1 Assessment of fees for writs Fees

and requests for orders assessment

Renewal writ with 25-1 Revision of assessment of Fees revision

<9
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resume petition

unit

Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
Resume petition 25-1 Revision of assessment of Fees revision
with assessed fees fees for petition and
requests for orders
Resume petition 16-4 Collection for Commercial Collection
with revised fees section
Resume petition 1-1-7 Defining circuit number for a Head of the To assign first
with paid fees commercial case commercial hearing date
section
Resume petition 1-5-5 Receiving of renew or index
with defined circuit resume Cases
and first hearing
date
1-6-3 Receiving a resume petition | Resume petition registered | Circuit clerk
from suspension or in the Index
abandonment
8-6 Delivering a resume or Request from circuit clerk | Archive Unit
resumed case
1-6-3 Continuation - Receliving a Case file from archiving Circuit Clerk
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Enhancement of a case from suspension or abandonment - taxes

Cycle Summary

After assessment and revision of fees over the writ of summons and case docket, the plaintiff's attorney pays the fees and delivers
the wnit of summons to the Head of the department to define date of the first hearing before the same circuit as the oniginal case
Then he delivers the case to the Index which delivers it in turn to the circuit clerk responsible for it

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Tnigger Dept Remarks
Code

Renewal writ 1-6-28 Write down information Circuit clerk
about the case on the
documents presented by the
htigant

Renewal writ with 1-3-5 Receiving of renewal or Head of the

information made enhancement writ taxes section

by the circuit clerk

241 Assessment of fees for writs Fees B

and requests for orders assessment

Renewal writ with 25-1 Revision of assessment of Fees revision

assessed fees fees for writs and requests
for orders
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Outside Trnigger Cycle Cycle Name Cycle Trnigger Dept Remarks
Code
Resume petition 25-1 Revision of assessment of Fees revision
with assessed fees fees for petition and
requests for orders
Resume petition 16-9 Collection for Commercial Collection
with revised fees section
Resume petition 1-3-2 Defining circuit number and Head of the To assign first
with paid fees first hearing date taxes section hearing date
Resume petition 1-5-5 Receiving of renew or Index
with defined circuit resume Cases
and first hearing
date
1-6-3 Recelving a resume petition | Resume petition registered | Circuit clerk
from suspension or in the Index
abandonment
8-6 Delivering a resume or Request from circuit clerk | Archive Unit
resumed case
1-6-3 Continuation - Recelving a Case file from archiving Circuit Clerk

resume petition

unit
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Enhancement of a case from suspension or abandonment - civil

Cycle Summary

After assessment and revision of fees over the writ of summons and case docket, the plaintiff's attorney pays the fees and delivers
the wnt of summons to the Head of the department to define date of the first hearing before the same circuit as the original case
Then he delivers the case to the Index which delivers it in turn to the circuit clerk responsible for it

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
Renewal wnit 1-6-28 | Write down information Circutt clerk

about the case on the
documents presented by the

htigant
Renewal writ with 24-1 Assessment of fees for writs Fees
information made and requests for orders assessment
by the circuit clerk
Renewal writ with 25-1 Revision of assessment of Fees revision
assessed fees fees for writs and requests

for orders
Renewal or 16-1 Collection for Commercial Collection
enhancement writ section

with revised fees

L7
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resume petition

unit

Outside Trigger Cycle Cycle Name Cycle Tngger Dept Remarks
Code
Resume petition 1-7-1 Defining circuit number and Defining first To assign first
with paid fees first hearing date hearing date hearing date
Resume petition 1-5-5 Receiving of renew or Index
with defined circuit resume Cases
and first hearing
date
1-6-3 Receiving a resume petition | Resume writ registered in | Circuit clerk
from suspension or the Index
abandonment
8-6 Delivering a resume or Request from circuit clerk | Archive Unit
resume case
1-6-3 Continuation - Receiving a Case file from archiving Circuit Clerk

a9
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Cycle Summary

Requests for Orders Cycle

After assessment and revision of fees over the request for order, the litigant pays the fees and delivers the request to the Orders
department which presents it to the temporary judge to make a decision

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Tngger Dept Remarks
Code
24-2 Recelving requests for Head of the
orders commercial
section
Request for a 24-1 Assessment of fees for writs Fees
certificate with and requests for orders assessment
assessed fees
Request for a 25-1 Revision of assessment of Fees revision
certificate with fees for writs and requests
revised fees for orders
Request for a 16-4 Collection Collection
certificate with paid
fees
Request for a 4-1 Registration of request for Orders

certificate with paid
fees + a certificate

order
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Outside Trigger

Cycle Cycle Name Cycle Trigger Dept Remarks
Code
A certified 4-2 Presenting request to Orders
certificate transitory matters judge
authenticated by
Copies dept
4-3 Closure of order cycle Authenticated order Orders
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Hearing Management

Cycle Summary

Before each hearing, the circuit clerk prepares the necessary documents and during the hearing he takes notes of hearing events
Iin the heanng minutes, then he registers hearnng results in a book

Cycle Description

Outside Tngger Cycle Cycle Name Cycle Trnigger Dept Remarks
Code
1-6-6 Preparations for the hearing | Hearing date Circuit clerk
1-6-7 Taking notes of hearing Handling case during the Circuit clerk
events hearing
1-6-8 Registration of hearing End of hearing Circuit clerk
resuits
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Cycle Summary

Attachment of a request to the case file

After the fees are assessed and revised for the writ, fees are paid, then the writ 1s delivered to the circuit clerk in charge

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Trnigger Dept Remarks
Code
Wit 24-1 Assessment of fees for writs Fees
and requests for orders assessment
Wit with assessed | 25-1 Revision of assessment of Fees revision
fees fees for writs and requests
for orders
Wit with revised 16-1 Collection Collection
fees
Writ with paid fees | 1-6-1 Attachment of a request to Circutt clerk

the file
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Procedures of acknowledgments submitted by public

Cycle Summary

Circuit clerk assesses fees for the acknowledgment, then after revision of fees assessment, the litigants pays them

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
Acknowledgments | 1-6-21 Assessment of fees for Circuit clerk
submitted by public acknowledgments submitted
by public
25-2 Revision of assessment of Acknowledgment with Fees revision

fees for acknowledgments assessed fees
submutted by public

16-1 Collection Acknowledgment with Collection
revised fees

gl
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Cycle Summary

Recelving a request of setting an earlier date for the hearing

Circuit clerk receives request from public and presents it to the circuit chief judge, then circuit clerk executes judges decision

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Trnigger Dept Remarks
Code
Request from 1-6-25 Receiving request of setting Circuit clerk

public with paid
fees

an earlier date for the
hearing
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Execution of preliminary judgment of referral to the Experts Department

Cycle Summary

In case a decision I1s made with referral of case to the Experts Dept , the circuit clerk executes this decision in coordination with
Office of correspondence with Experts Dept

Cycle Description

Outside Trigger

Cycle
Code

Cycle Name

Cycle Trigger

Dept

Remarks

1-6-10

Execution of a preliminary
Jjudgment with referral of
case to Experts Dept ,
resending a case to Experts
Dept or delegation of a
committee of three experts

Preliminary judgment with
referral to Experts Dept

Circuit clerk

1-8-1

Registration of case referred
to Experts Dept

File of referred case

Correspondenc
e with Experts

1-6-10

Continuation - Execution of
a preliminary judgment with
referral of case to Experts
Dept , resending a case to
Experts Dept or delegation
of a committee of three
experts

Case file registered at
Correspondence with
Experts

Circuit clerk

1-8-2

Registration of case after

Case file + payment

Correspondenc

SsL
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Outside Tnigger

Cycle
Code

Cycle Name

Cycle Tnigger

Dept

Remarks

paying experts money

receipt

e with experts
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Execution of Preliminary Judgment of

Delegation of one of the Experts on the court list

Cycle Summary

In case a decision ts made with delegation of one to the experts on the court list, the circuit clerk executes this decision in
coordination with Office of correspondence with Experts Dept
Cycle Description
Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
1-6-11 Execution of a preliminary Preliminary judgment with | Circuit clerk
judgment with delegation of delegation of one of the
one of the experts on the experts on the court list
court list
6-13 Assignment of cases to File of referred case Correspondenc
experts on the list e with Experts
1-6-11 Continuation - Execution of a | Case file with expert Circuit clerk
preliminary judgment with information written down
delegation of one of the on it
experts on the court list
6-18 Notification with date when Date when expert Correspondenc
expert receives the case receives the case e with experts
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Outside Trnigger

Cycle
Code

Cycle Name

Cycle Tngger

Dept

Remarks

1-6-11

Continuation - Execution of a
preliminary judgment with
delegation of one of the
experts on the court list

Circutt clerk
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Execution of preliminary judgment of referral of case to the Forensics

Cycle Summary

In case a decision 1s made with referral of case to the Forensics, the circuit clerk sends it to the Forensics

Cycle Description

judgment with referral of
case to the Forensics

referral to the Forensics

Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
1-6-13 Execution of a preliminary Preliminary judgment with | Circuit clerk

46



Execution of preliminary judgment to change the expert on the list

Cycle Summary

In case a decision 1s made to change the expert on the list, the circuit clerk executes the decision in coordination with Office of
Correspondence with Experts

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Tngger Dept Remarks
Code
1-6-11 Execution of a preliminary Prehminary judgment with | Circuit clerk
Jjudgment to change expert | delegation of one of the
on the list experts on the court list
6-13 Assignment of cases to File of referred case Correspondence
experts on the list with Experts
1-6-11 Continuation - Execution of | Case file with expert Circuit clerk
a preliminary judgment to information written down
change the expert on the on it
court list
6-18 Notification with date when | Date when expert receives | Correspondence
expert receives the case the case with experts
1-6-11 Continuation - Execution of Circuit clerk

a preliminary judgment to
change the expert on the
court list
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Execution of court order with acknowledgments to be executed by clerks unit

Cycle Summary

In case a decision 1s made with acknowledgments, the circuit clerk executes the decision through Service Dept

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
1-6-14 Execution of a court order Court order Circuit clerk

with acknowledgments to be
executed by Clerks Unit

1 6
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Cycle Summary

Execution of court order with notification of an outside authorty

In case a decision 1s made with notification of an outside authority

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Tnigger Dept Remarks
Code
1-6-1 E; Execution of a court order Court order Circuit clerk

with notification of an
outside authority
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Execution of court order with

non-territonial jurisdiction and referral of case to another court

Cycle Summary

In case a decision 1s made with non-territorial jurisdiction and referral to another court, the case file 1s sent to the other court
through Correspondence Office

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Trigger Dept _ Remarks
Code
1-6-21 Execution of a court order Court order Circuit clerk

with non-territorial
jurisdiction and referral to
another court
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Execution of court order with referral of case to another circuit

Cycle Summary

In case a decision 1s made with referral of case to another circuit, the circutt clerk delivers the case file to the other circuit clerk to be
in charge of it

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
1-6-21 Execution of a court order Court order Circuit clerk
with referral to another
circuit
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Cycle Summary

Case Closure

This cycle starts when the judgment 1s announced

Cycle Description

Outside Tnigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
1-6-9 Preparation and ratification | Judgment draft Circutt clerk
of judgment
7-1 Typing of judgment draft Judgment draft + writ of Typing Pool
summons _
1-6-9 Continuation - Preparation Judgment draft + writ of Circuit clerk
and ratification of judgment [ summons + judgment
1-6-16 Closure of case after Ratified judgment Circuit clerk
disposition
25-5 Case fees revision after Disposed case file Fees revision
judgment
1-6-16 | Continuation - Preparation | Revised case file Circutt clerk
and ratification of judgment
9-3 Registration of attorney's Order of fees assessment | Coped Dept
fees + report of attorney’s fees
+ ratified judgment
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first iInstance court

Outside Tnigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
1-6-16 Continuation - Preparation Ratified judgment Circuit clerk
and ratification of judgment
1241 Receiving claims papers Judgment + writ of Clams
summons + order of fees
assessment + report of
attorney’s fees
1-6-16 Continuation - Preparation Circuit clerk
and ratification of judgment
1-6-17 Archiving a case closed In Case file archive

Y
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Bankruptcy Procedures

(Declaration of bankruptcy of defendant)

Cycle Summary

Circuit clerk does this cycle when a bankruptcy judgment 1s made against the defendant

Cycle Description

Remarks

Outside Trigger Cycle Cycle Name Cycle Trnigger Dept
Code
1-6-29 Bankruptcy procedures and | Judgment of declaration of | Circuit clerk
notification of concerned bankruptcy against the
authorities defendant
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Recelving a request for issuing a certificate with case expenses

Cycle Summary

Circutt clerk writes expenditures on the request after the circuit chief judge agrees to it

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
1-6-26 Recelving request for a Circuit clerk

certificate with expenditures
paid in case
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Cycle of certificate 1Issuance from Calendar data - commercial

Cycle Summary

The concerned party submits a request to get the foliowing certificates
o A case filed against a specified person
¢ Data about the case
¢ No objection to fees assessment order
* No appeals case for a partial case

After the fees are assessed and revised, the concerned party pays the fees and gets the certificate from the Calendar Then the
certificate 1s registered in the Copies Dept before 1t I1s signed by head of the department

Cycle Description

Outside Trnigger Cycle Cycle Name Cycle Tngger Dept Remarks
Code
Certificate request | 1-1-1 Recelving a request to get a Head of the
certificate or a copy commercial
dept
24-2 Assessment of fees for the Fees
request assessment
A certificate request | 25-3 Revision of fees assessed Fees revision
with assessed fees for the certificate

36
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Cycle of certificate issuance from Calendar data — commercial

Cycle Summary

The concerned party submits a request to get the following certificates
¢ A case filed against a specified person
« Data about the case
¢ No objection to fees assessment order

» No appeals case for a partial case

After the fees are assessed and revised, the concerned party pays the fees and gets the certificate from the Calendar Then the

certificate 1s registered in the Copies Dept before it Is signed by head of the department

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
Certificate request | 1-1-1 Recelving a request to get a Head of the
certificate or a copy commercial
dept
24-2 Assessment of fees for the Fees
request assessment
A certificate request | 25-3 Revision of fees assessed Fees revision
with assessed fees for the certificate
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Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
A certificate request | 16-1 Collection for commercial Collection
with revised fees dept
A certificate request | 1-5-11 Certificate 1ssuance Calendar
with paid fees
A certificate request | 9-4 Registration of certificate Coples dept
with paid fees +
certificate
A certificate ratified | 1-1-5 Signatures and stamping of Head of the
by the Copies Dept certificates and coples Commercial
dept
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Cycle of certificate iIssuance from Calendar data — taxes

Cycle Summary

The concerned party submits a request to get the following certificates
* A case filed against a specified person
o Data about the case
» No objection to fees assessment order

* No appeals case for a partial case

After the fees are assessed and revised, the concerned party pays the fees and gets the certificate from the Calendar Then the

certificate Is registered in the Copies Dept before it 1s signed by head of the department

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Tnigger Dept Remarks
Code
Certificate request | 1-3-3 Receiving a request to get a Head of the
certificate or a copy Taxes dept
24-2 Assessment of fees for the Fees
request assessment
A certificate request | 25-3 Revision of fees assessed Fees revision
with assessed fees for the certificate




Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
A certificate request | 16-1 Collection for Taxes dept Collection
with revised fees
A certificate request | 1-5-11 Certificate i1ssuance Calendar
with paid fees
A certificate request | 9-4 Registration of certificate Copies dept
with paid fees +
certificate
A certificate ratfied | 1-2-6 Signatures and stamping of Head of the
by the Copies Dept certificates and copies Taxes dept
~) 59



Cycle of certificate issuance from Calendar data - civil

Cycle Summary

The concerned party submits a request to get the following certificates

A case filed against a specified person

Data about the case

No objection to fees assessment order

* No appeals case for a partial case

After the fees are assessed and revised, the concerned party pays the fees and gets the certificate from the Calendar Then the

certificate I1s registered in the Copies Dept before it s signed by head of the department

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
24-2 Assessment of fees for the Fees
request assessment
A certificate request | 25-3 Revision of fees assessed Fees revision
with assessed fees for the certificate
A certificate request | 16-1 Collection Collection
with revised fees
A certificate request | 1-5-11 Certificate 1ssuance Calendar
with paid fees
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Outside Trnigger

Cycle

Cycle Name

Cycle Trigger Dept Remarks
Code
9-4 Registration of certificate A certificate request with Coples dept
paid fees + certificate
1-4-1 Stamping of papers

A certificate ratified by the
Copies Dept

Stamps section

Gl




Cycle Summary

Cycle of certificate iIssuance with no bankruptcy judgments

The concerned party gets the certificate from the Microfilm after assessment and revision of fees for the request Then the
concerned party pays the fees and registers the certificates in the Copies Dept before they are ratified by the department head

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Trnigger Dept Remarks
Code
Certificate request Issue a certificate with no Microfilm
bankruptcy judgments
Certificate request | 1-1-1 Recelving a request to get a Head of the
certificate or a copy commercial
dept
24-2 Assessment of fees for the Fees
request assessment
25-3 Revision of fees assessed A certificate request with Fees revision
for the certificate assessed fees
16-1 Collection A certificate request with Collection
revised fees
1-5-11 Certificate Issuance A certificate request with Index
paid fees
9-4 Registration of certificate A certificate request with Copies dept

paid fees + certificate
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Outside Tnigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
1-1-5 Signatures and stamping of | A certificate ratified by the | Head of the
certificates and copies Copies Dept Commercial

dept
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Cycle of obtaining a certified copy of documents

Cycle Summary

The concerned party obtains copies of the case file documents from the archive After the copies are made, requires fees are
assessed and revised, then they are paid Accordingly the copies are ratified in the Copies Dept before they are ratified by head of
the commercial, or taxes department or deputy of the civil dept

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Tnigger Dept Remarks
Code
Oral request for 8-7 Obtaining documents from Archive
documents case file to make copies
9-2 Delivering a certified copy Oniginal + copy Coptes Dept
25-4 Revision of fees for the Original with assessed Fees revision
coples fees
16-1 Collection Original request with Collection
revised fees
9-2 Continuation - Delivering a | A certificate request with Copies Dept
certified copy paid fees
Signatures and stamping of | Copy + oniginal with paid Head of the
certificates and coples fees Dept

64




Registration of commercial companies contracts

Cycle Summary

After the fees required for the company summary contract are assessed and revised, the concerned party pays the fees then

registers the contract in the Index which sets a date for the first hearing in the same circuit where the original case is files The
case Is then showed to the head of the department to define the circuit and hearing date Th e Index continuous the procedures
and sends the file to the Microfilm then delivers it to the circuit clerk responsible for the set circuit

Cycle Description

Outside Tnigger Cycle Cycle Name Cycle Tnigger Dept Remarks
Code -
Summary company | 1-1-12 | Receiving request for Head of the
contract + company company contract commercial
contract registration dept
24-3 Fees assessment for Company contract Fees
commercial companies summary + company assessment
contracts summary contract
company contract 25-9 Revision of fees assessed Fees revision
summary with for commercial companies
assessed fees + contracts summary
company contract
company contract 16-4 Collection for commercial Collection
summary with dept
revised fees +
company contract

Ly

65




Outside Trigger Cycle Cycle Name Cycle Tnigger Dept Remarks
Code
Attachment report 1-2-1 Registration of company Registration of
establishment contract commercial
companies
contracts
Attachment report 1-2-2 Registration of amendment / Registration of | In case of
contract annulment commercial amendment or
companies annulment

contracts
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Cycle Summary

Putting and Cashing deposits in the full court

deposit

When a deposit I1s made a report 1s written where payment conditions are stated by the depositor
deposit When a request 1s made to receive this deport, a study 1s made about his capacity according to a study made about the

A report may be made of the

Cycle Descniption

with a notation by Senior
Clerk + documents +
deposit memo

Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
Deposit report 1341 Recelving deposit report Deposits
Sequestration or 13-3 Execution of sequestration Deposits Possible
service or service over the deposit
Request to receive | 13-5 Receiving the request Deposits
deposit +
documents
Present to Senior Clerk Request to receive deposit | Senior Clerk
+ documents + deposit
memo
Present to Chief Justice Request to receive depaosit | Chief Justice

yal
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Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code

Claims notation Request to receive deposit | Claims
with a notation by Chief
Justice + documents +
deposit memo

13-5 Continuation — receiving Request to receive deposit | Deposits

deposit receiving request with a note of payment +
documents + deposit
memo

Payment of the amount Request to receive deposit | Accounting

with a note of payment +
documents + deposit
memo + payment receipt

08
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Cycle Summary

List of Claims Cycles

As all triggers in the Claims Department are outside triggers, we thought should put them in a list to be easy to identify the nature of

work done by the Claims Dept

Cycle Description

Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
Original and copy of | 12-1 Receiving claims papers Claims
fees list, onginal
and a copy of
judgment, and writ
of summons
Original fees st + | 12-2 Receliving papers after Claims
service papers service
Report of 12-3 Receiving repot of Claims
investigations Investigations
Original hist + 12-4 Receiving papers after Claims
service papers servicing a government
authority
Sequestration 12-5 Recelving service report on Claims

report + served fees
list + execution
delegation

execution of sequestration

6Y
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Outside Trigger Cycle Cycle Name Cycle Tnigger Dept Remarks
Code
Selling declaration | 12-6 Return of publishing the ad Claims
+ bill + journal from the journal
Collection report + | 12-7 Receiving response of Claims
original fees list + service on execution
execution collection report
delegation +
original receipt
(blue)
Report of 12-8 Receiving response of Claims
nonexistence of service on execution Report
anything + oniginal of nonexistence of anything
serviced fees list +
execution
delegation
Report of objection | 12-9 Recelving response of Clams
+ fees list + service on execution Report
execution of objection
delegation
Report of collection | 12-10 Receiving response of Clams

of a part &
sequestration

service on execution Report
of collection of a part &
sequestration
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Outside Trigger Cycle Cycle Name Cycle Trnigger Dept Remarks
Code
Report of collection | 12-11 Receiving response of Claims
of all money + service on selling report of
original receipt collection of all money
(blue) + selling
papers
(sequestration
report + selling
declaration + fees
hist + journal)
Report of no buyers | 12-12 Recelving response of Claims
+ report of service on selling report of
sequestration + list no buyers
of serviced fees +
journal
Disposttion report + | 12-13 Receiving response of Claims

selling papers +
(sequestration
report + list of
serviced fees +
selling declaration +
Jjournal)

service on selling
Disposition report

9@\
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Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks
Code
Report of stopping | 12-14 Receiving response of Claims
execution for service on selling Report of
someone claiming stopping execution for
property + someone claiming property
sequestration report
+ selling declaration
+ list of serviced
fees + journal
Cheque 12-15 Recelving a cheque to pay Claims
claims
Oral request 12-16 Paying through the claims Claims
Installment request | 12-17 Making payments on Claims
installments
Appealed case file | 12-18 Annulling an appeals Claims
with revised fees judgment completely
Referred case file 12-19 Referral of claims Claims
Exemption 12-20 Exemption of fine Claims
judgment
12-21 Following up complaint Date of complaint hearing | Claims
hearing
12-22 Following up objection Date of objection hearing Claims

hearing

gl
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of collected money
+ statistics of partial
courts

Outside Trigger Cycle Cycle Name Cycle Trnigger Dept Remarks
Code
Oral request 12-23 Sending a letter to pay after Clams
disposition of property
Certificate request | 12-24 Delivering a certificate of Claims
(with revised fees) paying the claims
Wit by a 12-25 Registration in government Claims
government books
authority
Judgment 12-26 Registration of a judgment Claims
committing the plaintiff
which 1s a government
authority
Writ of summons + | 12-27 Registration in exemption Claims
exemption decision book
Book of deduction | 12-28 Monthly report claims

s

gy
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Description of Orders Department

Date

August 29, 1997

[ Time

[1000am

Location

Room no (220) — second floor — Building of North Cairo Court of

First Instance

Source of Information

Mrs Fayza Mahmoud Mekkawy (Head of Dept )

Official Title Orders Dept

Poputar Title Orders Dept
QOrganizational Clerks Dept / Orders Dept
Position

Head of Dept

Clerk of registration
of debt payments
order s
Commercial partial

Clerk of registration
of attainment
Commercial partial

Clerk of
registration of debt
navments orders

Clerk of
registration of
attainment

Description

Orders are divided into three parts

1 Debt payment orders
2 Attainment orders

3 Temporary matters orders

(example Warning for payment)
(example sequestration on basis of a bill of

exchange)

(example order for issuing a passport for a

married women whose husband does not permit
her to travel or issuing and order to refrain a
person from travel)
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Work cycle  Record request for order Location Orders Dept Trigger Request for iIssuance of an
document order with paid fees
Cycle code 4-1 Freguency Upon request
Department
Head

s it debt
payment
order?

Recelve order Request for

and revises qT_ order;/vlth pad
ees

documents

Attached
documents

N
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Work cycle  Continuation of Record request for | Location Orders Dept Tnigger Request for issuance of an
order document order with paid fees
Cycle code  4-1 Frequency Upon request

Registration
clerk

Registration in <
the book

Requests for debt
payment order

@




Work cycle  Continuation of Record request for | Location Orders Dept Trigger Request for 1ssuance of an
order document order with paid fees
Cycle code  4-1 Frequency Upon request

Registration
clerk

Registration in <
the book

Requests for orders of
attatnment and
temporary Issues

Ih
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Work cycle  Continuation of Record request for | Location Orders Dept Trigger Request for issuance of an
order document order with paid fees
Cycle code  4-1 Frequency Upon request

ncase o
existence of
previous
orders

Registration
clerk

Search for
previous
orders related
to the subject
of the request

index for each
order type

Registration
clerk

Register in the
Index

—)
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Work cycle  Continuation of Record request for | Location Orders Dept Tnigger Request for 1ssuance of an
order document order with paid fees
Cycle code  4-1 Frequency Upon request

Registration clerk Registration Registration
clerk clerk
Attach previous r‘:‘;ﬁi’)‘l’; Previous Awart . R;]eturn to
orders to request ‘ rep o ste for lg§——— requests for Archive rchive as per
and documents q orders sianed request previous
orders orders
Request for é
order and
attachments Archive log
w
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Work cycle  Continuation of Record request for | Location Orders Dept Trigger Request for issuance of an
order document order with paid fees
Cycle code  4-1 Frequency Upon request

Registration clerk

Request for
order and
attachmetns

Requests for
debt payment

payment
order?

(—

Register pervious
orders data in
registration book

orders

No

Requests for orders
of attainment and
temporary issues

L



Work cycle  Continuation of Record request for | Location Orders Dept Trigger Request for issuance of an
order document order with paid fees
Cycle code 4-1 Frequency Upon request
Registration
Clerk Registration Clerk
Record
Requests for Filed in the < attachments on <
order box files daily box files onginal request
for order

Request for order
with attachments
recorded and
attachments

11
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Description of work cycle Record request for order

Job

Description and Remarks

Recelve order and revise the documents

Order 1s revised and documents as well as attached documents, then type of
order is set (Debt payment, attainment, or temporary matters orders)

Search for previous orders related to the subject

Search 1s done in the index for requester name or people against whom request 1s
submitted to pick up all order related to them This process Is based on search
for requester and name of the person against whom request is submitted then
related orders are picked out from Archive Dept Then orders are categorized
according to subject If the subject of order extracted from the Archive differs
from subject of new request for order, then order Is returned to Archive

Make notation of the attachment on onginal request
for order

Orders data are written including dates of request for orders on back of request
Then data are recorded In the book in “remarks” column

File in daily box files

A file 1s opened to put in all requests for orders received during the day

O




ot

Work cycle  Submit request of temporary Location Orders Dept Trigger Box file of requests for
matters judge document orders
Cycle code 4-2 Frequency Daily
Orders
requests
Department
7 head
Request for order
ratified by the Await Issue request Beginning of
judgment and Judge s for order and |— the day
attachments judgment attachments

I

Request for
order and

attachments

1N
D
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Work cycle  Continuation of Submit request of | Location Orders Dept Tngger Box file of requests for
temporary matters judge document orders
Cycle code 4-2 Frequency Daily

Head of Dept

Deliver orders
il to clerk

=0

Registration
clerk
Record of Sitadeb Register
requests for payment judgment
debt payment order?
orders

No

Requests for
attainment and
temporary
orders

-
-




Work cycle  Continuation of Submit request of Location Orders Dept Tngger Box file of requests for
temporary matters judge document orders
Cycle code 4-2 Frequency Daily

Head of Civil order judgment
Dept and attachments to

Head of
Commercial

Regrstration clerk

Deliver ratified yes

Civil Dept

Head of Dept

Deliver ratified order
judgment and

S it related to

civil 1Issue?

No

attachments to
Commercial Dept

A

N
N




Description of work cycle Submit request of temporary matters judge

Job

Descnption and Remarks

Record of judgment

Judgment is recorded whether with acceptance or refusal Date of submission to
the judge 1s also recorded Judgments may be divided into the following
1) Debt payment orders
a- Refusal of request
b- Refusal of request and submission to a panel of three judges
c- Acceptance of request
2) Attainment orders
a- Refusal of request
b- Acceptance of request

Deliver order ratified with jJudgment and attachments
to Civil/ Commercial Dept

They are delivered to the concerned Dept where request Is revised, then all
requests are stamped and returned to Orders Dept after setting the claim over
accepted orders of debt payment

s
[¢8]




- }{"Q\

Work cycle  Close Orders cycle Location Orders Dept Trngger Order ratified with a
document judgment and attachments
after revision
Cycle code 4-3 Frequency Daily

Head of Dept

Head of Dept

Revision and
microfiim

Order ratified by
judgments and
1 Receipt - 4———] attachments after

revision

Cwil / Commeraial
Dept

Orders Dept
log

Cwvil / Commercial
Dept log

el
I
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Work cycle  Continuation of Close Orders cycle | Location Orders Dept Trnigger Order ratified with a
document judgment and attachments
after revision
Cycle code  4-3 Frequency Daily

Head of Dept

Register archive
date sn the record

Head of Dept

Order ratified by

Rr:\(;-leslgtnagf judgment and
I attachments after
Slg:?att:;?osn:nd microfilming
4C
TJ




Work cycle  Continuation of Close Orders cycle | Location Orders Dept Trigger Order ratified with a
document judgment and attachments
after revision
Cycle code 4-3 Frequency Daily

Record of orders
requests

Requests for attainment
and temporary I1ssues
orders

sitadeb
payment
order?

EN
()]




Work cycle  Continuation of Close Orders cycle | Location Orders Dept Trigger Order ratified with a
document Judgment and attachments
after revision
Cycle code 4-3 Frequency Daily

Head of Dept

Delivery to

Orders Dept
log

-
N



Work cycle  Procedures of objection against Location Orders Dept Tngger Onginal writ with paid fees
refusal of attainment order and document and attachments
temporary matters orders

Cycle code 4-4 Frequency Upon request

Head of Dept

Prepare case
roll list for
judge

I

Case roll

O

——

Head of Dept

Receipt

Dept log

Onginal wnt with
paid fees and
attachments

Civil / Commercial
Dept

Set hearing
date

dQ
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Work cycle  Continuation of Procedures of Location Orders Dept Trnigger Original writ with paid fees
objection against refusal of document and attachments
attainment order and temporary
matters orders

Cycle code 4-4 Frequency Upon request

Await
judge's
judgment

Head of Dept

deliver case
roll and writs to
judge

-
<o)




Work cycle  Continuation of Procedures of Location Orders Dept Trnigger Onginal wnit with paid fees
objection against refusal of document and attachments

attainment order and temporary
matters orders

Cycle code 4-4 Frequency Upon request

Head of Dept

Onginal writ of
summons with
a notation of
the judgment

Return case Onginal wnt
documents to the » with notation of
Civit/ Commercial the judgment

Dept

Civil / Commerctal
Index

N
a3}




Work cycle  Request for certificate of order Location Order Dept Trigger Request for certificate
Issuance In favour of someone or document Issuance with paid fees
against someone

Cycle code 4-5 Frequency Upon request

Requests for attainment Register of Orders
and temporary orders requests
Registration Registration Head of Dept
clerk clerk
Request for
R tor of | the Search for Receipt of certificate Requester of
ic:tjt?f?cg;eo ::rltj:'lcate ; orders data l request for l Issuance with c?emﬂcate
requested certificate paid fees
Certificate
e
24

1€\



Description of Investigation Department

Date August 3, 1997 | Time [1030am

Location

Source of Information

Official Title Investigation Department

Popular Title Investigation Department
Organizational Clerks Department / Investigation Dept
Position

Head of Dept

Typist Investigation Investigators Clerk of
Dept Secretary Disciplinary
Description

e According to organizational structure, this department is under the Senior Clerk, but
technically it 1s under the Chief Justice

o The Investigation Department 1s responsible for reviewing complaints against
clerk(s) working in the court and submitting a report to Chief Justice to either refer him
to Public Prosecution, apply administrative penalty or refer him to disciplinary boards
so the judge passes his sentence

Types of violations that might be commutted by clerks

1 No show at work with no reason

2 Violating workflow and job duties

3 Violating job dignity and employee behaviour either inside or outside the court
4 Mismanagement of public property



Work cycle  Investigating a complaint against Location Investigation Tngger Complaints against
an employee Dept document employee
Cycle code 5-1 Frequency Upon request
Head of the Counselors
Counselor
Dept secretary
Refer to Refer Receipt of Complatnt
tnvestigators complant to complaint and against
and record In B A | investigations < submission to D — employee Citizen
the books Dept Counselor

Complatnt with
a number

Admin
Investhgations

Complaint against
employee ratified by

monitoring register

the counselor

[ ¥]
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Work cycle  Investigating a complaint agamnst Location Investigation Tngger Complaints against
an employee Dept document employee
Cycle code  5-1 Frequency Upon request

Invehgator

Current

Investigator

Summoning the employment Employment Complaint with
employee for status of Personnel status of [@—————— anumber
investigation employee employee

3




Work cycle  Investigating a complaint against Location Investigation Trnigger Complaints against
an employee Dept document employee
Cycle code  5-1 Frequency Upon request
Counselor Invetigator

Prepare a
( : ) g Make a ¢ report and ¢ .
decision submit to e

counselor

EER'S

Investigation
report

—

F N
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Work cycle  Investigating a complaint aganst Location Investigation Tngger Complaints against
an employee Dept document employee
Cycle code 5-1 Frequency Upon request
Investigator
Notify ¢ Admin penalty
personnel
Disciphnary Dept Head
board Investigator
employee
Hold d Refe'r o Fold Counselo
isciplinary Notify Head of disciphina rs
disciplina ] ] — piinary
bSard i board the Dept board decision
employee
investigator
Public Notify pubhc Notify public
prosecution prosecution ¢ prosecution

g
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Description of work cycle data Investigating complaint against employee Dept Investigation Dept
Job Refer to investigators and record in the book
Name of Form / Book Form Iitem Item meaning Changed Remarks
The Printed name code
Record of administrative Complaint number Annual senal number o .
investigations Complatner Names of .
complainers
Employee ®
Subject Summary f complaint ®

0]
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Work cycle  Disciplinary board Location Investigation Tngger Chief Justice decision
Dept document
Cycle code 5-2 Frequency Upon request
Circuit clerk
Decision to
Announcement refer employee Chief justice
of board (—1— to disciplinary
? members board

announcement

Attached

4— documents |€—

m

set sesston
date and board

chairman

\__/-N

~~
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Work cycle  Disciplinary board Location Investigation Tngger Chief Justice decision
Dept document
Cycle code 5-2 Frequency Upon request

Board chairman

I

Semor clerk

g

Senior Server

Circutt clerk
Distnbute
announcement
to

77

Head of Cnminal
Dept

N\

Chief Prosecutor

Employee

Complainer

Al

Q@
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Work cycle  Disciplinary board Location Investigation Chief Justice decision
Dept document
Cycle code 5-2 Frequency Upon request
Circuit clerk Circuit clerk Circuit clerk
Collect all case Prepare Record n the
Judge documents + hearing Index
agenda in file agenda
Case file Agenda Disciplinary board

__

schedule

w
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Work cycle  Disciplinary board Location Investigation Tngger Chief Justice decision
Dept document
Cycle code 5-2 Frequency Upon request
Circuit clerk

Typing pool

Signature of Senior
Clerk and Chief
Prosecutor

Ratified draft
judgment

Decision to
refer draft

Judgment

€ Case file

\f

Agenda

-t
o
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Work cycle  Disciphnary board Location Investigation Tngger Chief Justice decision
Dept document
Cycle code 5-2 Frequency Upon request
Circuit clerk
Circut clerk

Final judgmnet

Signature of
Board Chairman
on typed
judgment

Sign on typed
judgment

y

Typed judgment
ratified by circunt
clerk

Typed
judgment

-t
-
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Work cycle  Disciphnary board Location Investigation Trngger Chief Justice decision
Dept document
Cycle code  5-2 Frequency Upon request
Copy of final
Circuit clerk Circuit clerk
Employee Cj’:gg?:\g:fl Distribute two Prepare two
coptes and put ¢ copies of
onginal in case onginal
file Jjudgment

Case file +
onginal

Onginal
judgment

Judgment

Disciphnar board
schedule

Final judgment

onginal + two

copies

-
N




Deliver file to

Archive after
Archive
signing in the

log

¢ circuit clerk

Circuit signs in I A

Log of Circust
clerk

Delwer file to

Secretary s log

Log of
Counselors
secretary

Await MOJJ
response

Work cycle  Disciplinary board Location Investigation Trigger Chief Justice decision
Dept document
Cycle code 5-2 Frequency Upon request
Circutt clerk Counselors Counselors
ot cler secretary secretary

Deliver file to
secretanat and
counselor and sign tn
log and send to MOJ

Case file
Ongnal +
judgment

Log of
Cirut Clerk

PH

I
Q)




Job

Name of Form / Book
The Printed name

Form
code

Item

Item meaning Changed

Remarks

Hearing daily record
(agenda)

Judge’'s name

Hearing date

Start time

End time

Case number

Plaintiffs’ names

Name of defendant

Date of previous
hearings

Decision made in
each hearing

Judge's comments o

Date of next hearing

<pl

poly
E.N
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Description of Experts Department

Date August 21, 1997 | Time [1100am
Location Fifth floor — New building of North Cairo Court
Source of Information | Head of Dept (lkbal Hanem Abul Nasr) — Deputy (Soheir Abdullah
Mohamed)
Official Title Experts Office at North Cairo Court
Popular Title Experts Office
Organizational Clerks Department / Experts Office
Position
Head of Dept
Deputy
l
I Il
Employee for Employee for
experts on the government
roster experts
Description

Experts Office functions can be summarized into Adding experts names to the roster —
Assignment different types of cases to experts — Remove names of experts from the roster
— Issue certificates for experts on the roster — Issue reports
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List of Functions Performed by Experts Office

Cycle Cycle Cycle Trigger Cycle Remarks
code frequency
Receipt of request for adding 6-1 Request for adding | Upon request
expert's name to the roster name
Adding expert’'s name to the 6-2 | Expert position Upon request
roster vacancy
Receipt securnity investigations 6-3 | Ratified security Upon request
form Investigations form
Response of ministry to 6-4 Employment Upon request
decision of expert employment decision
Refusal of ministry of 6-5 | Mirustry’s refusal Upon request
employment request
Issue a letter of policy renewal 6-6 | Beginning of the Monthly
month
Inform expert of two months 6-7 | Two months delay Monthly
delay for policy renewal for policy renewal
Inform expert of more than two 6-8 More than two Monthly
months and a half for policy months and a half
renewal delay
Remove expert’'s name 6-9 | Knowledge of Death | Upon request
because of death (newspapers / death
certificate)
Recerpt of ministenal decree of | 6-10 | Minustenal decree of | Upon request
expert removal from the roster expert removal from
the roster
Request by expert to remove 6-11 | Request by expert Upon request
his name to remove his name
Receipt of removal decision 6-12 | Draft decision Upon request
Assign cases to roster experts 6-13 | List of cases and Upon request
case files
Receive deposit spending 6-14 | Receipt of deposit Upon request
receipt spending
Assign labour case to experts 6-15 | Case ongin Upon request
Department
Assign case to forensics after 6-16 | Case file with paid Upon request
fees payment deposit
Recelpt of complaint against 6-17 | Complaint against Upon request
expert expert
Notification of date of expert’s 6-18 | Notification of date | Upon request
start of work of expert’s start of
work
Monthly reports 6-19 | Beginning of day Daily
Assign civil case as soon as 6-20 | Case file for which Upon request
judgment I1s announced judgment 1s
announced
Assign civil case after deposit 8-21 | Case file with a Upon request

J47



Cycle Cycle Cycle Tngger Cycle Remarks
code frequency
payment notation of deposit
ayment
Issue registration certificate 6-22 | Request for Upon request
certificate of
registration with a
set authority
Issue certificate of non- 6-23 | Request for Upon request
registration certificate of non-
registration
Issue death certificate 6-24 | Request for death Upon request
certificate
Receipt of cases from Experts 6-25 | Casefile Upon request

Dept

V4
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Work cycle  Receipt of request for expert Location Experts Office Trigger Assignment request
assignment in the roster document
Cycle code 6-1 Frequency Upon request

Requests
receipt book

Employment
request

Head / Deputy

Receipt record

request

—

Requests
receipt book

and fillng of ———i

Employment
request

P



Description of work cycle

Recelpt of request for expert assignment in the roster

Job

Description and Remarks

Recelpt, record and file request

When an expert submits request for assignment, the employee receives the request and
records It in requests receipt book then keeps it in the book

(@)
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Description of work cycle data Receipt of request for expert assignment in the roster Dept Experts
Job Receive, record and file request
Name of Form / Book Form Item Item meaning Changed Remarks
The Printed name code

Requests receipt book 37 Number Expert number . Serial for each kind of experts

Date Date of request o
submission

Name Expert's name .
Position Position for which o

expert IS applying

jsp}
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Work cycle  Employment of roster experts Location Experts Dept Trigger Expert position vacancy
document
Cyclecode 6-2 Frequency Upon request

Head / Deputy

ounselor Present
Prehminary request to the
approval Counselor
No Employment
request with
Counselors
notation

-

Requests
receipt book

N

Head / Deputy

Issue a
request

I

Employment
request

"

Vacancy for an
expert

=y
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Work cycle  Continuation of Employment of Location Experts Dept Tngger Expert position vacancy
roster experts document
Cycle code 6-2 Frequency Upon request
)
e
Expert Employment
documents
Head / Deputy Head / Deputy
Issue 2 onginals Open expert com;p\)\lggn of
of securty form (@~ filetokeep [d
d Issue a letter documents employment
and Is ale ocumen documents
Form of security letter
investigations Expert file
A -

[0 4]
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Work cycle  Continuation of Employment of Location Experts Dept Trigger Expert position vacancy
roster experts document
Cycle code 6-2 Frequency Upon request
[
|
2 onginal
secunty forms
Counselors ratified by the
Secretary Counselor
Head / Deputy Head / Deputy
Letter ratified Deliver letter and 2 Chief Justice s
by the original security % notation on the letter
Counselor form to Counselor's
and two secunity forms lg——m—
secretary R

Employment
request with
Counselors
notfication

Delivery
book

;I

2 onginal secunty
forms ratified by
the Counselor

Letter ratified

by the
Counselor

O
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Work cycle  Continuation of Employment of Location Experts Dept Tngger Expert position vacancy
roster experts document

Cycle code 6-2 Frequency Upon request

Head / Deputy

Employment

request with
| experts
notation

Expert's
notatton
‘received and
request filed

No

Head / Deputy

employment

request with
Counselors
notation

Deliver request
to Expert

55
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Description of work cycle

Expert position vacancy

Job

Description and Remarks

Request issuance

When there 1s a vacancy for an expert in a certain field, request from requests receipt book 1s
iIssued to employ an expert

Submit request to Counselor

Request I1s submitted to Counselor for preliminary approval

Open expert’s file and file the papers

When the expert submits his employment papers (affirmance of non-occupation, 4 photos,
copy of ID, Birth certificate or an extract, financial status declaration, copy of tax card, cnminal
status card, graduation certificate, certificate from the syndicate (court of Appeals for lawyers),
roster of free practicing of profession (for accountants), certificate from Mirustry of Finance (for
those who are authorized to audit joint stock company), a certificate from Ministry of Supplies
(Department of commercial sales for appraisers), then a file is opened to keep the papers in

Issue 2 originals for security form and
a letter

Two original security forms are issued and a letter 1s attached with the form addressed to
Assistant to the Minister of Justice for Experts Affairs

Notation by Chief Justice on the letter
and the two forms

Either head of department or his deputy submits the letter and two security forms to the
Counselor

Dehver letter and two forms to
Counselor’'s secretary

Letter and two oniginal forms are delivered to the Counselor’s secretary where a notation 1s
made on the delivery book

Notation of expert and request filing

When the Counselor refuses employment of the expert, a notation may be made on the
request with knowledge then request is kept with the waiting list

Deliver request to the Expert

When the Counselor refuses employment of the Expert, the expert may take back his request

-t
—-_th




Description of work cycle data

Employment of experts in the roster

Dept Experts

Job Issue two onginal security forms and a letter
Name of Form / Book Form Item item meaning Changed Remarks
The Printed name code
Securnity form 34 Name Expert's name o
Place of Birth o
Date of birth o

Education degree

Date of education
degree

Current occupation
address

Residence o
Reason for “employment of a o
questionnaire roster expert”

Issued on Date of form 1ssuance N

Counselor's signature

Signature of Chief
Justice

N
M




Result of

Work cycle  Receipt of secunty investigations Location Experts Dept Trigger Ratified security
form document investigations form
Cycle code 6-3 Frequency Upon request
Head / Deputy
Letter

investigations no Receipt of the
objection for form
gmploymen
Secretanat
Ratified form
of secunty
investigations
47
LI
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Work cycle  Continuation of Receipt of security | Location Experts Dept Tngger Ratified security
investigations form document investigations form
Cycle code  6-3 Frequency Upon request

Head / Deputy

Present letter,

Decisions
register

Head / deputy

delegation decision and }«
expert file to Counselor
Letter ratified Delegation
by the decision ratified
Counselor by the Counselor

Issue decision of
delegation and a letter
then record it in

Delegation
decision

Decisions register
Decisions
register

-
RS



A

Work cycle  Continuation of Receipt of security | Location Experts Dept Tngger Ratified secunty
investigations form document investigations form
Cycle code 6-3 Frequency Upon request

@_

Y

Head / Deputy Head / Deputy Head / Deputy
Deliver onginal letter File onginal Copv delegation
copy of decettion and | decisionanda [d— Py 9

decision and letter
expert file copy of the letter
. Copy of the Ratified onginal Il
Delivery book letter decision Copy of letter

MOJ
document file

Copy of
delegation

decision

-t
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Work cycle  Continuation of Recelpt of security | Location Experts Dept Tngger Ratified secunty
investigations form document investigations form
Cycle code 6-3 Frequency Upon request

Ratified Ietter‘

Copy of
delegation
decision

L

Counselor
Secretary

121



Work cycle  Continuation of Recelpt of security | Location Experts Dept Trngger Ratified security
| investigations form document investigations form
Cycle code 6-3 Frequency Upon request
* Expert file
Head / Deputy Head / Deputy

Papers

Expert notification on
Dehver papers to
expert and make |«

secunty investigations
form, keept in sub-file

notation on the file and keept the letter

- Ratified

W security

Letter
investigations

N
~N

_ 29
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Description of work cycle Receipt of security investigations form
Job Description and Remarks
Receipt Head of department or his deputy receives ratified secunity investigations form and makes a

notation on the Counselor’s secretary book

Issue nomination decision and letter, Head of department or his deputy 1ssues expert nomination decision and the attached letter,
then record s in decisions book then records them In decisions book where It Is given a serial number

Submission of letter, nomination Head of department or his deputy submits letter, nomination decision and expert file to
decision and expert file to Counselor | Counselor for ratification

for ratification
Copy nomination decision and letter Head of department or his deputy copies nomination decision and attached letter

File original decision and letter copy Head of department or his deputy files original decision and attached letter copy in the
Ministry documents file

Deliver onginal letter, decision copy Head of department or his deputy decision copy, original attached letter and expert file to

and expert file Counselor's secretary and signs in the Counselor's secretary log where it 1s sent to Experts’
Technical Research

Notation of expert on security When security investigations form i1s ready and stamped, the expert makes a notation on the

investigations form and keep 1n a sub- | form, then keeps it with the attached letter in the expert file
file and keep the letter
Delver papers to the expert where he | Expert's documents are delivered to him where he makes a notation of receipt on the file
makes a notation on the file

A
[0¢]



Description of work cycle  Receipt of security investigations form
Job Issue nomination decision, letter and record in decision’s book

Department Experts

Name of Form / Book
The Printed name

Form
code

Decisions’ book

Iitem item meaning Changed Remarks
Senal Book serial .
Date Date of 1ssuance of

nomination decision

Decision number

Decision’s serial

Subject summary

Deciston’s summary

A

<=
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Employment

Employment
decision

Receive and
file decision

Counselors
secretary

decision

Work cycle  Ministry’s response with a decision | Location Experts Trigger Employment decision
of expert employment Department document
Cycle code 6-4 Frequency Upon request
Head / Deputy

Counselors
secretary

N
oD




i1s made

Make the oath before

any circuit then
notification of Chief and 1ssue oath
Judge and ctreurt clerk form

Work cycle  Continuation of Ministry’s response | Location Experts Trnigger Employment decision

with a decision of expert Department document

employment
Cycle code 6-4 Frequency Upon request

Insurance
policy
vy
Head / Deputy Head / Deputy

Receive policy

e ———

v

Ratified oath
form

Oath form

Awair
Insurance

policy

541

N
A
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Work cycle  Continuation of Ministry’s response | Location Experts Trigger Employment decision
with a decision of expert Department document
employment
Cycle code 6-4 Frequency Upon request
Inspuorla;\:;e Head / Deputy Head / Deputy
File policy and

i Ratified letter
W of oath —
\_/——\

Employment

—

decision  [d—

ratified letter of
oath in expert's
file

Record expertin
—] the roster and
register policy In

policy list

Experts roster

N

N
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Description of work cycle Ministry’'s response with expert employment

Job

Description and Remarks

Receipt and filing of decision

Head of department or his deputy receives employment decision and keeps it in expert's file

Recelpt of policy and issuance of oath
form

When head of department or his deputy receives insurance policy against disloyalty, he
Issues oath form

Make the oath before any circuit then
Chief Judge and circuit clerk make
their notation

Head of department or his deputy witness the oath before the circuit, then Chief Judge and
circuit clerk make their notation on the form

Enroll expert and record poltcy in the
roster

Expert 1s enrolled in the roster (creditors’ attorney, appraisers, custodians) then policy Is also
recorded In the roster

File policy and ratified oath letter in
expert’s file

Head of department or hus deputy file policy, ratified oath letter and employment decision in
the expert's file

N
w




Description of work cycle

Ministry’s response of expert employment

Department Experts

Job Record expert's name In the roster and record policy in policies schedule
Name of Form / Book Form item Item meaning Changed Remarks
The Printed name code
Experts’ roster 54 Serial

Expert's name

Expert’s address

Date of record

Date of recording
expert's name in the
roster

Circuit number

Case number

Litigants’ names

Date of judgment
announcement

Deposit amount

Date of deposit
spending

Date of deposit
payment

Date of next hearing

Remarks

N

NN



Description of work cycle

Ministry's response of expert employment

Department Experts

Job Record expert's name in the roster and record policy in policies schedule
Name of Form / Book Form Item Item meaning Changed Remarks
The Printed name code
Policy schedule 49 Month
Name

Creditors’ attorney

Make a sign if he 1s
creditors’ attorney

Judicial hquidator

Make a signif he 1s a
judicial hquidator

Appraiser Make a sing If he 1s
an appraiser

Guard Make a signif heis a
guard

Years Years for which policy

Is paid

ol

N
n
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Work cycle  Ministry's refusal of expert Location Expert Dept Tngger Ministry’s refusal
appointment to roster document
Cycle code 6-5 Frequency Upon request

Ministry s
Refusal

Head / Deputy

Recelve response
return papers to
expert make a

notation on the file

and file the response

t
employment
papers

Counselors
secretary log

Ministry s
refusal

\
Ny
()]
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Descnption of work cycle Ministry of Justice refusal of appointment of expert to the roster

Job Description and Remarks
Receipt of response, returning papers to Head of the Department or his deputy receives response with refusal of appointment of
expert and notation on file and keep the expert and signs in the Counselor’s secretary log and delivers the papers to the expert
response and files the response

N
N



Work cycle  Continuation of 1ssuing letter for Location Experts dept Trnigger Beginning of the month
renewal of insurance policy document
Cycle code Frequency Monthly

Agent

Agent

Deliver ongiani
letter to
Registraion or
Service Dept and
sign off the copy

Issue letter of

<r policy renewal
(ontginal + copy)

Copy of policy

renewal letter
singed off

¥

1

Letter of policy
renewal
(ongtnal + copy)

Policy
schedule

Agent

Search for

¢ expired ¢

policies in the
policy schedule

Beginning of
the month

N
e}
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Work cycle  Continuation of issuing letter for Location Experts dept Trigger Beginning of the month
renewal of insurance policy document
Cyclecode 6-6 Frequency Monthly

Registration / Orniginal letter of
Service Dept policy renewal

Await
beginning of
next month

Is the policy
renewed?

_@

N
w
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Work cycle  Continuation of 1ssuing letter for Location Experts dept Trnigger Beginning of the month
renewal of insurance policy document
Cycle code 6-6 Frequency Monthly
Agent Agent
— Deliver orniginal +
/ Ack ledament copy to Registration Issue
gg?&,sé;ag:;t (énr;?:;f +€:opy) or Service Dept and [4—] acknowledgment
sign off the other copy (onginal + 2 coples)
e to be filed l
I .
1 1

- Signed off copy of Acknowledgment
the acknowledgment (onginal + 2
coples)

Sl
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Work cycle  Continuation of 1ssuing letter for Location Experts dept Trigger Beginning of the month
renewal of insurance policy document
Cycle code 6-6 Frequency Monthly

Insurance
policy file

Agent

Take
acknowiedgments
@4—— from policy file and file
them in Experts file
i |

!

W Acknowledgments

e there a

previous

acknowledgin

n

No

3

Insurance
policy

Agent

Record policy
In policies
schedule

Policy
schedule

D
N

d
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Work cycle  Continuation of i1ssuing letter for Location Experts dept Trigger Beginning of the month
renewal of Insurance policy document
Cycle code 6-6 Frequency Monthly
Agent

Insurance
policy

File policy in
Experts file

\
w
N



Description of work cycle

Issue letter for renewal of insurance policy

Job

Description and Remarks

Search in policies schedule for Expired
policies

The department deputy searches in schedule on Expert’s policies

Issue a letter to renew policy (onginal +
copy)

The deputy 1ssues letter of policy renewal (original + copy)

Deliver oniginal to Registration or Service
department and sign off on copy

The department deputy delivers the letter to Registration or Service department based
on Expert’'s address is he lives in the area of the court, if he lives outside, 1t goes to

Registration department and signs off the copy

Issue acknowledgment (original + 2 coples)

The deputy 1ssues the acknowledgment for the expert (original + 2 coples) at the
beginning of the month while the expert has not renewed the policy

Deliver original + copy of acknowledgment
to Registration or Service department and
sign off and file the copy

The deputy delivers acknowledgment to the expert (oniginal + 2 copies) to Registration
or Service departments and signs off the other copy and files it in the policies file

Record policy in schedule

The deputy records the policy in policy schedule when he receives it from Expert

Take acknowledgments from policy file and
file them in Expert's file

The agent gets the acknowledgment and copies from policies file and file iIn Expert's
file

Put policy in Expert’s file

The deputy files policy in Expert’s file

a0}
w




sign off and file other

7

Signed off copy of
the
acknowledgment

Acknowledgment

(ongtnal + 2
coples)

Work cycle  Servicing Expert on two-month Location Expert's dept Trnigger Two-month delay for policy

delay for policy renewal document renewal
Cycle code 6-7 Frequency Monthly

v
Head /D
ea eputy Head / Deputy
I Deliver onginal +
e copy of the lssue Two months
Registraion / Acknowledgment acknowledgment to ‘ < delay for policy
CSemce Dept (origtnal + copy) Registraion or acknowledgment renewal
Service Dept and (ongtnal + 2coples)

W
I~

L]
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Description of work cycle Servicing Expert on two-month delay for policy renewal

Job

Description and Remarks

Issue acknowledgment (onginal + 2 copies)

The head of department or his deputy 1ssues acknowledgment (original + 2 copies)
when the Expert 1s delayed for more than 2 months on renewing of policy

Deliver onginal and copy of the
acknowledgment to Registration or Service
department Copy is signed off and filed

The department head or his deputy delivers the original and copy of acknowledgment
to Registration or Service Department based on the address of the Expert and signs off
receipt on copy to file in policies file

- as w

w
g




Work cycle  Servicing Expert on more than two | Location Experts Dept Tngger More than two and a half-
and a half-month delay for renewal document month delay
of policy

Cycle code 6-8 Frequency Upon request

Head / Deputy

More than two and
a half months for
policy renewal

Issue memo
and submut it to [€———————
Counselor

Signed memo




Work cycle  Continuation of Servicing Expert on | Location Experts Dept Tnigger More than two and a half-
more than two and a half-month document month delay
delay for renewal of policy

Cycle code 6-8 Frequency Upon request

Memo

Acknowledgment

Head / Deputy

Head / Deputy

\__.——//-’-—_d

Last policy

Attach memot and
last policy and
acknowlegments to
case file

——

Case file

—-1 open case file 4————@

w




Work cycle  Continuation of Servicing Expert on | Location Experts Dept Trigger More than two and a half-
more than two and a half-month document month delay
delay for renewal of policy
Cycle code 6-8 Frequency Upon request
Head / Deputy Head / Deputy
Attach memo and last
policy and ¢ ¢ ( : )
@ acknowledgments to Open case file
case file

w
Q@

%%I



Work cycle  Continuation of Servicing Expert on | Location Experts Dept Trigger More than two and a half-
more than two and a half-month document month delay
delay for renewal of policy
Cycle code 6-8 Frequency Upon request
( Registration / acknwoledgment
Service Dept (Onginal + copy)
Head / Deputy Head / Deputy

Deliver original

Issue
acknowledgment acknwoledgment e
N—— and copy and 4:‘
sign off the other (Onginal + 2

copy coples)

! Y

Signed off copy '
of
acknowledgment

|1

acknwoledgment
(Onginal + 2

copies)

w
w
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Work cycle  Continuation of Servicing Expert on | Location Experts Dept Trigger More than two and a half-
more than two and a half-month document month delay

delay for renewal of policy
Cycle code 6-8 Frequency Upon request

Head / Deputy

File memo in
Experts file

Signed off

copy of
Acknowledgme

>



Work cycle  Continuation of Servicing Expert on | Location Experts Dept Trigger More than two and a half-
more than two and a half-month document month delay
delay for renewal of policy

Cycle code 6-8 Frequency Upon request

C

Registration /
Service Dept

acknwoledgment
(Ongtnal + copy)

Head / Deputy

Deliver onginal
acknowledgment
and copy and sign
off the other copy

Head / Deputy ‘

Issue
acknwoledgment
(Ongtnal + 2

—©

copies)

v

Signed off copy of
acknowledgment

l}

8

acknwoledgment
(Onginal + 2
coptes)

I

puly
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Work cycle  Continuation of Servicing Expert on | Location Experts Dept Trnigger More than two and a half-
more than two and a half-month document month delay
delay for renewal of policy
Cycle code 6-8 Frequency Upon request
Head / Deputy

Signed off copy of
acknowledgment

File copy of
acknowledgment in
case file

£

Ny
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Description of work cycle

Servicing Expert on more than two and a half-month delay for renewal of policy

Job

Descnption and Remarks

Issue a memo to the Counselor

The head of the department issues a memo to Chief Justice when Expert 1s more than
two and a half months late to renew the policy

Open case file

When Counselor sings the memo to be submitted to Experts’ committee, head of the
department or his deputy opens a case file

Attach memo, acknowledgments and last
policy to case file

Head of the department or his deputy attaches memo, serviced acknowledgments and
last policy to case file

Case file submitted to committee chairman
and hearing date defined

The department head submits case file to the Expert’'s committee chairman to set a
hearing date and make a notation on the case file with hearing date

Record case in Expert’'s committee calendar

The deputy records case data In the Experts’ committee calendar

Issue acknowledgment (original + 2 copies)

The deputy head issues the acknowledgment (original + 2 copies) to inform him of
hearing date

Deliver original acknowledgment and copy
and sign off the other copy

The deputy delivers the original acknowledgment and copy to Registration or Service
Dept based on Expert's address and the other copy 1s signed off with receipt

File copy of the acknowledgment in case file

Deputy files the copy of the acknowledgment in case file and keeps file in the cabinet

Filng memo

The deputy files memo In case file

J
w
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Work cycle  Remove Expert's name because of | Location Experts’ Dept Trnigger Knowledge of death
death document (newspapers / Death
certificate)
Cycle code  6-9 Frequency Upon request

Ratified letter

o8

Removal

Head / Deputy

Remive from roster
and i1ssue decision to
remover experts

decision

name for death and
letter to submut to
Counselor

Decistons
record

Knowledge of

Newspapers /

death

Registration
Dept

death

I
I

t’y‘



Work cycle  Removal of expert's name because | Location Experts Office in | Trigger Knowledge of death
of death court document (newspapers / Death
certificate)
Cycle code 6-9 Frequency Upon request

Head / Deputy

Ratified letter

copy

o

Deliver original letter
and copy of decision
to Counselors
secretary

Delivery log

Head / Deputy

Copy decision

Copy of ratified

decision of
removal

and letter

o))

Ih
(€3]




Work cycle  Removal of expert's name because | Location Experts Office n | Trigger Knowledge of death
of death court document (newspapers / Death
certificate)
Cycle code  6-9 Frequency Upon request

Counselors
secretary

Onginal Letter

Copy of the
decision

1)

Jh
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Work cycle Remove Expert’'s name because of | Location Experts’ Dept Tnigger Knowledge of death
death document (newspapers / Death
certificate)
Cycle code 6-9 Frequency Upon request

Ratified letter

copy

Onginal decision

Head / Deputy

File copy of the letter

Signed off

copy of the
letter

and onginal decision
and copy of the letter
at Civil/ Commercial
Dept

Signed off
copy of the
letter

Head / Deputy

Onginal letter

Issue letter (onginal +

copy) to Civil /
Commercial Dept and
deliver by signing the

letter copy

—

I




Description of work cycle Remove Expert's name because of death

Job Description and Remarks
Remove from the roster and i1ssue a Head of the department or his deputy signs in the roster of removal of expert’'s name and
removal decision because of death and a | 1Issues a decision to remove expert’'s name from the roster and a letter then submut all that
letter then submit them to Chief Justice to the Chief Justice and records decision in decisions book
Copy decision and letter Head of the department or his deputy copies the decision and the letter
Deliver oniginal letter and copy of the Head of department or his deputy delivers original letter and copy of the decision to
decision to the Counselor’s secretary Counselor’s secretary and signs In the delivery book as he sends it to General department

for technical research

Issue letter (original + copy) for Civil / Head of department or his deputy issues a letter to civil or commercial dept to inform them

commercial dept and delivers the letter by | of removing expert’s name and delivers letter them where they sign the copy
signing the copy
File copy of letter and original deciston and | Head of department or his deputy files copy of the letter and onginal decision and copy of
copy of letter 1s given to civil or commercial | the letter in expert’s file

dept

13
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Work cycle  Receive a ministenial decree to Location Experts Office in | Tngger Ministerial decree to
remove expert's name from the court document remove expert's name from
roster the roster

Cycle code 6-10 Frequency Upon request

Head / Deputy Head / Deputy

Ministenal
decision

decision numgber in Recl‘:tptr 0:
the roster and file ¢ ministeria

Make notation with

the decision deC'VS'On

Counselor s
secretary log

Ministerial
decision with
experts name
removal

Experts
secretary

I
©




Description of work cycle Receive ministerial decree of removal of expert’'s name from the roster
Job Descniption and Remarks
Receive ministerial decree Head of the Dept or deputy receives ministenal decree of removal of expert’s name

from the roster and signs in the Counselor’s secretary log

Make a notation of number of decree in the | Head of the Dept or deputy makes a notation in the roster on the page of the expert the
roster and file the decree name of whose Is required to be removed He also makes a notation in the remarks
column so that not to assign any cases to that expert then he files the decree in the
expert’s file

14y
<D
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Work cycle  Request submitted by expert to Location Expert’s office in | Trigger Request submitted by
remove his name court document expert to remove his name
Cycle code 6-11 Frequency Upon request
Head
Receipt of

Chief
Justice s
approval

request and
submit to Chief
Justice

'

Ratified request for

removal of name

Request to
remove
experts name

4]
A
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Work cycle  Continuation of Request submitted | Location Expert's office in | Trigger Request submitted by
by expert to remove his name court document expert to remove his name
Cycle code 6-11 Frequency Upon request
Head / Deputy

Signed request
of removal of
name

Expert signs on request
with knowledge and file
in the file




Work cycle  Continuation of Request submitted | Location Expert's office in | Tngger Request submitted by
by expert to remove his name court document expert to remove his name
Cycle code 6-11 Frequency Upon request
Head / Depu
Head / Deputy Puty

Remove experts name

Issue decision of from roster and file
removal and letter to g~ request
submit to Counselor I
Ratified <>, Request to <
decision of Ratified letter remove the
removal name
—

3b)

th
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Work cycle  Continuation of Request submitted | Location Expert's office in | Trigger Request submitted by
by expert to remove his name court document expert to remove his name
Cycle code 6-11 Frequency Upon request
Onginal letter Head / Deputy Head / Deputy

Deliver letter and copy
of decision to — Cosr): dd;?tsel:n
Counselors Counselor s secretary T
secretary ‘ ]

Copy of ratified
deciston of
removal

Copy of
decision

Copy of ratified
letter

Delivery log




File copy of letter and

Onginal

decision

Letter copy

original deision and
signed letter copy

Work cycle  Continuation of Request submitted | Location Expert's office in | Trigger Request submitted by
by expert to remove his hame court document expert to remove his name
Cycle code 6-11 Frequency Upon request
Signed letter Head / Deputy Head / Deputy
copy

DAY S

Issue letter (onginal
+ copy) to Civil /
Commercial Dept

()

=

Cwil / Commercial
Dept

Signed copy of
letter

Onginal letter

gn

g
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Description of work cycle Request submitted by expert to remove his name

Job

Description and Remarks

Receive request and present to Chief
Justice

Head of Dept receives the request and presents 1t Chief Justice

Expert's signature on the request and filing
of request in the file

In case the Counselor refuses the expert's request to remove his name, the expert signs
of knowledge and either Head of Dept or deputy files the request in the expert's file

Removal from roster and filing of request

In case the Counselor accepts the request, Head of Dept or deputy makes a notation in
the roster that name has been removed, then he files the request in the expert's file

Issue a removal decision and letter then
submit them to Counselor

Head of Dept or deputy 1ssues removal decision then submits them to Counselor for
ratification

Copy decision and letter

Head of Dept or deputy coples the letter and decision

Deliver original letter and copy of decision to
Counselor's secretary

Head of Dept or deputy delivers original letter and copy of decision to Counselor’s
secretary and signs in delivery log which is sent to General Department for Technical
Researches for Expert’s affairs

Issue and deliver a letter (original + copy to
Cwil / Commercial Dept

Head of Dept or deputy 1ssues a letter to Civil or Commercial Dept to inform them of
expert's name removal and makes them sign “received” on the copy

File copy of letter and original decision and
singed copy of letter in Expert's file

Head of Dept or deputy files copy of the letter, original decision and copy of the letter
sent to the Civil or Commercial Dept In the expert’s file




Signature of committee
members prosecutor and

Type the Draft judgment
circuit clerk on the l ; Judgment
Judgment and file the draft

—

I.'

Judgment

—

|

Ratified typed
judgment
(Onginal + 2 copies)

opies)

{onginal + 2
L-‘\_C—/——‘

Judgment draft

Work cycle  Recerve removal judgment Location Expert's office in | Tngger Draft judgment
court document
Cycle code 6-12 Frequency Upon request
Deputy Deputy

Disciplinary
committee / experts /

appeals

ol
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Work cycle  Continuation of Receive removal Location Expert's office in | Trigger Draft judgment
judgment court document
Cycle code  6-12 Frequency Upon request

Registration / ACK"OV:”GC"% rgent
Service dept (ongina
coples)

Deputy Deputy Head / Deputy
Issue letter and deliver original Issue
removal decision fo acknowledgment acknowledgment
the Counselor to and copy and sign ﬁ (onginal + 2
sign the other copy coples)
— 1 | 1| 1
Ratified decision Ratified letter Slgned copy of the
of removal of removal acknowledgment Acknowledgment
(onginal + 2 copies)




ha?

Delivery log

@

Work cycle  Continuation of Receive removal Location Expert's office in | Trigger Draft judgment
judgment court document
Cycle code 6-12 Frequency Upon request
Letter of Head / Deputy Head / Deputy
removal f——
Deliver original letter
of removal and copy of < Copy decision
Counselors decision of removal to |~ A and letter
secretary Counselor s secretary
Copy of
decision of
T e
Copy of ratified
L decision of Itht,py °ff ratlﬁedl
- removal etier of remova

an
&
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Work cycle  Continuation of Receive removal Location Expert's office in | Tnigger Draft jJudgment
Jjudgment court document
Cycle code 6-12 Frequency Upon request
Head / Deputy Head / Deputy Head / Deputy
Deliver xase Remove name from Issue letter (original
file judgment < the roster and file + copy) to C,\g”
and copy to Judgment copy In 4—‘———— cOmm’ercnal dept
Archive Expert's file P
Judgment copy Signed copy of
Delivery log the letter Onginal letter

Cvil/ Commercial
Dept

(0)]
D
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Work cycle  Continuation of Receive removal Location Expert's office in | Tnigger Draft judgment
judgment court document
Cycle code 6-12 Frequency Upon request

Copy of the
acknowledgment

Signed copy of
letter

Copy of letter
of removal

w

Judgment
(original +

copy)

Head / Deputy

Ratified onginal

decision of
removal

File copy of
acknowledgment signed
copy of letter, copy of letter |«
of removal and onginal
decision of removal

D
4




Description of work cycle Recelve Removal Judgment

Job Description and Remarks
Type the judgment Index employee gets the judgment typed (original + 2 copies)
Committee members, Prosecutor, and circuit | Committee members, prosecutor and circuit clerk sign the judgment, then Head of Dept or
clerk sign the jJudgment and file the draft deputy files the draft judgment in case file
Issue acknowledgment (original + 2 copies) Head of dept or deputy Issues acknowledgment (original + 2 copies) to inform the expert of
the removal judgment

Deliver original acknowledgment and copy Onginal acknowledgment and copy are delivered to Service / Registration Dept according
and sign off the copy to Expert's address then signs “received” on the copy

Issue a letter and removal decision and Head of Dept or deputy issues a removal decision and a letter then submit them to
Counselor signs them off Counselor for signature

Copy letter and decision Head of Dept or deputy coples letter and decision

Deliver oniginal removal letter and copy of Oniginal letter and copy of decision are delivered to Counselor's secretary to sent to

removal judgment to Counselor's secretary General Dept for Technical Researches and signs in delivery log
Issue and delver letter (original + copy) Civil / | Head of Dept or deputy issues a letter to Civil / Commercial Dept and delivers it to the

Commercial dept department to take the necessary action and makes them sign off the copy

Removal from the roster and filing copy of Head of Dept or deputy removes expert's name from the roster and files the judgment in
judgment in Expert's file the expert's file

Deliver case file, judgment and copy to Head of Dept or deputy delivers case file, judgment and judgment copy to Archive and lets
Archive them sign in the delivery log

File copy of Acknowledgment Head of Dept or deputy files copy of acknowledgment, copy of signed letter, orniginal

Copy of signed letter removal decision and copy of removal letter in the expert’s file

Copy of removal letter
Original removal decision

D
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Description of work cycle data

Receipt of removal judgment

Dept Experts

Job Removal from roster and file copy of judgment in expert's file
Name of Form / Book Form Item Item meaning Changed Remarks
The Printed name code
Experts roster 54 Sernial .

Expert's name

Expert's address

Date of registration

Date of expert's registration in the

roster

Circuit number

Case number

Littgants names

Judgment date

Value of deposit

Deposit cashing date

Deposit payment date

Next hearing date

Remarks

D

Q3




Work cycle  Assign cases to roster experts Location Expert’s office in | Trigger List of cases and therr files
court document
Cycle code 6-13 Frequency Upon request
Head / Deputy Head / deputy

Selecting exxpert per
turn and recording him Case schedule
in hearing notes and on
case file

Filing case schedule
and delivering of case
file

——-C Curcutt clerk )

Case file with
notation

Experts roster

)]
I



Work cycle  Assign cases to roster experts Location Expert's office in | Trigger List of cases and therr files
court document

Cycle code 6-13 Frequency Upon request

Case schedule

File of case
schedules

Ratified case
file

‘ Circut clerk

avd
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Description of work cycle Assigning cases to roster experts

Job

Description and Remarks

Selecting the expert according to turn and put his
name on hearing notes and case file

Head of Dept or deputy selects the expert to whom the case will be assigned, then
he makes a notation in expert's roster and on hearing notes and case file with the
expert's name and address

Keep cases list and deliver case file

Head of Dept or deputy keeps cases list in cases lists file and delivers case file to
circuit clerk

We




Descniption of work cycle data

Assigning cases to roster experts

Dept Experts

Job Selection of expert as per turn and put his name on hearing notes and case file
Name of Form / Book Form item Item meaning Changed Remarks
The Printed name code
Experts roster 54 Senal

Expert's name

Expert's address

Date of registration

Date of expert's registration in

the roster

Circut number

Case number

Litigants names

Judgment date

Value of deposit

Deposit cashing date

Deposit payment date

Next hearing date

Remarks

(o))
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Work cycle  Receive deposit cashing slip Location Expert's office in | Trigger Deposit cashing slip
court document
Cycle code 6-14 Frequency Upon request

Department
phead Deputy
notation with Deposit
Messenger / 5:3“? vrizt:ti:rnvyl?h cashing and wnte cashing Messenger /
Circuit clerk cher cashin 1 voucher number and voucher Circuit clerk
g date in the schedule
Schedule
record
68
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Description of work cycle Recelve deposit cashing slip

Job

Descrniption and Remarks

Make a notation of cashing and write receipt
number an date in the roster

Dept deputy makes a notation of deposit cashing and value as well as date of

deposit cashing and date of delivering it to Index

Sing on receipt of cashing

Dept deputy
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Work cycle  Assign labour case to Expert's Location Expert's Dept Tngger Orniginal Case
Office document
Cycle code  6-15 Frequency Upon request
Deputy )

Record case I1n the

Messenger / log and write
( Circuit clerk Schedule file reference number on Circuit clerk
the case file

Schedule file

<\
-
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Description of work cycle Assign labour case to Expert’'s Office

Job

Description and Remarks

Record case in register and write registration
number on case file and labour cases experts’

file

Record case in special register and write number of registration and labour cases

experts on case file

N
N




Work cycle  Assign case to forensics after fees | Location Experts office in | Trigger Case file with paid deposit
payment court document
Cycle code 6-16 Frequency Upon request
Deputy

Record case in
recordand write
assignment number
on case file

Case file with
paid deposit

Case file with
notation on it

Circuit clerk

Circuit clerk )

Special record

N

L\t
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Description of work cycle Assign labour case to Forensics after paying the fees

Job

Description and Remarks

Record case In special register and write
assignment number on case file

Employee records case data in special register and writes assignment number on

case file




Work cycle  Receive complaint against Expert | Location Expert’s office in | Trigger Complaint against expert
court document
Cycle code 6-17 Frequency Upon request
Head Head / Deputy -

Receipt and Complaint
Submitto ’ issuance of a [ against an Counselors
Counselor A it secretary
memo expe
;ﬁ

Memo ratified
by the
Counselor

memo Counselors

secretary log

;,VL
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Work cycle  Receive complaint against Expert | Location Expert’s office in | Trigger Complaint against expert
court document
Cycle code 6-17 Frequency Upon request
Complaint
Head

Memo ratified
by the
Counselor

File complaint
andmemo in
Experts file

hould be
filed?

No

-
&




Work cycle  Recelve complaint against Expert Location Expert's office in | Trigger Complaint against expert
court document
Cycle code 6-17 Frequency Upon request
Deputy Head Head Head

Record case date Issue Submit to
( : ) ¢ | In schedule of acknowledgment Committee ' Open a file for
Expert's < A for the expert 'I chairman to set I A the case
committee (onginal + 2 copies) a date
1
Acknowledgment

Expert (onginal + 2
committee coples)

[

Ratified case
file

N
(o)}

jet
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Work cycle  Receive complaint against Expert Location Expert's office in | Trigger Complaint against expert
court document
Cycle code 6-17 Frequency Upon request
I
Service / Acknowlecligin;ent
Registration Dept (ongina
coples)
Head
- Copy of Head
acknowledgment
Deliver onginal and copy
File copy of of acknowledgment to
acknowledgment G-T— Service or Registraion
and case file Dept and sign off the
ﬁ - T
Signed off copy of

acknowledgment

]
N




Description of work cycle,

Receive complaint against expert

Job

Descnption and Remarks

Receipt and issuance of a memo

Head of Dept or deputy receives complaint and sings in Counselor’s secretary log
of receipt and 1ssue a memo

Present to Counselor

Head of Dept submits memo to Chief Justice

File complaint and memo 1n expert’s file

When Chief Justice signs “reviewed” on the memo, complaint and memo are files
In expert's file

Open case file

When Chief Justice refers memo to Experts Committee, head of Dept opens a
case file

Case 1s presented to Committee chairman to set a
date

Head of Dept presents case file to Committee chairman to set a hearning date

Issuance of acknowledgment to expert (onginal +
2 copies)

Head of Dept 1ssues an acknowledgment to the expert (original + 2 copies) to
inform him of hearing date

Register case date in Experts’ Committee
schedule

Head of Dept records case In Expert's Committee shcedule

Deliver original and copy of acknowledgment to
Service or Registration Dept and sign off the other

copy

Onginal and copy of the acknowledgment are delivered to Service or Registration
Dept and signs “received” on the other copy

File copy of acknowledgment and case file

Head of dept files copy of acknowledgment in expert's file and keeps case file In
the cabinet

N
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Work cycle  Notification with date of expert’s Location Expert’s office in | Trigger Notification with date of
assignment court document expert's assignment
Cycle code 6-18 Frequency Upon request
Deputy

( Circuit clerk )4—

Notification with
date of expert
assignment

Notificatton with
|Record date of — date of expert
assighment assignment

Experts roster

~—

Circuit Clerk

N
©




Description of work cycle, Notification with date of expert’'s assignment
Job Description and Remarks
Record date of assignment Head of Dept or deputy records date of expert’s assignment in experts roster

@
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special record

Special record

Work cycle  Monthly loyalty reports Location Experts office in | Trigger Beginning of day
court document
Cycle code 6-19 Frequency On daily basis
Outgoing book
Registration Dept
Deputy
Issue reports and Beginning of
Reports record inthe [@— the day

Kl
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Description of work cycle, Monthly loyalty reports

Job Description and Remarks
Issue loyalty report and record In special register Experts office employee prepares Registration outgoing book, 1ssues loyalty
reports and records outgoing reference number and sending date in a special
register

1t
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Work cycle  Assign civil case as soon as Location Experts office in | Trigger Case file as soon as
Jjudgment I1s announced court document judgment is announced
Cycle code  6-20 Frequency Upon request
Deputy

( Circuit clerk

Case file as soon as
judgment 1s

Record case and
write assignment
number on case file

Case file as soon as
judgment is

Circutt clerk

General record

[04]
03]




Description of work cycle, Assign civil case as soon as judgment is announced

Job Description and Remarks
Record case and write assignment reference Employee records case In general register and write assignment number on case
number on case file file

e

@
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Work cycle  Assign civil case after deposit Location Experts office in | Trigger Case file with notation of
payment court document deposit payment
Cycle code 6-21 Frequency Upon request
Deputy

Case file with
assignment
number

Circuit clerk

Record case in
special record and
write assignment
number

Case file with Circuit clerk

paid deposit

Special record

0]
an
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Description of work cycle Assign civil case after deposit payment
Job Description and Remarks
Record case in special register and make Case I1s recorded in special register and a notation 1s made with assignment number
notation with assignment number
o 86




Work cycle  Issuance of registration certificate | Location Experts office in | Trigger Request for registration
court document certificate with set
destination
Cycle code 6-22 Frequency Upon request

Await collection
recelpt and request
after stamping
Collection receipt

registartion
certificate

From the
Calender

Head / Deputy

Sign the request
and deliver to
Expert

Request for

Registration
certificate with a
defined destination

A
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Work cycle  Issuance of registration certificate | Location Experts office in | Trigger Request for registration
court document certificate with set
destination
Cycle code 6-22 Frequency Upon request
Department Head
Request
Issue registartion
certificate ratified -
A by Department A
l Receipt
.
Registraion
certificate
(ongmnal + 2
copies)
[ele]
jels}
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Work cycle  Issuance of registration certificate | Location Experts office in | Trigger Request for registration
court document certificate with set
destination
Cycle code 6-22 Frequency Upon request
Certificate

{onginal + 2

Receipt <

Head / Deputy

—

Request < ]
e~

Deliver expert
certificate and
recelpt + request

Ratified Onginal

decision of removal

®
w




Description of work cycle Issuance of registration certificate
Job Description and Remarks
Sign the request and deliver to expert Head of Dept or deputy sings the request after revising the data in the request by
referring to the roster
Issuance of registration certificate ratified by Head of Dept or deputy 1ssues registration certificate to be ratified by Head of Dept
Head of Dept (onginal + copy) after making sure all fees are paid

Deliver certificate, receipt and request to expert | Certificate (original + copy), receipt and request to expert

fataY
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Work cycle  Issuance of non-registration Location Experts office n | Trigger Request for non-registration
certificate court document certificate
Cycle code  6-23 Frequency Upon request

Awalt collection
recetpt and request
after stamping
Collection recetpt

Expert non-registration
certificate

From the
calender

Head / Deputy

Sign off

give to Expert

'

Request of

request and ————-

Non-registartio
n certificate
with defined

destination

[<»]
e
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Work cycle  Issuance of non-registration Location Experts office in | Trigger Request for non-registration
certificate court document certificate
Cycle code 6-23 Frequency Upon request
Head
Request
Issue
non-registration
certificate ratified [d
(i (D
Department
Receipt

gk

Non-registration
certificate

fatnl

L
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Work cycle  Issuance of non-registration Location Experts office in | Tngger Request for non-registration
certificate court document certificate
Cycle code  6-23 Frequency Upon request
Non-registration
certificate
Head / Deputy

Receipt <

\f

Request <

Y

Ratified onginal

Deliver certificate
to Expert and
expert + request

decision of removal

w
wp




Description of work cycle Issuance of non-registration certificate
Job Description and Remarks
Sign the request and deliver to expert Head of Dept or deputy sings the request after revising the data in the request by

referring to the roster

Issuance of non-registration certificate ratified Head of Dept or deputy issues non-registration certificate to be ratified by Head of
by Head of Dept Dept (onginal + copy) after making sure all fees are paid

Deliver certificate, receipt and request to expert | Certificate (original + copy), receipt and request to expert




¥

Work cycle  Issuance of expert's death Location Experts office in | Tngger Request for expert's death
certificate court document certificate
Cycle code 6-24 Freguency Upon request

From the
calender

Head / Deputy

Await collection receipt

and request

stamping Collection

receipt

after Sing the

l

Death

certificate
request
—

request and 4——7 death
give to Expert cerhficate

Request for

o
h




Work cycle  Issuance of expert's death Location Experts office in | Tngger Request for expert’'s death
certificate court document certificate
Cycle code 6-24 Frequency Upon request
Department
Head
Request
Issue death
ratified
certificate by <_A
head
Receipt
L
- |
Death certificate
{onginal + 2
copies)
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Work cycle  Issuance of expert's death Location Experts office n | Trigger Request for expert’s death
certificate court document certificate
Cycle code  6-24 Frequency Upon request
Death certificate
(original + 2 copies)
Head / Deputy

Request <

—

Onginal ratified

decision of removal

Receipt Deliver
w certificate for

the Expert and

the receipt +

<o)
-
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Description of work cycle Issuance of expert's death certificate

Job

Descnption and Remarks

Sign the request and deliver to expert

Head of Dept or deputy sings the request after revising the data in the request by
referring to the roster

Issuance of expert’s death certificate ratified by
Head of Dept

Head of Dept or deputy 1ssues expert's death certificate to be ratified by Head of
Dept (original + copy) after making sure all fees are paid

Deliver certificate, receipt and request to expert

Certificate (onginal + copy), receipt and request to expert




Work cycle  Receive cases from Experts Location Experts office in | Tnigger Case file
Department court document
Cycle code 6-25 Frequency Upon request
Deputy Deputy

Registration Record expert
department data and fees Department
Experts
Department

Delivery log of
labour cases

Special record

ANT
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Description of work cycle Assign civil case after deposit payment

Job Description and Remarks
Record data expert's name, iIncoming reference | Employee registers data in special register expert's name, incoming reference
number and fees amount number and fees amount after receiving and sing In the log
Deliver case file to Registration Dept Employee delivers case file and signs in the log of delivering labour cases

=9
D
o
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Administrative Units Description
Introduction

This part of the report studies the functions undertaken by each administrative
unit inside the court As has been mentioned In the executive summary, the
system analysts have based their analysis upon the characteristic of
anticipating the trigger The whole idea Is that each employee in each
administrative unit 1s In a state of anticipation and stall waiting for a trigger
Hence, the court work Is actually a reaction to requests submitted by different
external parties (like litigants, lawyers, Ministry of Justice, Ministry of Finance,
etc ) who are called “trigger requester’

Trigger requester presents the trigger to the employee The “trigger” will be
one of the following

1 Document like original writ of summons for case initiation
2 Written request like request for certificate issuance
3 Oral request like request for case file review

4 Periodic task lIike submitting monthly reports about incoming and
outgoing documents in court, or making monthly salary lists The trigger
here is the decision made by the employee to do this work When the due
time comes, the employee does the job without renewing the trigger

The way the trigger is received is of no importance here whether it 1s delivered
by hand, malil, fax, or phone as the way of communication matters only to
understand the nature of work

As soon as the employee receives the trigger, he undertakes defined, knows
and regulated procedures till the request of the “trigger requester 1s fulfilled”
Those procedures are defined in sequence, where a procedure could not be
taken except when the preceding procedure 1s done This series of
procedures is called “work cycle”

This part of the report details all work cycles inside the court except those
related to accounting, personnel, and warehouses, not only because they are
outside the scope of the automation plan, but because It needs more time

The reader might find some difficulty in following up those details This 1s
because system analysts are keen to introduce all the details, as they are
important, vital and effective in method of automation and re-engineering

It 1s important for the reader to be aware of the cycle description from the point
of view of procedures performers themselves The reader will then be aware
while tracking those procedures that the included descriptions may be



considered detailed practical guidelines for the way work 1s done inside the
court Moreover, any one who would study any of the administrative units
described here can substitute any of the other court employees and do the
same work using this description with no difficulty He might only need
experience which reflects performance level

The study team was keen to make sure that the information included in this
description 1s absolutely right as it 1s mere descriptton of reality without
interference from the system analysis, however, we do not claim perfection If
there are some mistakes, they are because of forgetfulness and we claim that
the rate of mistakes does not exceed 4% according to information systems
Iterature standards and we have nothing to do with this

Description of each administrative unit was done according to Egyptian
Company for Research and Systems which 1s composed of the following

1 Description of functional structure of each unit
2 Make a list of work cycles performed by the unit

3 Description of each work cycle with a flow chart describing each job and
the person who performs it with detailed explanation of each job in case it
needs more clarification

4 List of data used in each job in the form of inputs and outputs

This methodology 1s used in the description to collect all the information that
court information systems developer needs regarding introduction of computer
technology, or development of manual systems and re-engineering of
procedures to develop court administration system

This description may be used in drawing up a development plan as an
approach to detect the difference between Ismailia Court and North Cairo

Courts of First Instance, and may also be put as a base for studying Ismailia
Court of Appeals

2



Description of Civil Department

Date

28 July, 1997 | Time [1030am

Location

Sentor Clerks Office — Second Floor — North Cairo Court
of First Instance building

Information source

Mr Mohamed Hashem, Senior Clerk

Basic Information

Official Name

Civil Department

Popular Name

Civil Department

Orgamizational location | Clerks Dept / Civil Department

Head of Clerks Department

Head of Taxes
Section

Head of Commercial Head of Civil
Section Section

R



Description of Civil Section

Date August 1997 |Time |1030am

Location First Floor of the old building - First Floor of the new
buillding — North Cairo Court of First Instance building

Information source | Mr Mohamed Hashem, Mr Fekry Noserr, Mr Mohamed
Selim, Mr Adel Fahmy, Mr Hassan El Sayed El Sarraf

Basic information

Official Name Civil Section

Popular Name Civil Department

Organizational location | Clerks Dept / Civil Section

Senior Clerk

I
Head of Civil

Dept
Fees and Cases Appeals and potental Index Circurt Clerks || Front Office
Tevision evidence trusts and
registration of arbitrators
udgments
e Fees assessment | _|
Set hearing dates
Description

a The Civil Section provides assistance to the judiciary in handiing civil
cases (non-criminal) which include all kinds of civil cases except
commercial and taxes cases

o Front offices take the responsibility of execution of first steps for case
initiation through dealing with the public, receiving papers, collecting fees,
setting first hearing date, and registering case In the Index

a In procedures concerning case file flow and handling after initiation and
till disposition, the technical work 1s focused in the work done by Head of
the Section with circuit clerks, Index employees, employee responsible for
appeals trusts, and employee responsible for recording of arbitrators
judgments, while the other units serve the case with the purpose of case
disposition and judgment execution

10



Description of Commercial Section

Date

28 July, 1997 |Time |[1030am

Location

Head of commercial Section

Rooms 602, 603, 604, 605 court buillding — Office of

Information source

Mr Mahmoud El Hossary — Head of Commercial Section

Basic Information

Official Name

Commercial Section

Popular Name

Commercial Section

Organizational location | Clerks Dept / Commercial Section

Head of Clerks Dept
I

Head of Commercial

Section
Copues - Cases Fees Incoming & Circunt Inden Companies
Cases revision revision outgoing Clerks Contracts
corres With registrar
Experts Dept
Copaes - Collection
Companies
Description

a The Commercial Section is located in four rooms on the Sixth Floor in

the new building where all functions involving dealing with public are

located In those rooms are located also some activities not related to the
Commercial Section but are put there to facilitate public access to them

n and copies In order that the public does not have to go
to other locations for fees payment, branch of fees collection and copies
were put in those rooms

hke fees collectio

11
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Description of Taxes Section

Date

28 July, 1997 [Time [1030am

l.ocation

Office of Head of Taxes Section — North Cairo Court

Information source

Mr Abdul Khalek — Head of Taxes Section

Basic Information

Official Name

Taxes Section

Popular Name

Taxes Section

Organizational location | Clerks Dept / Taxes Section

Head of Clerks Dept

1

Head of Taxes
Section

Copies Cases
revision

Fees Incoming & Crrcunt Index Collection
TeVISION outgoing Clerks

corres With
Experts Dept

12



List of Work Cycles for Hearing Scheduling at Front Offices

Cycle

Cycle
Code

Cycle Trnigger

Cycle Operation
Frequency

Remarks

' Set hearing date and
circuit to handle the
new case

1-7-1

Case file submutted

Upon request

Set hearing date and

court

circuit to handle a case
referred from another

1-7-2

Case file of
referred case

Upon request

Papers stamping

1-7-3

Papers submitted
from stamping

Upon request

13
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List of Work Cycles in Fees Assessment Department

Cycle Cycle Cycle Trnigger Cycle Operation Remarks
Code Frequency
Fees assessment for 241 Wnt + documents | Upon request
writs, requests & orders docket
Fees assessment for 24-2 Request for Upon request
certificate request certificate
Fees assessment for 24-3 Company Upon request (only
commercial companies establishment, commercial)

contracts summary

amendment, or
dissolution

14
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List of Work Cycles in Fees Revision Department

Cycle Cycle Cycle Tnigger Cycle Operation Remarks
Code Frequency

Revision of fees 25-1 Writ / request, Upon request
assessed for writs, order
requests & orders
Revision of fees 25-2 Acknowledgment Upon request
assessed for
acknowledgment
Revision of fees 25-3 Certificate Upon request
assessed for
certificates
Revision of fees 25-4 Copies Upon request
assessed for copies
Revision of fees 25-5 Case file Upon request
assessed for cases
after disposition
Revision of fees 25-6 Case file Upon request
assessed for cases
from Courts of Appeals
or Cassation
Notation with 25-7 Official copy of Upon request
exemption exemption order +

writ of summons
Assessment of fees for | 25-8 Documents docket | Upon request
documents dockets
Revision of fees 25-9 Original company | Upon request (only
assessed for contract + commercial)
commercial companies summary of
contract summary establishment,

amendment, or

dissolution

contract

gy



List of Work Cycles of Head of Commercial Section

Cycle Cycle Cycle Tngger Cycle Operation Remarks
Code Frequency

Receipt of request of 1-1-1 Request of Upon request
certificate or copy certificate or copy
issuance issuance with

requested

documents
Receipt of complaints | 1-1-2 |} Complaint from Upon request
and request for orders order or request

for order issuance
Revision of Index 1-1-3 | Index books Upon request
books
Receipt of High 1-1-4 | Case file +
Appeals judgments Appeals judgment
Receipt of renewal or 1-1-5 Request of case Upon request
enhancement renewal or

enhancement +

notation of circuit

clerk with

information
Signature and 1-1-6 | Certificate or copy | Upon request
stamping of certificates with required
and copies number ratified by

copies department
Set circuit number for 1-1-7 Case file with case | Upon request
commercial case number
Receipt of Appeals 1-1-8 Orniginal writ of Upon request
case summons
Receipt of bankruptcy | 1-1-9 | Onginal writ of Upon request
case summons + case

documents
Receipt of commercial | 1-1-10 | Onginal writ of Upon request
cases summons + case

documents
Stamping of a copy of | 1-1-11 | Company contract | Upon request
company contract summary ratified
summary by copies dept
Recelpt of request for | 1-1-12 | Summary of Upon request
registration of company company contract
contract + company

contract

16



List of Work Cycles of Head of Taxes Section

Cycle Cycle Cycle Tnigger Cycle Operation Remarks
Code Frequency
Receipt of taxes cases | 1-3-1 Onginal writ of Upon request
summons and
case documents
Set circuit number and | 1-3-2 Original writ of Upon request
first hearing date summons with
paid fees
Receipt of request for 1-3-3 Request for Upon request
certificate or copy certificate or copy
Issuance 1Issuance with
requested
documents
Revision of Index 1-3-4 Index books Upon request
books
Recelpt of renewal or 1-3-5 Request for Upon request
enhancement renewal or
enhancement +
notation of circuit
clerk with
information
Signature and 1-3-6 | Certificate or copy | Upon request
stamping of certificates with required
and copies number ratified by
coples department
Recelpt of High 1-3-7 Case file + appeals | Upon request

Appeals judgments

judgment
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List of Work Cycles of Calendar Section

Cycle Cycle Cycle Tnigger Cycle Operation Remarks
Code Frequency
Receipt of civil / taxes | 1-5-1 Onginal writ of Upon request
cases summons with set
hearing date
Receipt of commercial | 1-5-2 | Onginal writ of Upon request includes
case summons with commercial
paid fees cases,
bankruptcy,
appeal from
partial courts,
& complaints
against
orders
Receipt of labour cases | 1-5-3 | Case file from Upon request
labour court
Receipt of appeals 1-5-4 | Case file with Upon request
court judgment appealed judgment
Recelpt of renewal or 1-5-5 Request for Upon request
enhancement of cases renewal or
enhancement with
paid fees
Registration of cases 1-5-6 Onginal writ of Upon request
and requests summons or
request with paid
fees
Registration of hearing | 1-5-7 Hearing minutes Upon request Includes
notes hearing
minutes and
final
judgments
Inform probate 1-5-8 | Onginal writ of Upon request
prosecution of summons where
existence of minors the existence of a
minor litigant 1s
stated
Registration of 1-5-8 | Complaint against | Upon request
complaint against fees fees assessment
assessment order order with paid
fees
Dally closure 1-5-1 End of day On daily basis
Certificate issuance 1-5-11 | Request for Upon request
certificate

18



Cycle Cycle Cycle Trigger Cycle Operation Remarks
Code Frequency
Request for information | 1-5-12 | Oral request Upon request
about a case against a
specific person
Request for information | 1-5-13 | Oral request Upon request
about hearing date
Registration of data of | 1-5-14 | Fees assessment | Upon request

fees order

order
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List of Work Cycles of Circuit Clerk

Cycle Cycle Cycle Trigger Cycle Operation Remarks
Code Frequency
Recelpt of new case 1-6-1 Case file On weekly basis
file and assigning it to a
circuit
Receipt of writ of 1-6-2 | Case file On weekly basis
renewal of a dismissed
case
Receipt of writ of 1-6-3 | Casefile On weekly basis
enhancement of
suspended case
Recelpt of appealed 1-6-4 | Case file On weekly basis
case and assigning it to
a circuit
Receipt of case file to 1-6-5 Case file to be Upon receipt of
attach it to another attached file
case before the court
Preparation for the 1-6-6 | Hearing date According to
hearing hearing dates
Taking notes of hearing | 1-6-7 Handling the case | According to
events in the hearing hearing date and
preparation for
the case (case
roll number)
Taking notes of hearing | 1-6-8 Hearing According to
results adjournment hearing dates
Preparation and 1-6-9 | Judgment draft Hearing date
ratification of judgment
Execution of 1-6-10 | Preliminary Upon judgment
preliminary judgment judgment with announcement
with referring the case referring the case | and typing
to Experts Department to Experts dept
or resending the case
to Expert dept or
delegation of
committee of three
experts
Execution of 1-6-11 | Preliminary Hearing date
preliminary judgment judgment with
with delegation of an delegation of an
expert from the court expert from the
hist court list
Execution of court 1-6-12 | Judgment with Hearing date
order with change of change of
expert delegated expert
20
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Cycle Cycle Cycle Trigger Cycle Operation Remarks
Code Frequency

Execution of 1-6-13 | Prelminary Upon judgment
preliminary judgment judgment with announcement
with referral of case to referral of case to | and typing
forensics forensics
Court judgment with 1-6-14 | Court order According to
acknowledgments to be hearing dates
executed by Clerks
Dept
Execution of court 1-6-15 | Court order Hearing
order with informing adjournment
outside authority
Procedures of request | 1-6-17 | Request for Upon request
for forgery investigation forgery

Investigation

submitted by

Iitigant
Execution of court 1-6-18 | Court order from Hearing date
order with a fine or hearing minutes
exemption from fine for
one of the litigants or a
court employee
Acknowledging litigants | 1-6-19 | Experts report Upon request
with receipt of experts
report
Attachment of 1-6-20 | Interlocutory Upon request
interlocutory request to request
case file
Execution of court 1-6-22 | Court order Upon request
order with referral of
case to another circuit
Execution of court 1-6-21 | Judgment with Judgment
judgment with non- non-jurisdiction announcement
junisdiction and referral and referral to
to another court another court
Receipt of request 1-6-26 | Request to make Upon request
submitted by the public hearing date
to make hearing date earher
earlier
Receipt of request for 1-6-27 | Request for Upon request

certificate 1ssuance
submitted by the public
with paid expenditures
In a case

certificate 1ssuance
with paid
expenditures
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Cycle Cycle Cycle Trigger Cycle Operation Remarks
Code Frequency
Fees assessment for 1-6-23 | Acknowledgment | Upon request
requests submitted by papers submitted
the public by the public
Stating information 1-6-24 | Papers submitted | Upon request
about the case on by the public
papers submitted by
htigants
Delivering copies of a 1-6-25 | Request with paid | Upon request
document from the file fees submitted by
the public
Case closure after 1-6-16 | Judgment draft Heanng date
disposition
Submission of judges | 1-6-28 | End of month On monthly basis
accomplishment
reports
Procedures of 1-6-29 Upon request
bankruptcy and
informing concerned
authorities

22
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List of Work Cycles of Incoming and Outgoing Correspondence with

Experts Department

Cycle Cycle Cycle Trnigger Cycle Operation Remarks
Code Frequency
Registration of case 1-8-1 Case file — hearing | Upon request
referred to Experts notes
Registration of case 1-8-2 Case file —receipt | Upon request
after paying the deposit of deposit payment
— hearing notes
Sending case file to 1-8-3 Case file — sub-file | Upon request
Experts dept
Receiving a case from | 1-8-4 Case file — experts | Upon request
Experts dept report
Preparation of monthly | 1-8-5 End of each month { On monthly basis

reports
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List of Work Cycles of Registration of Commercial Companies

Cycle Cycle Cycle Trigger Cycle Operation Remarks
Code Frequency
Registration of 1-2-1 Establishment Upon request
establishment contract contract + contract
of a company summary
Registration of 1-2-2 | Contract summary | Upon request
amendment or
dissolution of a
company
Request for a copy of 1-2-3 Request for copies | Upon request

summary contract of a issuance of
registered contract summary of
registered
contracts
24
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Work cycle  Set hearing date and circuit for the | Location Office for setting | Trigger New Writ of Summons with
new case hearing date at document paid fees
Cycle code  1-7-1 Front Office Frequency Upon request

Distribution of
hearings
among circuits

e

Employee who
sets heanng

dates
{Cvil Section
Deputy)
Wit of
summons with Define th Wit of
Plaintiff or a set circuit eline the Summons with Plaintiff or
and first — circuit and First pd— pad fees attorney
heanng date heaflng date
25
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Work Cycle Description Set hearing date and circuit for the new case

Job

Description and Comments

Set the circuit and first hearing date

For the new cases, the employee sets the circuit that will handle the case according to
critena of case distribution, that is if the case 1s not related to another case before the court
If the case Is related to another case, so the new case Is assigned to the same circuit The
employee has no way to know this information except from the itigant After he sets the
circuit, he then sets the first hearing date within one month from case initiation and
according to the circuit working days during the week
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Work cycle  Set a hearing and circuit to handle | Location Office for setting | Trigger Case file of a referred case
a case referred from another court hearing date at document
Cycle code 1-7-2 Front Office Freguency Upon request

Employee who sets
hearing dates
(Cwil Section Deputy)

Define the circuit and First

Correspondence Case file of a referred
case with set circuit

and first hearing date

hearing date

Case file of a
referred case

Correspo ndence)
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Work Cycle Descniption Set a heaning and circuit to handle a case referred from another court

Job

Description and Comments

Set the circuit and first hearing date

Regarding cases referred from other courts (partial courts / Court of High Appeals / another
Court of First Instance) If a circuit 1s already determined (like the cases resent to the court
by Court of Appeals for amendment of First instance court judgment, the case s assigned to
the same circut that made the judgment) Only a heanng date 1s set But, if there 1s no
circuit set for the case, then a circutt 1s set according to case type as well as a hearing date

28




[ Work cycle  Document stamping Location Office for setting | Trigger Documents submitted by
hearing date at document the public for stamping
Cycle code  1-7-3 Front Office Frequency Upon request

Civil Section
Deputy

) Documents
Stamping o &4——] submitted for
documents stamping

Documents
stamped with
State Stam

Public

29



Work Cycle Description Document Stamping

Job Description and Comments

Papers Stamping Documents required to be stamped with State Stamp (like copies of judgments or copies of
case documents to be ratified as being original) are submitted to Civil Section deputy who
stamps them

30
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Work cycle  Fees assessment for writs, Location Fees Trigger Case + documents docket
requests and orders Assessment document
Cycle code  24-1 Dept Frequency Upon request
Fees
assessment Wnt/Order -
employee
Yes ( Pt|tamtlff )
C Plaintiff Case revision | attorney
attorney
Documents
docket <+
No
@ \_-ﬁ
31




Work cycle  Fees assessment for writs, Location Fees Trigger Case + documents docket
requests and orders Assessment document
Cycle code  24-1 Dept Frequency Upon request
Fees
assessment
ooanlouca ——F
Deserves Fees
attorney tax? A assessment
Plaintiff
attorney
WritYorder with

assessed fees

1w

32




AN

W\lork cycle Fees assessment for writs, Location Fees Trigger Case + documents docket
requests and orders Assessment document
Cycle code  24-1 Dept Frequency Upon request
Fees
assessment
employee

Plaintiff Assessment of
attorney attorneys taxes

Case/Order
with assessed

fees
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Work Cycle Description Fees assessment for writs, requests and orders

Job

Descniption and Comments

Case revision

The fees assessment employee revises the case value and type and also records attorney's
data as well as plaintiffs and defendants full names and addresses He also makes sure the
necessary documents are attached to the case like original contract in some cases

Fees assessment

By reviewing the requests in the case, required fees are assessed and written on the last
page of the case file according to fees law

Attorney's taxes assessment

Attorney’'s taxes are assessed and also written on the last page of case file according to
degree of attorney, except if the litigant is a lawyer where he 1s exempted from these taxes
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Work cycle  Fees assessment for request of Location Fees Tngger Request for certificate
certificate 1ssuance Assessment document Issuance
Cycle code  24-2 Dept Frequency Upon request
Fees -
assessment -
employee

Yes
Requester for
the certificate

@

No

request

Request for

Rewvision of ¢ certificate

iIssuance

Requester for the

certificate
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Work cycle  Fees assessment for request of Location Fees Trnigger Request for certificate
certificate 1Issuance Assessment document Issuance
Cycle code 24-2 Dept Frequency Upon request
Fees
assessment
employee

(R

Fees

equester for ‘
certificate assessment

Request for
certificate i1ssuance
with assessed fees

pxt
U‘\
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Work Cycle Description Fees assessment for request of certificate issuance

Job

Description and Comments

Request revision

The request Is revised regarding its clarity

Fees Assessment

The fees assessment employee assesses the fees for the request and writes the amount on
It according to what 1s required on the certificate

2T
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Work cycle  Fees assessment for summary of Location Fees Assessment | Trnigger Original company contract +
commerclal companies contracts Dept (Commercial | document summary of contract of
Dept ) establishment / amendment/
dissolution of the company
Cycle code 24-3 Frequency Upon request
Fees company
assessment
contract
employee

Is there
something
wrong?

Requester

Summary of

Documents ¢
revision A

contract of
establishment/

dissolution of a
company

/)

amendment/ <

{ Requester >

38




% L2

Work cycle  Continuation of Fees assessment | Location Fees Assessment | Trigger Onginal company contract +
for summary of commercial Dept (Commercial | document summary of contract of
companies contracts Dept ) establishment / amendment/

dissolution of the company

Cycle code 24-3 Freguency Upon request

Requester

Fees
assessment
employee

Assessment of
A required fees

—

v

Summary
contract with
assessed fees

"
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Work Cycle Description Fees assessment for summary contracts of commercial companies

Job

Description and Comments

Performance assessment

The employee makes sure the commercial registry has made a notation that the document
has been revised and that contract and summary are valid and ready for registration

Fees assessment

Fees assessment employee defines the required fees according to the provision of Article
15, paragraphs 1-2-3-4 of Law No 70 of 1964 Law No 111 of 1980, Law No 104 of 1987,
Law No 224 of 1989, and Law No 2 of 1993
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[ Work cycle Revision of fees assessed for writs, | Location Fees Revision Trigger Writ of Summons / order
requests and orders Dept document
Cycle code 2541 Frequency Upon request
Fees revision Fees revision
employee employee
yes Wrnit/Order with
Reassessment Plaintiff
?
of fees Wrong Fees revision [~ assessed fees attorney )

L No
Writ/Order with
assessed fees

41
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Work cycle  Revision of fees assessed for writs, | Location Fees Revision Trigger Wit of Summons / order
requests and orders Dept document
Cycle code  25-1 Frequency Upon request

Fees revision
employee

\ Signature and
(Plamtlff attorneyj stamp

v

Wnt/Order with
revised fees

)82
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Work Cycle Definition Revision of fees defined for writs, requests and orders

Job

Description and Comments

Fees revision

Fees revision employee revises the defined fees to make sure fees laws are correctly
applied

Fees reassessment

If a mistake 1s done with fees assessment, the fees revision employee reassesses the fees
according to the law

Signature and stamp

The fees revision employee signs the documents after revisions and stamps “revised” on the
fees assessment
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Work cycle  Reuvision of fees assessed for Location Fees Revision Trigger Acknowledgment
papers Dept document
Cycle code 25-2 Frequency Upon request
Fees revision Fees revision
employee employee

Acknowledgm

Reassessment Yes ¢ ent with Plamtiff
of fees Fees revision assessed fees attorney

' —

No
Acknowledgment °

g8
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Work cycle  Revision of fees assessed for Location Fees Revision Trnigger Acknowledgment
papers Dept document
Cycle code  25-2 Frequency Upon request

Fees revision
employee

Signature and

CPlamtlff attorney) ? stamp

—0

ent with
revised fees

Acknowledgm
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Work Cycle Description Revision of fees assessed for acknowledgment

Job Description and Comments
Fees revision Fees revision employee revises the assessed fees to make sure Fees Law |1s enforced
Reassessment of fees If a mistake is done with fees assessment, the revision employee reassesses the fees
according to Fees Law
Signature and stamp Revision employee signs the document after revision and stamps “revised on them
46
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Work cycle  Revision of fees assessed for Location Fees Revision Trnigger Certificate
certificates Dept document
Cycle code  25-3 Frequency Upon request

Fees revision
employee

Reassessment Yes

of fees

!

Certificate with
assessed fees

Fees revision
employee

Fees revision

P —

No

Certificte with
assessed fees

Requester for the
certificate

47
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Work cycle  Rewvision of fees assessed for Location Fees Revision Tngger Certificate
certificates Dept document
Cycle code  25-3 Frequency Upon request

Fees revision
employee

Requester for \
the cemﬁcateJ

l

Certificate with
revised fees

Signature and
A Stamp
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Work Cycle Description Revision of fees assessed for certificates

Job Description and Comments
Fees revision Fees revision employee revises the assessed fees to make sure Fees Law ts enforced
Reassessment of fees If a mistake 1s done with fees assessment, the revision employee reassesses the fees
according to Fees Law
Signature and stamp Revision employee signs the document after revision and stamps “revised on them
49



Work cycle  Revision of fees assessed for Location Fees Revision Trigger Copy
coples Dept document
Cycle code 25-4 Frequency Upon request

Fees revision
employee

Reassessment
of fees

l

Copy with assessed

fees

Yes

Fees revision
employee

Copy with
assessed fees

Fees revision |jd——

Requester for
the copy

No

50




revised fees

"Work cycle  Revision of fees assessed for Location Fees Revision Trigger Copy
coples Dept document
Cycle code 25-4 Frequency Upon request
Fees revision
employee
Requester Signature and
for copy A Stamp
Copy with

ol

51
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Work Cycle Description Revision of fees assessed for Copies

Job

Description and Comments

Fees revision

Fees revision employee revises the assessed fees to make sure Fees Law i1s enforced

Reassessment of fees

If a mistake is done with fees assessment, the revision employee reassesses the fees
according to Fees Law

Signature and stamp

Revision employee signs the document after revision and stamps "revised on them
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Work cycle  Revision of fees for cases after Location Fees Revision Trnigger Case file
disposition Dept document
Cycle code  25-5 Frequency Upon request

Fees revision
employee

Fees revision
employee

Fees
assessment

Are there

required fees? Fees revision

——

l

No

Case file with

assessed fees

Case file

Circuit Clerk )

53
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Work cycle  Reuvision of fees for cases after Location Fees Revision Trnigger Case file
disposition Dept document
Cycle code 25-5 Frequency Upon request
Yes
Are there
unknown
data?
Fees revision
Fees revision employee
employee
Make notations
Cireurt clerk Delwer to \ 4 with claims on
crcuit clerk ongnal
judgment
Rewvision book Case file with
revised fees
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Work cycle  Revision of fees for cases after Location Fees Rewvision Tngger Case file
disposition Dept document
Cycle code  25-5 Frequency Upon request

C Circuit clerD{-—— Case file

O
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Work Cycle Description Revision of fees assessed for cases after disposition

Job Description and Comments

Fees revision Fees revision employee revises the assessed fees to make sure they are correctly
calculated and whether there are new fees on the case or not
Fees assessment Fees revision employee reassesses the fees according to Fees law
Notation with claims on the original Fees revision employee makes a note with the fees, duty stamps, and required attorney fees
judgment and also notifies State Cases Authority where the government 1s one of the litigants
Delivering to Circuit Clerk Circuit Clerk receives the case after it is revised then signs in the Revision Dept books
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Work cycle  Revision of fees for cases from Location Fees Revision Tngger Case File
Court of Appeals and Cassation Dept document
Frequency Upon request

Cycle code 25-6

Fees revision Case revision Case revision ~
employee employee employee
Make notation
Archive Deliver to ‘ with claims on ¢ ¢ Case file Archive
Circuit Clerk ongnal Fees revision employee
judgment

Rewvision book Case file
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Work Cycle Description Revision of fees for cases from court of Appeals or Cassation

Job

Description and Comments

Fees revision

Fees revision employee revises the assessed fees to make sure they are correctly
calculated and whether there are new fees on the case or not

Fees assessment

Fees revision employee reassesses the fees according to Fees law

Notation with claims on the onginal
Judgment

Fees revision employee makes a note with the fees, duty stamps, and required attorney fees
and also notifies State Cases Authority where the government is one of the litigants

Delivering to Circuit Clerk

Circuit Clerk receives the case after it is revised then signs in the Revision Dept books

VZ

d
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Work cycle  Notation with exemption Location Fees Revision Tngger Official copy of exemption
Dept document Judgment + writ of summons
Cycle code  25-7 Frequency Upon request

Copy of
exemption
judgment

Fees revision
employee

C

Plaintiff Review the ‘
attorney documents l %

Wit of
Summons

Wit of
Summons

Plaintiff
attorney

59
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Work Cycle Description Notation with exemption

Job

Description and Comments

Notation with exemption

After the employee revises the judgment, he makes a notation with exemption and registers
this in the exemption book at the Fees Claims Dept

B R R
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Work cycle  Fees assessment for documents Location Fees Revision Tngger Documents docket
docket Dept document ’
Cycle code  28-8 Frequency Upon request
Fees revision
Yes employee e
Rewision of
: laintff documents Documents :::)'?:;f ) 3
attorney or and duties docket y
No
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Work cycle  Fees assessment for documents Location Fees Revision Trigger Documents docket
docket Dept document
Cycle code 28-8 Frequency Upon request
Fees revision Fees revision
employee employee

Plaintiff
attorney A

Signature and Fees revision
Stamp I A for the docket

—

Documents
docket with
revised fees

Documents
docket with

assessed fees
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Work Cycle Description Fees Assessment for documents docket

Job

Description and Comments

Revision of documents and stamp duty

The fees revision employee makes sure the documents in the file match the notation over
the docket

Fees assessment for docket

Fees revision employee assesses the fees for the document according to their type
according to fees and stamp duty laws

Signature and stamp

Fees revision employee signs the docket and stamps “revised” and returns papers to the
attorney
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Work cycle  Revision of fees assessed for Location Fees Revision Trngger Onginal company contract +

commercial companies contracts Dept document contract summary
(commercial) (establishment /

amendment / dissolution)
with assessed fees

£9Z

Cycle code 25-9 Frequency Upon request

Ongnal
company
contract

Fees revision
employee

Is there
something
wrong?

Revision of
assessed fees l i

Summary
contract with
assessed fees
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Work cycle  Revision of fees assessed for
commercial companies contracts

Cycle code  25-9

Location Fees Revision
Dept
(commercial)

Trigger Original company contract +
document contract summary
(establishment /
amendment / dissolution)
with assessed fees
Frequency Upon request

Fees revision
employee

Reassessment

of fees

—0

v

Summary contract
with assessed fees

A€
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Work cycle  Revision of fees assessed for Location Fees Revision Trigger
commercial companies contracts Dept document
(commercial)

Orniginal company contract +
contract summary
(establishment /
amendment / dissolution)
with assessed fees

Cycle code 25-9 Frequency

Upon request

Fees revision
employee

Make notation
R with fees
reviston

Summary contract
with revised fees

66
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Work Cycle Description Revision of fees assessed for commercial companies contracts

Job Description and Comments
Revision of assessed fees Fees revision employee revises the assessed fees to make sure law I1s enforced
Fees reassessment

If a mistake 1s done with the assessed fees, the employee reassesses the fees
The employee makes a notation on the summary that the fees assessment Is revised

Notation by Revision Dept
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Work cycle  Receipt of request for certificate or | Location Head of Trnigger Request for certificate or
copy Issuance Commercial document copy Issuance with required
Section documents
Cycle code  1-1-1 Frequency Upon request

Request for
certificate and
copy Issuance

Department
Head

Fees Fees
assessment |[d—
assessment t
and revision

Attached
document

LoE
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Work Cycle Description Receipt of certificate or copy issuance

Job

Description and comments

Revision and assessment of fees

Revision 1s done based on type of request as each type requires availability of certain

documents

Request for certificate with no bankruptcy
cases
Copy of company contract summary

Request for certificate of cases against a
specific person
Request for information about a case

Request for certificate of no complaint
against fees assessment order

Request for certificate of no appeal for a
partial case

Requires signed certificate from microfilm
(commercial only)

Requires signed copy from microfilm
(commercial only)

Requires a signed certificate from the
Index

Requires a signed certificate from the
Index

Requires a signed certificate from the
Index

Requires a signed certificate from the
Index (commercial only)
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Work cycle  Recelpt of complaints and requests | Location Head of Trigger Complaint against an order
for order Commercial document or request for order
Section Issuance
Cycle code 1-1-2 Frequency Upon request

Complaints from

and requests for
orders

Department
Head

C

Fees
assessment

)

assessment [
and revision

Attached

documents
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Work cycle  Revision of Calendar books Location Head of Trigger Calendar files
Commercial document
Cycle code  1-1-3 Section Freguency Upon request
Department
Head

Reuvislon of fils
and signature
at the bottom

of each page

Calendar Calendar
head Calendar Files Calendar files Head
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Work cycle  Receipt of High Appeals judgments | Location Head of Trigger Case file + appeals
Commercial document Judgment

Cycle code 1-1-4 Section Frequency Upon request

Case file with
notation of
General Secretary

Department
Yes Head

Archive
employee

Jjudgment of
concurrence?

Judgment g
revision

Archive

Judgment of Court
of Appeals

hZz
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Work cycle  Recelpt of High Appeals judgments | Location Head of Tngger Case file + appeals
- continuation Commercial document judgment
Cycle code 1-1-4 Section Frequency Upon request

Fees revision

Yes

Judgment of
amendment?

Department
Head

Set hearing
date and
circuit

Hearing
Calender

~2\E
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Work cycle  Receipt of renewal or Location Head of Trigger Request for case renewal or
enhancement Commercial document enhancement + notation
Section with information by circurt
clerk
Cyclecode 1-1-5 Frequency Upon request

Request of renewal

or enhancement of a
case

Department
head

Fees
Assessment

Acceptance of ¢
request i

Make notation with

information by
Circuit Clerk
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Work cycle  Signature and stamping certificates | Location Head of Trnigger Requested number of
and copies Commercial document certificates or copies ratified
Section by copies dept
Cycle code 1-1-6 Frequency Upon request
Department

Certificate or Signature and Certificate or
copy ratified by stamp of ¢ Requester for
the court certificate or the certificate
copy
75
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Work cycle  Set circuit number of a commercial | Location Head of Trigger Case file with a set case
case Commercial document number
Cycle code 1-1-7 Section Frequency Upon request

Attorney

Heanng
Calender

Head of
Commercial
Section

Set the circuit
and first
hearing date

Case file with
case humber
and circuit

Case file with Attorney

case number

76
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Work cycle  Receipt of an appealed case Location Head of Trnigger Original writ of summons
Commercial document

Cycle code 1-1-8 Section Frequency Upon request

Head of
Commercial
Section

Fees Onginal Writ of
Define Claims |[#4—— Summons

Attorney

918
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Work cycle  Receipt of bankruptcy case Location Head of Tngger Onginal writ of summons +
Commercial document case documents
Cyclecode 1-1-9 Section Frequency Upon request

Head of
Commercial
Section

( assessmen

Fees

D

Define Claims

Onginal Wnt of
Summons

o

Case documents

Certificate from
microfilm there i1s no
bankruptcy case
against the <
defendants
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Work cycle  Receipt of a commercial case Location Head of Trnigger Orniginal writ of summons +
Commercial document case documents
Cycle code  1-1-10 Section Frequency Upon request

Onginal Writ of
Head of Summons
Commercial
Section
o
| Define Claims y \
Case

documents

g,lé
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Work cycle  Stamp a copy of company contract | Location Head of Tngger Summary of company
summary Commercial document contract ratified by Copies
Section Dept
Cycle code  1-1-11 Frequency Upon request
Head of
Commerctal
| Section [
1 L
Summary Company
Partners four:?rg‘(ft?a(t;n:;ndpanz Stamp ¢ Contract ratified by Partners
Attorney an summary and Copies Section Attorney
stamped with State Stamp coples
Onginal + coples

\_/—J
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Work cycle  Recelpt of a request for company Location Head of Trnigger Summary of company
contract registration Commercial document contract + company
Section contract
Cycle code  1-1-12 Frequency Upon request

Fees
assessment

>¢_

Head of Head of
Commercial Commercial
Section Section
Rewsion of
Fees ¢ contract and
assessment summary ﬂ—
vahdity

Summary company
contract stamped by
commercial registry

Company contract

Number of required
copies for the

summary

—C

Partners
Attorney

81
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Work cycle  Recelpt of a taxes case Location Head of Taxes Trigger Onginal writ of summons
Section document and case documents
Cycle code  1-3-1 Frequency Upon request
Onginal Wnit of
Department Department Summons
Head Head
Rewvision of
Fees Fees onginal wnt of ¢ ( Attorney )
Assessment assessment summons and %
documents
Case
documents
82
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Work cycle  Setting circuit number and first Location Head of Taxes Trngger Oniginal writ of summons
hearing date Section document with paid fees
Cycle code 1-3-2 Frequency Upon request

Hearng
Calender

Head of Taxes
Section

Ongianl Writ of
Summons with circ

number and first
hearing date

Attorney

uit Set crcuit and

first hearing
date

Onginal Writ of
Summons with
paid fees

Attorney

83



Work cycle  Receipt of request for certificate or | Location Head of Taxes Trigger Request for certificate or
copy issuance Section document copy issuance with required
documents
Cycle code  1-3-3 Frequency Upon request

Fees
assessment

Department
Head

Rewvision and
assessment of
fees

Request for
certificate or

copy issuance

Attached

document

84
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Work Cycle Description Receipt of request for certificate or copy 1ssuance

Job

Description and comments

Revision and assessment of fees

Revision i1s done based on type of request as each type requires availability of certain

documents

Request for certificate with no bankruptcy
cases
Copy of company contract summary

Request for certificate of cases against a
specific person
Request for information about a case

Request for certificate of no complaint
against fees assessment order

Request for certificate of no appeal for a
partial case

Requires signed certificate from microfilm
(commercial only)

Requires signed copy from microfilm
(commercial only)

Requires a signed certificate from the
index

Requires a signed certificate from the
index

Requires a signed certificate from the
Index

Requires a signed certificate from the
Index (commercial only)

85




Work cycle  Revision of Calendar books Location Head of Taxes Tngger Calendar files
Section document
Cycle code  1-3-4 Frequency Upon request
Department
Head
Revision of
files and

Calendar
head

Calendar Files

— signature at the
bottom of each

page

Calendar files

Calendar
Head

86




Work cycle  Receipt of High Appeals judgment | Location Head of Taxes Trnigger Case file + appeals
Section document judgment
Cycle code 1-3-7 Frequency Upon request

Case file with
notation by General
Department Secretary
Y head
es
Archive
Archive Judgment of Judgment ¢ —-——{ employee }
employee concurrence? revision *
Judgment of Court
of Appeals i

87
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Work cycle  Receipt of High Appeals judgment | Location Head of Taxes Trnigger Case file + appeals
— continuation Section document judgment
Cycle code 1-3-7 Frequency Upon request

Set hearnng
circuit number

Fees revision

Yes

Judgment of
amendment

Department
Head

Hearing
Calender

88




Work cycle  Receipt of renewal or Location Head of Taxes Trnigger Request for renewal or
enhancement Section document enhancement + notation
with information by circuit
clerk
Cycle code  1-3-5 Frequency Upon request

Request of renewal
Department or enhancement
head
Fees Acceptance of ‘ Attorney
Make notation by
Circuit Clerk
R 89
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Work cycle  Signature and stamping of Location Head of Taxes Trnigger Required number of
certificates and coptes Section document certificates or copies ratified
by Copies Dept
Cycle code 1-3-6 Frequency Upon request
Department
head

Certificate or

copy ratified by
the court

Signature and

stamping of ¢

certificate or
copy

Certificate or
copy

Requester for
the certificate

90




Work cycle  Receipt of civil or taxes case Location Calendar (civit/ | Trnigger Orniginal writ of summons
taxes) document with paid fees and set
ctrcuit and first hearing date
Cycle code  1-5-1 Frequency Upon request

1

1
Onginal Wnit of

Index Index employee summons with
employee paid fees and a

Register in
Register in the recelving book
Index I $ with defined ; %

case number

Documents docket

—

Register of
recelving cases

Circuit number
and heanng date [€——

w S

s 91
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Work cycle  Receipt of civil or taxes case -

Location Calendar (civil /

Case file — payment receipt

continuation taxes) document — hearing calendar
Cycle code  1-5-1 Frequency Upon request
Copy of
oniginal wnt of index
summons employee

/O

Documents

docket

—

Ongianl wnt of

summons + number

of coples

Deliver ongianl
writ of
summons and
coples

92




Work cycle  Receipt of civil or taxes case - Location Calendar (civil/ | Trigger Case file — payment receipt
continuation taxes) document — hearing calendar
Cycle code  1-5-1 Freguency Upon request
Index Index employee
employee

Place a copy of

anginal wnt of
summons and
documents In case

file

Stay to be
microfilmed

Case file
stamped from

Register in
case Index

Case Index -

03



C Circutt clerk

Case file Deliver file to
circuit clerk

Work cycle  Recelpt of civil or taxes case - Location Calendar (civil/ | Trnigger Case file — payment receipt
continuation taxes) document — hearing calendar
Cycle code  1-5-1 Frequency Upon request
Index
employee

et

94




Work cycle  Recetpt of Commercial Case Location Commercial Trigger Onginal writ of summons
Calendar Dept document with paid fees and stamped
to be microfilmed
Cycle code 1-5-2 Frequency Upon request

I

A

Onginal Wrnit of
Index Index Summons with
employee paid fees
Smployee (original + copy)
Registers in
Retghl:tlr:(ljc:;m receives cases [d—j _-
and sets case T
| number Documents
docket ¢
\_—b

Index book Cases receipt
book

w
4y
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Registers
cricuit number
in the index

Index book

Registers in

-— cases receipt

book

<«

Cases receipt
book

Onginal writ of
summons circuit
number and first
hearnng date

Work cycle  Continuation of Receipt of Location Commercial Trnigger Oniginal writ of summons
Commercial Case Calendar Dept document with paid fees and stamped
to be microfilmed
Cycle code  1-5-2 Frequency Upon request
Index Index
employee employee

Head of
Dept sets
ctreuit

number

[<»}
(6]




Work cycle  Continuation of Receipt of Location Commercial Tngger Original writ of summons
Commercial Case Calendar Dept document with paid fees and stamped
to be microfilmed
Cycle code 1-5-2 Frequency Upon request

Coppye of
onginal wnt of
summons

Index
employee

Deliver onginal
writ of
summons +
coples

Onginal wnt of

summons +
Attorney number of
coples

documetns
docket

w
~N

%23
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Work cycle  Continuation of Receipt of Location Commercial Trigger Original writ of summons
Commercial Case Calendar Dept document with paid fees and stamped
to be microfiimed
Cycle code Frequency Upon request

index |ﬂd'€X
employee ooy
put copy of
- origtnal writ of
1st n
Registration case file microfilm summons +
cases index stamped to be documents In
microfiimed case file
cases Index
fatel
JU
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Work cycle  Continuation of Receipt of Location Commercial Trngger Orniginal writ of summons
Commercial Case Calendar Dept document with paid fees and stamped
to be microfilmed
Cycle code  1-5-2 Frequency Upon request
index
employee

circuit clerk

deliver case
file to circuit
clerk

<o)
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Description of work cycle data

Job

Recelpt of a Commercial Case

Register in the Calendar

Dept Commercial Calendar Dept

Name of Form / Book
The Typed name

Form
code

Item

Item meaning

Changed

Remarks

Calendar book

Senal number

Year and sernal number

This special number In cases
receipt book in case of labour
cases

Plaintiff s name

Names of all plaintiffs

Names of intervening or introduced
plaintffs to be added

Plaintiff s address

Addresses of all plaintiffs

Defendant s name

Names of all defendants

Names of intervening or introduced
defendants to be added

Defendant’s address

Addresses of all
defendants

Circuit number

Circuit that will handle the
case

First hearing date

Debt s value

In case the defendant is indebted
with a sum of money

Case core

Summary of the case core
and requests

Total amount of fees

Fees assessed on the day
of case inthiation

Receipt's number

Date of the receipt

Date of appeal
against an order

Fees assessment

g€

4
D
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Description of work cycle data Recelpt of a Commercial Case

Job

Register in the Calendar

Dept Commercial Calendar Dept

Name of Form / Book
The Typed name

Form
code

item

Item meaning

Changed

Remarks

Calendar book

Sernial number

Year and serial number

This special number In cases
receipt book in case of labour
cases

Plaintiff's name

Names of all plaintiffs

Names of intervening or introduced
plaintiffs to be added

Plaintiff s address

Addresses of all plaintiffs

Defendant’'s name

Names of all defendants

Names of intervening or introduced
defendants to be added

Defendant s address

Addresses of all
defendants

Circuit number

Circuit that will handle the
case

First hearing date

Debt's value

In case the defendant is indebted
with a sum of money

Case core

Summary of the case core
and requests

Total amount of fees

Fees assessed on the day
of case inihiation

Recelpt's number

Date of the receipt

Date of appeal
| against an order

Fees assessment

a e

i
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Description of work cycle data
Job

Receipt of a Commercial Case
Register in the Calendar

Dept Commercial Calendar Dept

Name of Form / Book
The Typed name

Form [tem
code

Item meaning

Changed

Remarks

Calendar book (cont)

Hearing data

Date of next hearing
Court decision

Circuit number

Number of attached case
Number of case to which

this case I1s attached

Hearing notes summary

If any

In case of referral to another circuit
In case of attaching a case to it

In case of attaching this case to
another

Appeals data e Date of Appeals judgment

¢« Core of Appeals
Judgment

Fees + Value of final fees

assessment » Value of Attorney s fees

order data

Data of » Date of request for

enhancement or renewal or enhancement

renewal » Date of next hearing

Data of the Write core of the request

request

Data of sub- » Date of case filing

case ¢ Requests core

1

-
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Description of work cycle data Receipt of a Commercial Case

Dept Commercial Calendar Dept

Job Register in cases receipt book and set case number
Name of Form / Book Form Item Item meaning Changed Remarks
The Typed name code
Cases receipt book The year Current year -

Senal number

Annual senal

Date

Date of case initiation

Primary Plaintiff's
name

Write names of “others” I
any

Primary defendant s
name

Writ names of “others” If
any

Hearing date

Total amount of fees

Fees assessed on the day
of case initiation

Receipt's number

Receipt of fees payment

From the blue receipt

Date of the receipt

Date of fees payment

From the blue receipt

P=1N
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Description of work cycle data
Job

Receipt of a Commercial Case
Register in cases receipt book

Dept Commercial Calendar Dept

Name of Form / Book Form Item Item meaning Changed Remarks
The Typed name code
Cases receipt book The year Current year

Senal number

Annual serial

Date

Date of case inttiation

Primary Plaintiff's
name

Write names of others” If
any

Primary defendant’s
name

Writ names of “others’ If
any

Hearing date

Total amount of fees

Fees assessed on the day
of case initiation

Receipt's number

Receipt of fees payment

From the blue receipt

Date of the receipt

Date of fees payment

From the blue receipt

N
D
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Description of work cycle data Receipt of a Commercial Case Dept Commercial Calendar Dept
Job Register in cases index
Name of Form / Book Form item Item meaning Changed Remarks
The Typed name code
Cases Index Defendant s name .

Sorted according to the name and
all defendants names
alphabetically each under its first
letter

Case number .

4
D
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Work cycle  Receipt of labour cases Location Civil calendar Trigger Orniginal writ of summons of
dept document new case or file of labour
case from partial court
without paid fees
Cycle code  1-5-3 Frequency Upon request
Index
Index employee
employee
Regtster in Onginal Wnt of
Deliver case IaEOUT Index ?\Lejwr:;;es (?l‘f
ot (e e R e ([ empetonn )
clerk partial case with no fees
number

Index of labour
cases book

"




Description of work cycle data

Job

Receipt of a Labour Case

Register in the Labour Index new case number or partial case number

Dept Civil Calendar Dept

Name of Form / Book
The Typed name

Form
code

Item

Item meaning

Changed

Remarks

Calendar book

Senal number

Year and senal number

This special number I1s not put In
cases receipt book in case of
labour cases

Plaintiff s name

Names of all plaintiffs

Names of intervening or introduced
plaintiffs to be added

Plaintiff s address

Addresses of all plaintiffs

Defendant s name

Names of all defendants

Names of intervening or introduced
defendants to be added

Defendant's address

Addresses of all
defendants

Circuit number

Circutt that will handle the
case

First heanng date

Debt's value

In case the defendant 1s indebted
with a sum of money

Case core

Summary of the case core
and requests

Total amount of fees

Fees assessed on the day
of case initiation

There are no fees in case of labour
cases

Receipt's number

Date of the receipt

Date of appeal
against an order

Fees assessment
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Work cycle  Receipt of High Appeals Court Location CivifCommercial/ | Tnigger Court of Appeals judgment
judgment Taxes Calendar | document + case file
Cycle code  1-5-4 Dept Frequency Upon request

Index
employee

Circuit Clerk

Deliver case
file to Circuit
clerk

<

Index
employee

Register in

Index with old <T—

case number

Appeals Court
judgment

Head of
Dept

=y
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Work cycle  Receipt of renewal or Location Civil/Commercial/ | Trigger Request for renewal or
enhancement of cases taxes Calendar document enhancement with a
Dept notation by head of Dept
With hearing date
Cycle code 1-5-5 Frequency
Index Index
employee employee
Request for
Deliver Register renewal or
renewal or renewal or enhancement
enhancement & enhancement [——— | i cet
request to with old case hearing date
Circuit clerk number

O

-
D
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Work cycle  Registration of cases and requests | Location Civil / Trigger Original wrnit of summons of
Commercial document sub-case or interlocutory
calendar Dept request

Cycle code  1-5-6 Frequency Upon request

Index
employee

Register data
in index and
deliver
documents to
microfilm

«—] M the index

Index
employee

Register data

with oniginal
case data

Onginal wnt of
summans or
request

attached
documents

N
-
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Work cycle  Continuation of registration of Location Civil / commercial | Trnigger Onginal writ of summons of
cases and requests Calendar Dept document sub-case or interlocutory
request
Cycle code 1-5-6 Frequency Upon request

Ongnal writ of
summons and

documents
Circuit clerk stamped to be <

microfilmed

Wait for
microfilming

-h
-t
-
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Work cycle  Registration of hearing data Location Civil/Commercial/ | Tngger Hearing agenda
Taxes Calendar | document
Cycle code 1-5-7 Dept Frequency Upon request
Index
employee
Register hearing
Circuit Clerk hearing notes  e—mmmm———r]| agenda Circuit clerk
with case data

N
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Work cycle  Notification of probate prosecution | Location Civil/Commercial | Trigger Orniginal writ of summons
of minors Calendar Dept document
Cycle code  1-5-8 Frequency Upon request
Index
employee

Original writ of

Discover

shortage from |g——StMmmons with

case parties paid fees Attorney

Crossroads

Index
employee

No

Continuation of [€
case receipt
cycle

-
4
w
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Work cycle  Continuation of notification of Location Civil/Commercial | Trigger Original wnit of summons
probate prosecution of minors Calendar Dept document
Cycle code 1-5-8 Frequency Upon request
Index
employee
‘ Prepare
Registration Notification notification to
probate
prosecution

~a
N
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Work cycle  Registration of objection against Location Civil/lCommercial/ | Trigger Objection against fees
fees assessment order Taxes Calendar | document assessment with paid fees
Cycle code  1-5-9 Dept Frequency Upon request
Index
employee
Appeal from Appeal from
fees Register fees
assessment appeal data assessment
————
Litigant order with paid with case data order with paid
fees and signature fees

-4
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Description of work cycle data

Registration of objection against fees assessment order

Dept Commercial/ Civil/ Taxes

Job Register data of appeals with cases data and signature Calendar Dept
Name of Form / Book Form Iltem Item meaning Changed Remarks
The Typed name code

Calendar book

Senal number

Year and serial number

This special number Is not put In
cases receipt book in case of
labour cases

Plamtiff s name

Names of all plaintiffs

Names of intervening or mtroduced
plaintiffs to be added

Plaintiff's address

Addresses of all plaintiffs

Defendant s name

Names of all defendants

Names of intervening or introduced
defendants to be added

Defendant s address

Addresses of all
defendants

Crreutt number

Circurt that will handle the
case

First hearing date

Debt s value

In case the defendant 1s indebted
with a sum of money

Case core

Summary of the case core
and requests

Total amount of fees

Fees assessed on the day
of case initiation

Receipt's number

Date of the receipt

Date of objection
against an order

Fees assessment

>

e
I
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Work cycle  End of day

Location Civil/Commercial/ | Trigger End of each day
Taxes Index document
Cycle code  1-5-10 Dept Frequency On daily basis

Index
Head of Index employee

Deliver index
files to head of End of d
Cwil/taxes/ (d4——— ndof day

Receive files
from head of

Wauit for
signature of

Civil/ taxes / head of Dept commercial
commercial Depts
Depts

N
s
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Work cycle  Issuance of a certificate Location Cwvil/Commercial/ | Trigger Request for certificate
Taxes Index document Issuance
Cycle code  1-5-11 Dept Frequency Upon request

Certificate with
requested data

Index
employee

Extract
requested data

Request for

§———— Certificate

Issuance

Litigant

N
4
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Work cycle  Request for information about a Location Civil/Commercial/ | Trigger Oral request
case against someone Taxes Index document
Cycle code  1-5-12 Dept Frequency Upon request

Index
employee
Look for
Oral response requested Oral request -
Litigant name in the o EEEE— Litigant
index

-
A
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Work cycle  Request for information about Location Civil/Commercial/ | Trigger Oral request
hearing date Taxes Index document
Cyclecode  1-5-13 Dept Frequency Upon request

Oral response

Index book

Index
employee

Look in index

data

book for case |([€————— Oral request

Litigant

N
N
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Work cycle  Registration of data of fees Location Civil/lCommercial/ | Trigger Fees assessment order
assessment order Taxes Index document

Cycle code  1-5-14 Dept Frequency Upon request

Circuit clerk

Index
employee

Register of

data of fees

assessment
order

Index file

Order of fees
—— assessment

Circuit clerk

e
N
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Register case
i the agenda [€ fleTrom the

Hearing
agenda

Receive case -

Work cycle  Receipt of new case file and its Location Circuit Clerk’s Trigger Case file
registration in the circuit office document
Cycle code  1-6-1 Frequency On weekly basis
Circuit Clerk Circuit Clerk

Jag

4
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Description of work cycle Receipt of new case file and its registration in the circuit
Job Description and Remarks
Recelpt of case file in the Circuit clerk receives case file from the Index Dept and signs in the cases receipt book
Index Dept
Registration of casein the Circuit clerk registers case data in the page specified for the hearing according to hearing date

hearing agenda

iy
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Description of work cycle data
Job

Recelpt of new case file and its registration in the circuit
Register case on its hearing page in the hearing agenda

Dept Circuit Clerk

Name of Form / Book Form ltem Item meaning Changed Remarks
The Typed name code
Hearing agenda Type of list The hstincludes briefs .

or judgments

Type of hearing

Special or common
hearing

Special hearings are not held on
regular basis Chief Judge
requests holding such hearings
when necessary because of large
number of cases to be deliberated

Date, time, and which
day In the week

Judges’ and circuit
clerk's names

Senal

Number on case roll
(order of the case)

Case number and year
of inthiation

Case number and year
of initiation

Litigants’ names

Names of plaintiffs and
defendants

Only Primary plaintiff and
defendant

Date of previous
hearing

Date of last hearning

Decision taken In last
hearing

Summary for reason of
continuance to this
hearing from

9%

Decision Summary of Court
decision
Symbol of judge Only in case of judgments
announcing the
judgment
124




Work cycle  Receipt of a writ for renewal of a Location Circuit clerk’s Trigger Renewal writ
dismissed case office document
Cycle code  1-6-2 Frequency On weekly basis
Cireut Clerk Circuit clerk

Attach
onginal case
documents

from Archive

Renewal wnit
Recetve wnt ¢ registered In
from Index the index

Register case
In the agenda

Case of
renewed case

Heanng
agenda

iy
N
4]
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Description of work cycle Receipt of writ of renewal of a dismissed case

Job

Description and Remarks

Receipt of writ from the Index

Circuit clerk receives writ of renewal from Index dept and signs in the cases receipt book, then
attaches original case file from the Archive

Registration of case in the
hearing agenda

Circutt clerk registers case data in the page specified for hearing where the case will be deliberated
according to hearing date

/N
N
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Work cycle  Receipt of writ of enhancement Location Circuit Clerk's Trigger Writ of enhancement
from suspension or abandonment Office document
Cycle code  1-6-3 Frequency On weekly basis
Circuit Clerk Circuit Clerk -
- Attach Enhancement
Register case File of origianl case Recevewnt | o writ registered
tn agenda enhanced case documents from Index tn the index
from Archive J\

Hearing
agenda

5
N>
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Descrniption of work cycle Receipt of writ of enhancement from suspension or abandonment

Job

Description and Remarks

Receipt of writ from the Index Dept

Circuit clerk receives writ of enhancement from writ of enhancement from Index Dept and
signs In the cases receipt book, then circuit clerk attaches original case file from the
Archive

Registration of case in the hearing
agenda

Circuit clerk registers case data in the page specified for the hearing where case 1s to be
deliberated according to hearing date

N
N
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Work cycle  Receipt of appealed case and its Location Circult clerk’s Trnigger File of Appealed Case
registration in the circuit office document
Cycle code 1-64 Frequency On weekly basis
Circuit Clerk Circuit Clerk N

Receive case

file from the ﬁ-————

index

ase file with copy o
letter of documents
attachment

Appealed case

Register case
gister file

In agenda

Hearing
agenda

Y
[\
<o)
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Work cycle  Continuation of receipt of appealed | Location Circuit clerk’s Trigger File of Appealed Case
case and its registration in the office document
circuit
Cycle code 1-6-4 Frequency On weekly basis
Circuit Clerk

Refuse to
receive case
file

—
[48)
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Description of work cycle Receipt of appealed case and its registration in the circuit

Job

Description and Remarks

Recelpt of case file from the Index Dept

Circuit clerk receives case file form the Index Dept and signs in the cases receipt book,
then makes sure of existence of a copy of the letter of attachment of appealed case
documents 1ssued by Index Dept The circuit clerk refuses to receive the file in case of
absence copy of letter of documents attachment

Registration of case in the hearing
agenda

Circuit clerk registers case data in the page specified for the hearing where case Is to be
deliberated according to hearing date

[dV]
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Work cycle  Recelpt of case file to attach it to Location Circuit Clerk's Trigger Case file requested to be
deliberated case file office document attached
Cycle code 1-6-5 Frequency When file 1s available
Circuit Clerk
Attach file to
or|g|na| case CII'CUIt Clerk
file
File with -
complete Receipt ?r}? Case file to be
revision of 1le attached
Circuit Clerk

m Return case
file to Index

MY
[0%]
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Description of work cycle Receipt of case file to attach to an active case file

Job

Description and Remarks

Receipt and revision of case file

Circuit clerk receives and revises documents of case file If documents are not complete,
circuit clerk returns file to Index Depts If the file 1s complete, then circuit clerk attaches the
file

Attachment of file to original case file

Circuit clerk attaches incoming case file to onginal case file and makes a notation on the
original case file

AL
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Work cycle  Preparations for the hearing Location Circuit Clerk's Trnigger Hearing date
office document
Cycle code 1-6-6 Frequency According to hearing dates

hearing notes

Hearing notes
Circuit clerk (ready to be e (new)
< used duning
the hearing)

File papers In

case file Bailiff's and
publics case
roll

Hearing
agenda

Circuit Clerk  j¢—

Hearnng date

Prepare [#————————
hearing papers
to handle the
case

Judges Case
roll (3 copies)

Case file ready
for the hearing

-t
W
S




N SR AR BN NS R ) R By R WU aN SN 0 NE A D R aEln

—~
Description of work cycle Preparations for the hearing

Job Description and Remarks
Preparations of hearing papers for case | Circuit clerk prepares hearing minutes form for each case to be deliberated in the hearing
deliberations In order to use in recording hearing events Preparation of minutes form 1s by writing down

case information, heanng, court panel and circuit clerk information

Circuit clerk prepares 3 copies of judge’'s case roll, one for each judge to use in writing
down the decision made by the court during the hearing Preparation of the form s by
writing case information and arranging the order of case handling during the hearing (case
roll number)

Circuit clerk does not prepare a new case roll form iIf the previous heanng roll allows for
writing next hearing decisions He only writes case roll number on the same judge’s roll
Circuit clerk prepares list of cases to be handled during the hearing including case roll
number, and litigants’ names for the balliff to use for calling on litigants according to order
and a copy 1s hung on the door of the courtroom for the public

N
w
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Work cycle  Taking notes of hearing events Location Courtroom

Cycle code 1-6-7

Trigger Handling the case during
document the hearing
Frequency Pending hearing date and

order of case in the case
roll

Power of attorney
for each htigants
attorney

Circuit Clerk

Identification of
Iiigants

—

Circuit Clerk

Littigants

Note liigants

Note
attendance of
< ) | htigants <
attorneys

Hearing notes

—

attendance

< Hearing date

y

Hearing notes

\_/—“
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Work cycle

Taking notes of hearing events

Location Courtroom

Cycle code 1-6-7

Trigger Handling the case during
document the hearing
Frequency Pending hearing date and

order of case in the case
rol

biigants oral
requests

—

Circuit Clerk

Registration of
ihgants
requests

Witnesses | D

-

Witnesses

Circuit Clerk

Note witnesses

v

Hearing notes

L

attendence

D
—0

v

Hearing notes

___~

NN
b




L2

Work cycle

Taking notes of hearing events

Cycle code

1-6-7

Location Courtroom

Trigger Handling the case during
document the hearing
Frequency Pending hearing date and

order of case In the case
roll

Note
documents
submission

Circuit Clerk

Documents or

Litigants

v

Hearing notes

—

Documents or
briefs agreed
to be attached

documents
gitachme

briefs
Judge
Where
Receive
documents or
documents or
briefs from briefs
itigants submitted by
g itigants?

No




v

Hearing notes

N

roll

v

Judge s case
roll

J_\

Work cycle  Taking notes of hearing events Location Courtroom Tngger Handling the case during
document the hearing
Cycle code 1-6-7 Frequency Pending hearing date and
order of case in the case
roll
Judge Circuit clerk Judge
Announce
Signs and Cegister court decision and
@4- ratifies hearing decision in Court decision reigster in 4——@
notes hearing notes Judge's case

4
[y

(o]




Work cycle  Taking notes of hearing events Location Courtroom Trigger Handling the case during

document the hearing
Cycle code 1-6-7 Frequency Pending hearing date and
order of case In the case

roll

Circuit clerk

Attach hearing
notes and \ 4

judge s case < A Judge case roll @
roll to case file

Hearing notes
ratified by the
judge

LIz




Work Cycle description Taking notes of hearing events

Job

Description and Remarks

Take notes of litigants’ presence

Circuit clerk takes notes of itigants’ presence in person, and takes down |ID information if the
litigant attends in person

Take notes of litigants’ attorneys’
presence

Circuit clerk takes notes of litigants’ attorneys’ presence and writes down information of power
of attorney

Take notes of witnesses’ presence

Circuit clerk takes notes of witnesses’ presence and writes down their ID information in
hearing minutes in case there are litigants

Record litigants requests

Circuit clerk records in the hearing minutes the oral requests made by the litigants to the court
panel after the judge checks the appropriateness of legal statements as the court does not
allow recording of llegal requests In hearing minutes

Take notes of documents submission

Circunt clerk records submission of documents after he takes them from the judge and makes
sure the court approves of attachment of documents

Make the decision and record it on the
case roll form

Judge records the decision on the case roll form

Record court decision In hearing
minutes

Circuit clerk records court decision in hearing minutes

Sign and ratify hearing minutes

Judge signs the hearing minutes 1ssued by the circuit clerk and delivers case file, judge’s case
roll form and hearing minutes to the circuit clerk to attach to the file

i
-t
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Work cycle  Record hearing results Location Circuit clerk’s Trigger Hearing adjournment
office document
Cycle code 1-6-8 Frequency According to hearing dates

Hearing notes

Circuit clerk Circuit Clerk
Note Take note on
ype of cou documetns case fiel
decision submitted yes / documents docket with
udgment and not during the Zzgnm't:ﬁg court decision
ontinuance hearing to add g taken dunng
to gass f;le the heanng
acxe
Case filewith a
note on it
41 40
T4




Work cycle  Record hearnng results Location Circuit clerk’s Trnigger Hearing adjournment
office document
Cycle code  1-6-8 Frequency According to hearing dates

Hearing
agenda

Circuit Clerk
Hearing Register
agenda with deciston In the
registered agenda on 4——@
Judgment judgments
page

-t
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Work cycle  Record hearing results Location Circuit clerk’s Tngger Hearing adjournment
office document
Cycle code 1-6-8 Frequency According to hearing dates

Next hearings
agenda

Hearing
agenda before

Circuit Clerk Circuit clerk
Execution of ©
court decision A p Registration of
ourne
Next hearings of continuance {4 | < court decision
agenda | by moving the Hearing In the agenda
cases to next agenda after on briefs page
set date registration




Work Cycle description Record hearing results after adjournment

Job

Description and Remarks

Take note of court decision on case
docket

Circuit clerk takes a note of court decision (summary) on case docket as well as next hearing
date in case continuance is decided for any reason

Take note of documents submitted
dunng the hearing on case docket

Circuit clerk makes a list of documents submitted to be attached to the file on the case docket
and give them senial numbers contrary to order of attachment and according to date of
attachment and also wnites down number of pages and date of submission

Record decision in the agenda In
briefs pages or record judgment In
judgment page

For each hearing two lists are made in the agenda, one for the decisions in cases not
disposed yet and the decision i1s recorded during the hearing The other hist includes cases
disposed during the hearing

Execution of continuance decision by
shifting the case in the agenda

Circuit clerk copies information of case to be continued to the slit of case son the hearing date
to which case i1s postponed Case order in previous hearing 1s taken into consideration while
arranging cases for next hearing Reasons for decisions of case continuance differ For
example

1

o N O ;b N

Continuance for item attachment

Continuance for non-recelpt of experts report

Continuance for non-receipt of forensics report

Continuance for prosecution opinion

Continuance upon request by litigants to submit documents or briefs
Continuance upon request by litigants for reconcilhiation
Continuance for investigations by one of the litigants N

Continuance for investigations by court Clerks Dept

po
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Job

Description and Remarks

10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25

Admin Continuance decision for inability of holding the hearing for any reason
Continuance for inability of deliberations

Continuance for experts deposits payment

Continuance for judgment announcement

Extend continuance for judgment announcement

Continuance for introduction of new hitigants

Continuance for calling on htigant committed with writ of execution
Continuance for payment of intervention or introduction fees
Continuance for servicing requests by intervening or introduced litigant
Continuance for servicing requests for withdrawal from case
Continuance for amendment of plaintiff's request

Continuance for servicing requests amendments

Continuance for reservicing requests amendments

Continuance for servicing renewal of dismissed case

Continuance for enhancement of stalled case

Continuance for enhancement of abandoned case

Continuance for servicing witnesses

—
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Job

Description and Remarks

26
27
28
29
30
31
32
33
34
35
36
37
38
39
40
41
42

Continuance for calling on witnesses

Continuance for proceeding with objection for forgery
Continuance for filing a sub-case

Continuance for court to make a decision

Continuance for servicing litigants of withdrawal of one of the htigants
Continuance for payment of expenses of evacuation cases
Continuance for rent payment

Continuance for servicing forgery evidence

Continuance for introduction of new litigants

Continuance for servicing preliminary judgment

Continuance for servicing admin Continuance decision
Continuance for submitting documents from another authority
Continuance for servicing return of dismissed case to case roll
Continuance for handling a case with another case
Continuance to attach another case file

Continuance to notify probate prosecution

Continuance for servicing sub-case

e
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Job

Description and Remarks

43 Continuance to register writ of summons in Registration Office

44 Continuance to introduce guarantor

45 Continuance for servicing htigants of withdrawal from litigation

46 Continuance for reviewing the documents submitted by one of the litigants
47 Continuance for servicing referral decision

48 Continuance for servicing itigants of submission of report of experts, forensics or roster
expert

49 Continuance for re-servicing of wrnit of summons

50 Continuance till receipt of onginal writ of summons from Service Dept
51 Continuance till receipt of power of attorney for one of the litigants

52 Continuance for proceeding with constitutional objection procedures
53 Continuance till presence of one of the litigants in person

54 Continuance till presence of original attorney

55 Continuance for dictation

56 Continuance for attachment of potential evidence

N
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Work cycle  Preparation and ratification of Location Circuit clerk’s Trigger Judgment draft
judgment office document
Cycle code  1-6-9 Frequency Hearing date
Judgment draft Case wnits

—————q Judgment draft
Circuit Clerk Circuit clerk
{ Judge )
Typing the Deliver Re?lalve zase
udgment draft g | filean i
judgment Jto g‘yplng pool Judgment draft
from the judge
A
Judgment
summary
\___/—\
4 40
™I
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Work cycle  Preparation and ratification of Location Circuit clerk’s Trigger Judgment draft
judgment office document
Cycle code  1-6-9 Frequency Hearing date

Judgment
correctly

typed?

Circuit Clerk

Revision of

Judgment and }———
signature

Typed
Jjudgment
(onginal + 2
copies)

Circuit Clerk

Recelive typed
Judgment from
typing pool

~h
N
D
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Work cycle  Preparation and ratification of Location Circuit clerk’s Trigger Judgment draft
judgment office document
Cycle code 1-6-9 Frequency Hearing date
Judgment
typed Judgment draft
Circuit Clerk Circurt Clerk Circult clerk
Judgment s (ljs the t Receve Deliver typed
filed in case ju gmt:ln judgment from |g Judgment with
file correctly |udge draft to Judge
typed? for ratification
No
—4 L4
Ve JT
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Work cycle  Preparation and ratification of Location Circuit clerk’s Trigger Judgment draft
Jjudgment office document
Cycle code 1-6-9 Frequency Hearing date
Typed
Jjudgment
Circuit clerk Circuit Clerk
Return

File judgment
in case file

dgment to
—— —
typing pool for

corrections
[ I

ks

Correct typed
Jjudgment

N
43}
N




Work Cycle description Preparation and ratification of judgment

Job

Description and Remarks

Recelve case file and judgment draft
from the judge

Circuit clerk receives case file including jJudgment draft from judge after a decision 1s made

Deliver judgment draft to typing pool

Circuit clerk delivers judgment draft to typing pool as well as all writs in case file to use n
taking names of litigants as well as judgment preamble The receiver at typing pool sings in
typing log for circuit clerk

Recelve typed judgment from typing
pool

Circutt clerk recetves typed judgment and signs In typing pool log

Proofread and sign judgment

Circuit clerk revises typed judgments to make necessary corrections before obtaining Chief
Judge’s signature

Deliver typed and draft judgment to
Jjudge for ratification

Circuit clerk delivers typed judgment after proofreading to Chief Judge for revision and
ratification then judge returns 1t back to circuit clerk for filing or retyping if there are still
mistakes needing retyping

Keep judgment in case file

Circuit clerk keeps typed judgment in case file

7 ¥
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Work cycle  Execution of a preliminary judgment of | Location Circuit Clerk Trigger Preliminary judgment of
referral or return of case to Experts Office document referral of case to Experts
Office or even delegation of a Office
committee of three experts
Cycle code 1-6-10 Frequency Upon announcement and
typing of the judgment

Preparation and
ratification of
Judgmnet

Circuit Clerk

Register case
in General
register of

Experts Office

within 24 hours

General
register of

Preliminary
judgment to

¢ refer case to
Experts Office

-
[da]
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Work cycle

Continuation of Execution of a
preliminary judgment of referral ore
return of case to Experts Office or
even delegation of a committee of
three experts

Cycle code

1-6-10

Location Circuit Clerk
Office

Trngger Preliminary judgment of
document referral of case to Experts
Office
Frequency Upon announcement and
typing of the judgment

Pelegation or retur
of case with same
previous deposit?

No

of referral?

udgmen

Typed

No

judgment

O
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Work cycle

Continuation of Execution of a
preliminary judgment of referral ore
return of case to Experts Office or
even delegation of a committee of

three experts

Cycle code

1-6-10

Location Circuit Clerk
Office

Trigger Preliminary judgment of
document referral of case to Experts
Office

Frequency Upon announcement and
typing of the judgment

Circuit clerk

Deposit
paid

Register case
In hearings
agenda

s

Hearings

agenda

payment of
deposit
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Work cycle  Continuation of Execution of a Location Circuit Clerk Tngger Preliminary judgment of
preliminary judgment of referral ore Office document referral of case to Experts
return of case to Experts Office or Office
even delegation of a committee of
three experts

Cycle code 1-6-10 Frequency Upon announcement and

typing of the judgment
Cheque with
Experts
. memo of , deposit from a
cheque recei
edus recerp Crout cler {4 | sovernment
copy) \_—/—\
‘ Circutt clerk Receve the
Receipt of Issue a memo cheque ‘;les the deposi
Settlement settlement of cheque payee a
note note from recelpt to governmental
Accounting Accounting authorty?
Dept Dept

Circutt clerk

Receive L
recetpt of
deposit

(o )—

payment

t

Recelpt of deposit
payment

-t

42]
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Deliver onginal

receipt to
Experts Dept

Issue letter of

Referral letter
to Experts

Dept Ongtnal case
file with
notation

Work cycle  Continuation of Execution of a Location Circuit Clerk Tngger Preliminary judgment of
preliminary judgment of referral ore Office document referral of case to Experts
return of case to Experts Office or Office
even delegation of a committee of
three experts

Cycle code 1-6-10 Frequency Upon announcement and

typing of the judgment
e
Circuit Clerk Circuit clerk Ctrcut Clerk

file, letter of
referral and Make notation
payment ¢—— referralto  |[@—————— on the file and
Experts Office open a sub-file

Lbe
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Work cycle  Continuation of Execution of a Location Circuit Clerk Trigger Preliminary judgment of
preliminary judgment of referral ore Office document referral of case to Experts
return of case to Experts Office or Office

even delegation of a committee of
three experts
Cycle code 1-6-10 Frequency Upon announcement and
typing of the judgment

Office of iIncomting
and outgoing to
Experts Office

Onginal Case
file

Letter of
referral —

—
Payment F__@
receipt or

settlement note
Circuit Clerk m
keep sub-file
instead of |« Sub-file
onginal file
4 L0
L~ a4
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Description of Work cycle

Execution of preliminary judgment of referral of case to the Experts Office

Job

Description and Remarks

Record case In the Experts
general book within 24 hours

After announcement of preliminary judgment and before typing and ratification of the judgment, circuit clerk
delivers case file to be recorded in the general book at the Experts Office within 24 hours from
announcement of the judgment He receives the case file again after it is recorded in the book He then
prepares the judgment and gets Chief judge’s ratification after the judgment 1s typed Circuit clerk then
waits till the party obliged to pay the experts deposit submits the payment receipt In this case, two hearing
dates are set for the case one In case the experts deposit 1s not paid and the second when the court
receives the experts report Circuit clerk does not record the case in the first hearing except in case the
experts deposit 1s not paid

Receipt of experts deposit
cheque from a governmental
authority

If the obliged to pay the experts deposit is a governmental authonity, then payment 1s made by a cheque to
be delivered to the circuit clerk who 1ssues a memo (original and one copy) where the onginal goes to the
Accounting department and the copy Is kept in the file Then he waits for receipt of setttement memo from
the Accounting Dept which s then considered a payment receipt Circuit clerk attaches the memo to the
file If the obligor 1s a common citizen and not a governmental authornity, he pays the deposit in court to the
Collection Dept, and Payment receipt i1s given to Circuit clerk to attach to the file

Make a notation on the file
and open a sub-file

Circuit clerk makes a notation on the files, 1 e reviews the file and makes a list of all the documents n the
docket arranged according to date of attachment and in senal He also opens a new file where he keeps all
hearing notes an judges’ case roll forms only to use it in place of the original file iIn handling the case while
the original file is at the Experts Office

Issue a letter of referral of
case to Experts Office

Circutt clerk 1ssues a letter of referral of case to the Experts Office to send it with the onginal file

Delivery of original file and
letter of referral along with
payment receipt at the
Experts Office

Circunt clerk delivers original case file with letter of referral with payment receipt or settlement memo in case
of governmental authorities to Office of Incoming/Outgoing Correspondence with Experts Office to send the
file to the Experts Office after recording it in the Experts book

Keeping sub-file instead of
the oniginal file

Circuit clerk keeps the sub-file instead of the original file with the next hearing files

N
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Work cycle  Execution of preliminary judgment
with referral of case to Forensics

Cycle code 1-6-13

Location Circuit Clerk
Office

Tngger
document

Preliminary judgment with
referral of case to Forensics

Frequency

Upon announcement and
typing of the judgment

Circuit Clerk
No

Register case

In hearings  |¢————-
agenda

Hearings
agenda

Deposit
payment with
written order of
payment

Procedures
of objection
for forgery

Typed
preliminary
Jjudgment

-—dd

P
puie
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Work cycle  Continuation of Execution of Location Circuit Clerk Trigger Preliminary judgment with
preliminary judgment with referral Office document referral of case to Forensics
of case to Forensics

Cycle code 1-6-13 Frequency Upon announcement and

typing of the judgment
< Objector )
for farnary
Circuit clerk Circutt clerk

Issue letter of
referralto
forensics

Make notation
on the file and

open a sub-file

Case file with
written order of
payment

Letter of
referral to
Forensics

Orniginal
file with
notation

Circuit clerk

Attach wniten
order of
payment to
case file

Written order
of payment

-
D
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Work cycle  Continuation of Execution of Location Circuit Clerk Trnigger Prehminary judgment with
preliiminary judgment with referral Office document referral of case to Forensics
of case to Forensics

Cycle code 1-6-13 Frequency Upon announcement and

typing of the judgment

Secured
documents

Letter of
referral [

A—
L__/_\ Circuit Clerk

Written order
of payment [€—

< Registration }4 Recelve
Y secured
document from

the safe

4><7

reporit on
attorneys fees [4—

\___./-—\

-
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Description of Work cycle

Execution of preliminary judgment of referral of case to the Forensics

Job

Description and Remarks

Record case in hearing
agenda

In the preliminary judgment, the judge sets two hearing dates the first 1s held in case of non-payment of the
deposit to decide wither continuance of case till deposit 1s paid or cancellation of referral> in case the
obligor does not pay the deposit before the first hearing, the circuit clerk records the case in hearing
agenda

Attach money order to the file

Circuit clerk receives money order and attaches it to the file

Notation of file and open new
file

Circuit clerk makes a notation on the files, 1 e reviews the filte and makes a list of all the documents in the
docket arranged according to date of attachment and in serial He also opens a new file where he keeps all
hearing notes and judges’ case roll forms only to use it in place of the onginal file in handling the case while
the original file 1s at the Forensics

Issue letter of referral to
Forensics

Circuit clerk 1ssues a letter of referral of case to the Forensics to send it with the onginal file

Receipt of secured document
from the safe

Circuit clerk receives from the safe an envelope where the document claimed to be forged 1s put to attach
to the case file and delivers the case file along with written order of payment and letter of referral to
Registration Department to send it to Forensics (according to weight)

—h
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Work cycle  Execution of preliminary judgment | Location Circuit Clerk Tngger Preliminary judgment with
with delegation of one of the Office document delegation of an expert on
Experts on the roster the roster

Cycle code  1-6-11 Frequency Hearing date

to make the
oathand |¢—_] deposit
recewve the payment

Receipt of
deposit
pavment

Circurt clerk

Inform expert

deposit

Case file with
an assigned
expert

Circuit clerk

Deliver file to
experts office
to assign
expert n turn

P E—— Hearing date

A
®
an

11



Work cycle  Continuation of Execution of Location Circuit Clerk Trigger Preliminary judgment with
prelminary judgment with Office document delegation of an expert on
delegation of one of the Experts on the roster
the roster

Cycle code 1-6-11 Frequency Hearing date

Circuit clerk Circuit clerk
Inform expert Deliver case
office of date file to Expert
‘..____.
of start of ] delegated appears
mission expert

—
D
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Description of Work cycle

Execution of preliminary judgment with delegation of one of the Experts on the roster

Job

Description and Remarks

Deliver case file to Experts
Dept in the court to assign
expert on turn

Circuit clerk delivers case file to the Experts Dept to assign the expert according to the type of expertise
required In the court decision Name and address of expert Is put on the file and the circuit clerk keeps it
one more till deposit Is paid

Notification of expert to come
make the oath and receive
the deposit

After receiving deposit payment receipt, Circuit clerk sends to the expert according to the address put on
the file to come make the oath before the court and cash the deposit to start on the mission he 1s assigned
to

Deliver case file to the expert

Expert recelves case file

Notification of Expert Dept
with date of start of mission

Circuit clerk notifies Experts Dept with date of delivering case file to the expert to record it

-
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Work cycle  Execution of a preliminary Location Circuit clerk Trnigger Preliminary judgment with
judgment with changing expert on office document changing expert on the
the roster roster

Cycle code  1-6-12 Frequency Hearing date

to make the d t
oath and L epost
payment
receive the

Recetpt of
deposit
payment

\_/T

Circuit clerk

inform expert

deposit

Circuit clerk

Case file with
an assigned
expert

Deliver file to

Expert office to ¢ Hearing date

assign expert
In turn

S
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Work cycle  Continuation of Execution of a Location Circuit clerk Trnigger Preliminary judgment with
preliminary judgment with changing office document changing expert on the
expert on the roster roster

Cycle code 1-6-12 Frequency Hearing date

Circuit clerk Circuit clerk
Inform Experts Deliver case
office of date ———— file to assigned [¢————— Expert
of start of appears
expert
mission

-t

[€)]
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Description of Work cycle

Execution of preliminary judgment with changing the expert on the roster

Job

Description and Remarks

Deliver case file to Experts
Dept 1n the court to assign
expert on turn

Crircuit clerk delivers case file to the Experts Dept to assign the expert according to the type of expertise
required in the court decision Name and address of expert 1s put on the file and the circuit clerk keeps it
one more till deposit is paid

Notification of expert to come
make the oath and receive
the deposit

After receiving deposit payment receipt, Circuit clerk sends to the expert according to the address put on
the file to come make the oath before the court and cash the deposit to start on the mission he is assigned

to

Deliver case file to the expert

Expert recelves case file

Notification of Expert Dept
with date of start of mission

Circuit clerk notifies Experts Dept with date of delivering case file to the expert to record it

N
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Work cycle  Execution of court order with Location Circuit Clerk Trigger Court order
service to be undertaken by Clerks Office document
Dept
Cycle code 1-6-14 Frequency According to hearing date
Hearing notes
Circuit clerk Circuit clerk Circuit clerk )
Record
Deliver decision Issue the H dat
acknowledgment |@————— execution in j————| acknowledgment fg—— M€2rNG date
to Service Dept dectsions decided by court
execution book
Decisions Decisions Acknowledgment
execution book execution book

e
N
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Description of Work cycle

Execution of court order with service to be undertaken by Clerks Dept

Job

Description and Remarks

Issue the acknowledgment
decided by the court In its
decision

Upon the court order which obliges Clerks Dept to execute the service, circuit clerk 1ssues the
acknowledgment
The following are examples of the court orders accompanied by acknowledgments to be undertaken by
Clerks Dept
1 Administrative continuance
2 Continuance for servicing preliminary judgment and obliging Clerks Dept to undertake the service
3 Continuance for servicing admin continuance and oblige Clerks Dept to undertake the service
4 Continuance for servicing litigants with referral of case
5 Continuance for servicing receiving Experts report

Record execution of decision
in decisions execution book

Circuit clerk makes a note stating execution of decision by recording decision information and date of
acknowledgment 1ssuance in decisions execution book

Deliver acknowledgment to
Service Dept

Circuit clerk delivers acknowledgment to the Service Dept and the receiver signs In decision execution
book
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Work cycle  Execution of court order of Location Circuit clerk End of hearing
notification of outside authority Office document
Cycle code  1-6-15 Frequency End of hearing

Onginal
notification

Registration

Circuit clerk

Deliver onginal
notification to
Registration
and copy IS
keptn the file

Case file

notification

——] (original + one

copy)

D

Case file

T

Circuit clerk

Issue
notification
(onginal + one
copy)

Hearing
adjourned

1N
I
w
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Description of Work cycle Execution of court order of notification of outside authonty

Job

Descrniption and Remarks

Issue notification (original
and one copy)

Upon court order, circuit clerk 1ssues a notification to the authority defined by court (original and one copy)
The following are examples of the court orders accompanied by notification to be 1ssued by Clerks Dept

1 Continuance for documents attachments and notificatton of authority requested to attach the

documents

2 Continuance for not receiving experts or forensics report and enhance the report

3 Continuance for investigations with notification of police station

4 Continuance for notification of probate prosecution with existence of minors

5 Continuance for attaching potential evidence with notification of authonty requested to attach the

potential evidence

Deliver onginal notification to
Registration Dept and keep
the copy in the file

Onginal notification I1s delivered to Registration Dept by signing the copy to send the notification to the
concerned authority and circuit clerk keeps the copy signed by Registration Dept in the case file which Is

considered an execution of court order

-
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Keept onginal
report in case [
file

Receive report and
fees assessed on

acknowledgment

Acknowledgme

Case file Litigant abjecting
\. >, for forgery

nt of objection
for forgery with
assessed fees

] forgery

the ¢ }

Work cycle  Procedures of request of claming | Location Circuit clerk Trnigger Report on claim of forgery
forgery Office document
Cycle code 1-6-17 Frequency Upon request
Report on
object for
Circutt clerk Circuit clerk

(onginal + one
copy)

Liigant objecting
for forgery

Acknowledgme
nt of objection

for forgery

b
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Work cycle  Continuation of Procedures of Location Circuit clerk Tngger Report on claim of forgery
request of claiming forgery Office document
Cycle code 1-6-17 Frequency Upon request
Document
claimed to be
forged
Circuit clerk Circuit clerk
document
claimed to be < Prosecution
forged in notification
objections \ 4
book Prosecution
l notificatton
s~
secured Registration
envelope with Copy of report
the document on objection for
Y forgery

N
b
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Description of Work cycle Procedures of request of claiming forgery
Job Description and Remarks
Recelpt of report and fees Circuit clerk makes sure of approval of court to accept claim of litigant of forgery before receiving the
assessment for documents He also checks the identity of the person submitting the report so as to be either the litigant
acknowledgment of claim of | claiming forgery or his attorney Then fees are assessed for the acknowledgment and then the circuit clerk
forgery receives original and copy of report on forgery claim The claim submitter signs on the clam
Prosecution notification Circuit clerk sends a notification to the prosecution and attaches to it a copy of forgery clam so that the
prosecution follows up the cniminal aspect in the case when the forensics report 1s available
Issuance and recording of Circutt clerk puts the document claimed to be forged in an envelope as a secured document and seals the
the document in claims book | envelope with red wax and keeps it in claims safe He also records case data in claims book

94
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Work cycle  Execution of court order with fine or | Location Circuit Clerk Trigger Hearing notes
exemption from fine for one of the Office document
htigants or court employee
Cycle code 1-6-18 Frequency Hearing date
Circuit clerk
|
' ] Issue a report
Report oftﬂle to be ratified by
ine on the or exemption the judge and
ploy (onginal + one registeritin
copy) decisions
execution book

Coptes Dept

Hearing notes

L
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Descrniption of Work cycle

Preparation of report with a fine or exemption from a fine

Job

Description and Remarks

Notes are issues and
registered in decistons
execution book

Circuit clerk, upon court order, 1ssues report for fine or exemption from fine and specifies the one
obliged with the decision The notes are then delivered after signature by chief judge to Copies Dept
for registration

The report then I1s delivered to Claims Dept to execute 1t if the obligor 1s not a court employee In
case the obligor 1s a court employee, notes are delivered to Personnel
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Work cycle  Servicing litigants of receiving Location Circuit clerk Trigger Experts report
experts report Office document
Cycle code 1-6-19 Frequency Upon request

Hearings
agenda

Circuit clerk

I

Notification of

htigant of
Registration receipt of
report and of

next hearing

Receive and
review file and
report and
prepare
notifications for
the htigants

Registration or
incoming and
outgoing to Experts

Experts report

-
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Description of Work cycle Servicing htigants of recelving experts report .

Job

Description and Remarks

Receipt and reviewing of
case file and report

» Circuit clerk receives case file including the report from the Registration Dept If the file was referred
to the forensics, or from Experts Correspondence Office, if the case is referred to Experts Dept he then
reviews the file and documents included to make sure file 1Is complete

Preparation of notifications
for the litigants

Circult clerk prepares notifications for litigants to inform them of receiving experts report and next hearing
date

Number of notifications 1s set according to number of litigants, then notifications are delivered to
Registration Dept to mail them

o
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Work cycle  Attaching requests to case file Location Circuit Clerk Trigger Request
Office document
Cycle code  1-6-20 Frequency Upon request
Circutt clerk Circuit clerk
Wit for a
Attach wnit to l Recewve and < request with
case file review pad fees
400
TOZ
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Description of Work cycle Attaching request to case file

Job

Description and Remarks

Recelpt and revision

o Circuit clerk receives writ of request from either the plaintiff or defendant and revises the writ and
fees payment

Attaching request to case file

Circuit clerk attaches writ to case file and makes a notation of it on the file docket
Requests might include the following
1) Requests submitted by the plaintiff

Correction of original request in the writ of summons or change its subject
Requests completing the original request
Addition or change In case cause
Request for order for conservative or temporary procedure

e Other requests after court’s approval
2) Requests submitted by defendant

o dplaill ialidl ik (Procedural law, Article No 125)

¢ Request for compensation order because of harm to defendant from original case or one of its

procedures

o Other requests related to oniginal case after court approval

3) Requests for intervention or introduction of litigants

4
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Work cycle  Execution or court order to refer Location Circut clerk Trigger Court order
the case to another crrcuit office document
Cycle code  1-6-22 Frequency Upon request
Draft decision
of referral to
another circuit
Circuit clerk

Prepare and

arrange case |[€————]

file

puiy

e o]
I




Work cycle  Continuation of Execution or court | Location Circuit clerk Trigger Court order
order to refer the case to another office document
circuit

Cycle code  1-6-22 Frequency Upon request

Circuit clerk

Deliver case
Circunt clerk file to the other
circuit clerk

set the
circuit

Court Chief
Judge

Plecision o
referral without
setting the

circuit

No

11144‘\
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Description of Work cycle Referral of case to another circust in the same court

Job

Description and Remarks

Preparation and dehvery of
case file to circeut clerk to
which the case 15 referred

Circuit clerk arranges and revises case file cantents in order to deliver it to circuit clerk to which the case is
referred If the court order specifies the other circuit, circuit clerk delivers the file to the clerk of the other
circut  If court order does not specify a circuit, ke when the case 1s referred to another circuit due to some
kind of embarrassment then the circuit clerk shows the file to Chief Justice to specify a circuit to look in to
the case Then the circutt clerk delivers the file to the other circuit clerk

—)




Ih

Work cycle  Execution of court decision of non- | Location Circuit clerk Trigger Decision of non-jurisdiction
jurisdiction and referral to another office document and referral to another
circuit circuit clerk

Cycle code  1-6-21 Frequency Decision announcement

Circuit clerk
Case Attach Typed
udgmentto  |g—ro ype
disposition J cgse file judgment

Preparation and
| ratification of
judgment

Decision of
non-jurisdiction
and referral to
another court

—ti

@
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Work cycle  Continuation of Execution of court | Location Circuit clerk Trnigger Decision of non-jurisdiction
decision of non-jurtsdiction and office document and referral to another
referral to another circuit circuit clerk

Cycle code  1-6-21 Frequency Decision announcement

Circuit clerk Circuit clerk

deliver case
Registration file to
Registration

l Issue letter of

referral

§——{ revision and

C D

Case file after

all revision
notations are
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Description of Work cycle Execution of court decision of non-jurisdiction and referral to another circuit
Job Description and Remarks
Issuance of referral letter Circuit clerk carries out procedures of referral He prepares a letter of referral to the court to which the case

1s referred and attaches it to the file, then gives it to Registration Dept to send it to the other court
Non-jurisdiction could be because of case type or value (according to value of requests in the writ of
summons [f the value i1s less than the amount specified to court of First Instance, the case 1s referred to a
partial court) Non-urisdiction could be also of terntory according to litigants addresses and the court
responsible for their territory of residence
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Work cycle  Receipt of request from the public | Location Circuit clerk Trigger Request of making hearing
to make hearing date earlier office document date earher
Cycle code 1-6-26 Frequency Upon request
Circuit clerk
Pbes the co Ritl::":t:)he Claim of
approve the present to g—— omission
claim Chief Judge
Circuit clerk
No
Keept the
claimn case j¢——!
file
400
|RvAY




Work cycle  Receipt of request from the public | Location Circuit clerk Trnigger Request of making hearing
to make hearing date earlier office document date earlier
Cycle code  1-6-26 Frequency Upon request

Circuit clerk

Circuit clerk

g

Heanngs
agenda

keep claim in ¢ Change next
case file hearing date

q‘é%\
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Description of Work cycle Receipt of request from the public to make hearing date earlier

Job

Description and Remarks

Recelpt of request to make
hearing date earlier from the
public to present to Chief
Judge

Circuit clerk receives the claim and presents to Chief Judge to make his decision

Change of next hearing date

Circuit clerk records case data in the page of heanng date set by the Chief judge This is done before
hearing date previously set and makes a notation on the page of the cancelled hearing of the new hearing

date

Keep claim in case file

Circuit clerk keeps claim either approved r refused by Chief Judge in case file

N
w
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Description of work cycle data

Job

Receipt of claim of negligence from the public
Change next hearing date for the case

Dept Circuit Cierk

Name of Form / Book | Form Item Item meaning Changed Remarks
The Typed name code
Hearing agenda List type The hist includes briefs or o

judgments

Hearing type

Special or common hearing

Special hearings are not periodic
and Chief Judge requests
holding such hearings in case of
too many cases

Date, time, and
day of the week

Judges’ and circuit
clerk's name

Serial

Number of case roll (case order)

Case number and
year of initiation

Case number and year of
intiation

Litigants’ names

Names of plaintiffs and
defendants

Primary plaintiff and primary
defendant

Date of previous
hearing

Date of last hearing

Decision of
previous hearing

Summary for reason of
continuance to current hearing
from previous hearing

Decision

Summary of court decision

Symbol of judge
announcing the
judgment

Only in case of judgments
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Work cycle  Receipt of request of issuing Location Circuit clerk Tngger Request for getting a
certificates for case expenses Office document statement of case expenses
Cycle code  1-6-27 Frequency Upon request
Circuit Clerk
Receipt of Request for a
Apprval of request to ¢ statement of
Chief Judge submit to Chief case expenses Litigant
Judge
Request
194
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Work cycle  Continuation of Receipt of request | Location Circuit clerk Tngger Request for getting a
of iIssuing certificates for case Office document statement of case expenses
expenses

Cycle code 1-6-27 Frequency Upon request

Litigant

Circuit Clerk

Request with
expenses
stated

Write data on
request

195




Description of work cycle

Recelpt of request of issuing certificates for case expenses

Job

Description and Remarks

Recelve request and submit to Chief Judge

Circuit clerk receives request from hitigant and submits it to Chief Judge

Write data on request

After approval of Chief Judge, the clerk writes a statement with expenses paid
for the case based on receipts in the file This data 1s used in reimbursement of

expenses paid by a non-complying litigant

N
(<]
(¢2]




Work cycle  Assess fees on servicing papers Location Circuit clerk Trnigger Papers submutted by public
submitted by public Office document
Cycle code  1-6-23 Frequency Upon request

with assessed
fees

Circuit Clerk Circuit clerk
Accepting &
Service papers Assess fees on examining

papers to be [€4—— papers
serviced Revision of
court decisions

Papers
¢ submitted from
htigants for Litigants
servicing

Liigant

N
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Description of work cycle

Assess fees on servicing papers submitted by the public

Job

Description and Remarks

Recelpt and examination of papers and
reviewing court decision

The clerk revises papers submitted for servicing along with court decision during the last hearing in the
case file to make sure that court has approved servicing in case court approval 1s required Court

decision that requires servicing are as follows

1 Continuance for introduction of new litigants

2 Continuance for itigating the obliged with wnit of
execution

3 Continuance for payment of intervention or
introduction of itigants

4 Continuance for servicing requests of the
intervening or introduced htigant

5 Continuance for request of pulling out of the
case

6 Continuance for amendment of plaintiff s
request

7 Continuance for servicing request amendments

8 Continuance for re-servicing request
amendments

9 Continuance for servicing renewal of dismissed
case

10 Continuance for servicing enhancement of
stalled or discontinued case

11 Continuance for servicing witnesses

12 Continuance to proceed with forgery
claims

13 Continuance for servicing forgery
witnesses

14 Continuance for issuing of a sub-case

15 Continuance for servicing papers of sub-
case

16 Continuance for servicing litigants that
one of the hitigants has pulled out of the case

17 Continuance for introduction of new
liigants

18 Continuance for servicing preliminary
Jjudgment and obhging one of the litigants to
undertake it

19 Continuance for servicing admin
continuance and obliging one of the litigants
to undertake it

20 Continuance for servicing return of case
to case roll from dismissal

21 Continuance for servicing opening writ of
summons

Assess fees on papers to be serviced

The circutt clerk assesses fees on papers based on fees regulations and according to the papers (e g
return of opening writ of summons with notation by circuit clerk to be served without fees)

h
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Work cycle  Write information about a case on | Location Circuit clerk Trigger Papers submitted by public
papers submitted by htigants office document
Cycle code 1-6-24 Frequency Upon request
Circuit Clerk
Papers Write papers
submitted by tnformation on submitted by
information submitted
papers

199




Description of work cycle

writing information about a case on papers submitted by litigants

Job

Description and Remarks

Wniting information about a case on submitted The clerk writes the case information on papers submitted This information

papers

differs according to the nature of papers submitted for example paid expenses,
receipt of payment, and the court judgment and date of judgment announcement
This iInformation 1s needed by the litigant in certain cases like submission of writ
of renewal of a dismissed case or enhancement wnit for a stalled or discontinued
case so that itigant can register the case in the Index Dept

N
D
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Work cycle  Deliver official copy of a document | Location Circuit clerk Trnigger Request from public with
from the file to the public office document paid fees
Cycle code  1-6-25 Frequency Upon reqguest

Circuit clerk

Copy of Paid for
c requested Copy request to get
oples document document an official copy

N
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Description of work cycle Deliver official copy of a document from the file to the public

Job Description and Remarks

Copying documents The circuit clerk gives the document to the individual requesting the copy and withholds his
ID to make sure that he returns it after copying it and getting official stamp Any person can
get an official copy from a certificate from the case file even iIf he was not one of the case
htigants
(e g get an official copy of a judgment to use as an example in another case)
In some cases the litigant needs an official copy of the hearings to implement a court
decision, like
1 Continuance for submission of documents from outside authorities The litigant is to
get the documents and needs an official copy of hearing notes to submit to the
concerned authonity to get the documents
2 Continuance for registration of writ in the Registration Office and liigants receives an
official copy of the writ of summons
3 Continuance for investigation and authorizing one of the litigants to undertake the
investigation The authorized litigants needs an official copy of the hearing notes

N
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notations made

Revision Dept

Work cycle  Closing case after disposition Location Circuit clerk Tnigger Ratified judgment
office document
Cycle code 1-6-16 Frequency Hearing date
Circuit Clerk Circutt clerk
Execute Revision of E:;';?%Cg Ratified
Revision Case file revised case file and g judgment
Notations and necessary fees Judgment to

3
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Work cycle  Continuation of Closing case after | Location Circuit clerk Trnigger Ratified judgment
disposition office document
Cycle code 1-6-16 Frequency Hearing date
Circuit clerk Circuit clerk
Notify Yes
prosecution H Writing tn case include
record that
that case is an objection
case Is closed
closed or forger
Notification of
Registration prosecution Objections
\_ﬂ book
204
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Work cycle  Continuation of Closing case after | Location Circuit clerk Tngger Ratified judgment
disposition office document
Cycle code 1-6-16 Frequency Hearing date
Circuit clerk

Circuit clerk

Fees
assessment

Register fees
assessment
and lawyers

reprot In

Copies Dept

order

Prepare fees
assessment
and lawyers

Lawyers fees
report

fees and
getting judge's
approval

pri
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Crircuit clerk

(Clalms Dept )4——
Delivery to
Claims Dept

Fees assessment
| order registered in
Copies Dept

Lawyers fees
registered In
Copies Dept

Registered in
Copies Dept

Work cycle  Continuation of Closing case after | Location Circuit clerk Trigger Ratified judgment
disposition office document
Cycle code 1-6-16 Frequency Hearing date
. | 1 L -
Copy and orniginal
of writ of Orlglr}ﬁégr;?eﬁct)py of
summons
\_/—




draft ledger

Work cycle  Continuation of Closing case after | Location Circuit clerk Tngger Ratified judgment
disposition office document
Cycle code 1-6-16 Frequency Hearing date
Circuit clerk
<> Recording
judgment in
m Judgments 4‘—“——" : )

Judgments drafts
ledger

Jhh




-k

Description of work cycle Closing case after disposition

Job

Description and Remarks

Execution of Revision Dept notations

The Revision Dept reviews case file, judgment, fees, and notations with the requested to be
executed by circuit clerk on case file  When the circuit clerk receives case file after revision
and executions notations made on the file

Notification of prosecution with case closure in case of forgery

Notification of Experts with deposit set in the court judgment

Notification of litigants of stamp duties

Return of cases attached to oniginal case file from other authonties

Write memo on behalf of Clerks Dept and submit to Chief Judge to draw his attention
to a comment on the announced judgment

Sign in objections book with closure
of case

In case of forgery objection, data i1s in the book, therefore, a note is to be made of case
closure

Prepare fees assessment order and
attorney’s fees memo to be ratified by
the judge

The clerk prepare the fees assessment order based on the fees assessed by Revision dept
as well as attorney’'s fees memo set by the court and submit to judge for signature

Record judgment in the judgment
draft book

The circuit clerk keeps a copy of judgments in a file designated for circuit judgments and
records judgments in the book

208
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Work cycle  Issue monthly achievement report

for judges

Cycle code 1-6-28

Location Circuit clerk
office

Trigger
document

End of month

Frequency

Monthly

Circuit clerk

Prepare circuit

judgments and
continuances

v

Circuit statistics on
judgments and

continuances

statistics with achievement
o] —]

Hearing
agenda

Circuit clerk

Circutt clerk

Prepare monthly

report for the
circuit

Prepare
productivity
statistics for

each judge In
the circuit

v

Circuit monthly

achievement
report

Statistics report on

each judge s

productivity

End of month

209
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Description of work cycle Prepare judges monthly achievement report

Job

Description and Remarks

Prepare judge's productivity report

e Circuit clerk makes statistics of cases before the judge through the month from
hearing agenda as well as statistics on different kinds of judgments announced (final/
preliminary) He also calculates percentage of each kind of cases as well as number of
hearings and judgments in each hearing

e Circuit clerk also calculates number of hearings where the judge apologized for not

attendance

Prepare circuit monthly productivity

Circuit clerk makes statistics from hearing agenda of total number of cases of each kind
before the circuit as well as number of judgments (final/sub-judgments/others) and number
of cases with continuance with a statement of sub-judgments and final judgments

Prepare statistics of judgments and
continuances made by the circuit

s Circuit clerk calculates total number of cases categorized into cases from previous
years, cases with more than two y ears and new cases He also calculates number of
judgments for each kind of cases (final, sub-jJudgment, preiminary, and others)

e Circuit clerk also calculates continuances for each kind categornzed according to kind
of continuance (document attachment, attachment of tax file, receipt of forensics report,
other reasons)

e He prepares this statistics from previous month statistics along with current month
hearing agenda

210




Work cycle  Bankruptcy procedures and Location Circuit clerk Trigger Judgment of bankruptcy
notification of concerned parties office document declaration against
defendant
Cycle code  1-6-29 Frequency Upon request

Circuit clerk

Sending case file to Bankruptcy
Experts Office to ¢ declaration Judgment
appoint an agent judgment hearing

and two deputies f

Waiting for
Experts
Offcie

21
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Work cycle  Bankruptcy procedures and Location Circuit clerk for Trigger Judgment of declaration of
notification of concerned authorities bankruptcy document bankruptcy of defendant
Cycle code  1-6-29 procedures Frequency Upon request

3

Case file

B

Circuit clerk

Prepare a file

Bankruptcy

procedures file procedures

for bankruptcy [€——

Circuit clerk

Notification of
concerned
authonties

- experts name

O

Case file with

and address on

the file

N
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Work cycle  Continuation of bankruptcy Location Circuit clerk for Trnigger Judgment of declaration of
procedures and notification of bankruptcy document bankruptcy of defendant
concerned authornties procedures

Cycle code 1-6-29 Freguency Upon request

Report for
Bankruptcy Se:?:g,xth Circuit clerk
procedures file

E:)C;Z'C?L?r:sf Waiting for

Putting stamps [ hearing decision of

on bankrupt bankruptcy

Inventory
Bankruptcy report Circutt clerk | g property
procedures file

Conduct

property
inventory

213
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Work cycle  Continuation of bankruptcy Location Circuit clerk for Trngger Judgment of declaration of
procedures and notification of bankruptcy document bankruptcy of defendant
concerned authorities procedures

Cycle code  1-6-29 Frequency Upon request

Circutt clerk

Attaching two
newspapers to
file

Bankruptcy
procedures file

declared

Waiting for

Two newspapers |g debtors
where bankruptcy i1s attorney for
declaration

Did plaintiff
pay experts
deposit

214
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Work cycle  Continuation of bankruptcy Location Circuit clerk for Trigger Judgment of declaration of
procedures and notification of bankruptcy document bankruptcy of defendant
concerned authorities procedures

Cycle code 1-6-29 Frequency Upon request

Circuit clerk

g——| Gluing report Waiting for
debtors agent to

glue

Attach to
bankruptcy
procedures file

Bankruptcy
procedures file

S

215
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Work cycle  Continuation of bankruptcy Location Circuit clerk for Trigger Judgment of declaration of
procedures and notification of bankruptcy document bankruptcy of defendant
concerned authorities procedures

Cycle code 1-6-29 Frequency Upon request

Circuit clerk
Deciston to
Watting refer to circuit Waiting for Show file to
for circuit to appointan  [—— bankruptcy bankruptcy
decision agent controller controller
decision
(S

216




Work cycle  Continuation of bankruptcy Location Circuit clerk for Trigger Judgment of declaration of
procedures and notification of bankruptcy document bankruptcy of defendant
concerned authonties procedures

Cycle code 1-6-29 Frequency Upon request

Circuit clerk

Appoint

decision to g
publish 1o Wac:)n?'t ¥ notify debtors Debtors agent
benty debts u agent ——
decision
Set followup
hearing date [&—
( Registraion Notification m
£
« 217
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Work cycle  Continuation of bankruptcy Location Circuit clerk for Trigger Judgment of declaration of
procedures and notification of bankruptcy document bankruptcy of defendant
concerned authorities procedures

Cycle code 1-6-29 Frequency Upon request

Circuit clerk
Waiting Are there Attach Q
@4—— till case 1s any other docuemnts to  fe—— Sf:vrlr::;n — Warting for
closed cases procedures file publishing 1n two agent
newspapers

Bankruptcy
procedures file

218
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Work cycle  Continuation of bankruptcy Location Circuit clerk for Tngger Judgment of declaration of
procedures and notification of bankruptcy document bankruptcy of defendant
concerned authorties procedures

Cycle code  1-6-29 Frequency Upon request

Circuit clerk

( ) ; I procedures file

Attach ¢

list

File of
bankruptcy
procedures

Accepted debt

Waiting for
bankruptcy
controller

219




Work cycle  Continuation of bankruptcy

Location Circuit clerk for

Tngger Judgment of declaration of

procedures and notification of bankruptcy document bankruptcy of defendant
concerned authorities procedures
Cycle code  1-6-29 Frequency Upon request

Wait for
solvency
officer

Concihation

contract Wait for the

bankrupt

ave bankrupt
and debtors
reconcthated

b

N2
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Work cycle  Continuation of bankruptcy Location Circuit clerk for Trigger Judgment of declaration of
procedues and notification of bankruptcy document bankruptcy of defendant
concerned authorities procedures

Cycle code  1-6-29 Frequency Upon request

Circust clerk

Publication of

Wait for

Attach to <
T procedures file

Bankruptcy
procedures file

concihiation 1n
tw the solvency
° tiv officer accept
newspapers tmperati P
e agent onciliatio

N
—th




Work cycle  Continuation of bankruptcy Location Circuit clerk for Trigger Judgment of declaration of
procedures and notification of bankruptcy document bankruptcy of defendant
concerned authorities proceriures

Cycle code 1-6-29 Frequency Upon request

Bankruptcy
procedures file

Circuit clerk Circuit clerk

Present the
matter to
solvency

officer

End Wat for
Delver file to ¢ bankruptcy
Archive procedures judges

decision

(90

Ny
N)
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Work cycle  Continuation of bankruptcy Location Circuit clerk for Tngger Judgment of declaration of
procedures and notification of bankruptcy document bankruptcy of defendant
concerned authorities procedures

Cycle code  1-6-29 Frequency Upon request

Circuit clerk

Wait for
the Attach hearing Announce unity Wait for
¢ of possession [ imperativ
imperative * notes to the file
e agent
agent \—/——\
Define date
and place of —
auction
Bankruptcy S

procedures file

9P
Ay
[d%)



Work cycle  Continuation of bankruptcy Location Circuit clerk for Tngger Judgment of declaration of
procedures and notification of bankruptcy document bankruptcy of defendant
concerned authorities procedures

Cycle code 1-6-29 Frequency Upon request

Circust clerk
]
|
Distribution list Wait for Attach Publcation of auction
signed by the the ac inforamtion 1n two
newspapers to
judge imperative A the fil newspapers
Original + a copy agent eie
Bankruptcy
procedures file
N—

N
N
I
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Work cycle  Continuation of bankruptcy Location Circuit clerk for Tngger Judgment of declaration of
procedures and notification of bankruptcy document bankruptcy of defendant
concerned authorities procedures

Cycle code  1-6-29 Frequency Upon request

Circuit clerk Circuit clerk

Send

Attach the copy
procedures file to the file and
tc:) 2:10;!5\/'3 :;;ef < send onginal to

by the judge Deposits Dept

Bankruptcy
procedures file

Archive

Orniginal distribution

hist ratified by the
( Deposits Dept )4‘ Judge

Bankruptcy
procedures file

Ak
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Description of work cycle Bankruptcy procedures cycle

Job Description and Remarks

Seal bankrupt property Interim creditors’ attorney and circuit clerk close all bankrupt’s shops and seal them, then they
iIssue a report to document sealing procedures Then both sign the report

Take stock of bankrupt's property | All kinds of goods owned by the bankrupt are taken stock of, then a list of the inventory 1s made to
include type of good or commodity and number of units

N
N
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Description of work cycle Bankruptcy procedures cycle
Job Description and Remarks
Notification of concerned As per the law, circuit clerk notifies the following authornities of judgment of declaration of
authorities bankruptcy of defendant
1 Public Prosecution For info
2 Taxes controller For info
3 Commercial Registrar Manager For info
4 Intenm creditors’ attorney To inform him of his assignment as an interim
creditors’ attorney
5 Post Office Manager To prohibit delivering any letters to the bankrupt
6 Head of Communication Authority To prohibit any communication with the bankrupt
7 Plaintiff or plaintiffs in case of more than To pay expert's deposit
one plaintiff
8 Social Security Authority For info
Open file for bankruptcy Case file 1s transferred to bankruptcy procedures file with the same case number
procedures (case file I1s put into another new file)

N
N
~
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Work cycle  Record case referred to the Location Office of Trigger Case file — hearing agenda
Experts Incoming/ document
Cycle code 1-8-1 outgoing corres Frequency Upon request
With Experts
Employee of Employee of
outgoing outgoing
i Write reference Record in
- number In General
Circuit Clerk General 3 < Circuit Clerk
Correspondence
S Correspondence _

Book on case file

Case file

——

Book

Experts

Corresp Book

N
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Work cycle  Record case after deposit payment | Location Office of Trigger Case file — deposit payment
Incoming / document receipt — hearing agenda
Cycle code 1-8-2 outgoing corres | Frequency Upon request
With Experts

Experts
Correspondence book

3

Employee of Case file

outgoing

37b

Record data in Expert deposit
Experts payment Circuit Clerk
Correspondence recelpt
Book




Work cycle  Record case after deposit payment | Location Office of Tngger Case file — deposit payment
Incoming / document receipt — hearing agenda

Cycle code 1-8-2 outgoing corres Frequency Upon request
With Experts

Employee of Employee of
Experts Outgoing Experts Outgoing
Record sequence In
General Record in Experts
Circutt clerk Correspondence l A Special Book <—®
Book

Experts General
Correspondence
Book

Experts
Special Book




Employee of
Experts Outgoing

Employee of
Experts Outgoing

Record number
and date of
outgoing
reference on the
case file and the
sub-file

reference number
<

Record outgoing

in Experts Special
book

Record in Experts
Qutgoing book

Experts
Outgoing Book

Work cycle  Send case to Experts Location Office of Trigger Case file — sub-file
incoming / document
Cycle code 1-8-3 outgolng corres Frequency Upon request
With experts
=
Employee of
Experts Outgoing

N

w
N

Circuit clerk




Work cycle  Send case to Experts Location Office of Trigger Case file — sub-file
tncoming / document

Cycle code 1-8-3 outgoing corres Frequency Upon request
With experts

Head of Civil
Dept

Circutt clerk

—O

NI
4V
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Work cycle  Send case to Experts Location Office of Trigger Case file — sub-file
incoming / document
Cycle code 1-8-3 outgoing corres Frequency Upon request
With experts
Employee of Experts

Outgoing

Registration Send parcel to
Dept Registration Dept

Await
approval of
Head of Civil
Dept

Parcel
stamped with
Seal of State

N>
w
w
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Work cycle

Receive case from Experts Dept

Cycle code 1-8-4

Location

Office of
incoming /

outgoing corres

With Experts

Trigger Case file — Experts report
document
Frequency Upon request

Employee of
Experts
Incoming

(3 —

Sign receipt of
file for the
messenger

Employee of

Experts
Incoming

'

Revise case

file

Experts Dept
messenger

}.

Form of receipt
signed by the
employee

S

Experts report

Form of

Receipt

_(

Experts Dept
Messenger

N
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Work cycle  Recelve case from Experts Dept Location Office of Trnigger Case file — Experts report
incoming / document

Cycle code 1-8-4 outgoing corres | Frequency Upon request
With Experts

——

Index book

Employee of Employee of
E"g;loiiz of Experts Experts
P incoming tncoming

incoming

Get circuit t Wait for
number from the
Head of the microfilm

Dept

Microfilm Record in
] Experts
experts report Specf)al Book

Await Head
of Civil /
Commercial
/ Tax Dept

Experts
Special Book

N
48]
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Work cycle  Receive case from Experts Dept Location Office of Trigger Case file — Experts report
incoming / document

Cycle code 1-8-4 outgoing corres Frequency Upon request
With Experts

Employee of Employee of
Experts Experts
Incoming Incoming

Record In

Circuit number

Deliver to incoming
C [ — ]
Case file arcuit clerk correspondence
book

Incoming
Experts report correspondence
book

b

N
W
D
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Description of work cycle Recelive case from Experts Dept

Job Description and Remarks
Revision of case file Documents In the file are revised according to documents list on the file

N
w
i

an



Wh

Work cycle  Preparation of monthly reports Location Office of Tngger End of the month
incoming / document

Cycle code 1-8-5 outgoing corres Frequency On monthly basis
With Experts

C

Follow up
Dept

e

incoming
correspondence

J\

monthly report of
Outgoing
correspondence

outgoing
correspondenc

outgoing

correspondenc

Monthly report of |g

—

Employee of
Experts outoing

Employee of
Experts outoing

Prepare a
monthly report of
the incoming
correspondence

Prepare a
monthly report of
the outoing
correspondence

v

Monthly report of

Incoming

correspondence

v

Monthly report of
outgoing
correspondence

Beginning of
the month




Work cycle  Register commercial company Location Commercial Trigger Company establishment
establishment contract Dept document contract + contract
summary
Cycle code 1-2-1 Frequency Upon request

Contract

Partners
attorney

summary with
registration
number

Registartion Registartion
employee employee
Wemon ™ || Focordm |
contract summary N companies
register

and sign

Compantes
register

Contract
summary
stamped

"gluing report”

Partners
attorney

N
w
ow



Work cycle  Registration of amendment or Location Commercial dept | Trnigger Contract summary stamped
y g
termination of commercial document by Service dept
company contract “attachment report”
Cycle code 1-2-2 Freguency Upon request
Registration Registration
employee employee
Commercial Contract
Commercial
amendment trat summary Part
registration |« registration g¢—— stamped anners
Registration attorney
Compantes book gluing report
register
Companies Commercial
register companies contracts
N— registration book

JLh

N
I
D




Qph

Work cycle  Registration of amendment or Location Commercial dept | Trigger Contract summary stamped
termination of commercial document by Service dept
company contract “attachment report”

Cycle code  1-2-2 Frequency Upon request

Partners
attorney

Contract
summary with
registration
number

Registration
employee

Wite registration
number on contract
summary

N
KN
-




BN

Work cycle  Registration of amendment or Location Commercial dept | Trigger Contract summary stamped
termination of commercial document by Service dept
company contract “attachment report”

Cycle code 1-2-2 Frequency Upon request

Companies
register

Registration
employee
Request for
coples
Chetck |tf 1ssuance with
contrac paid fees attorney
summary Is
genutne w
Number of
microfilm
coples
242




~ { -

Work cycle  Registration of amendment or Location Commercial dept | Trigger Contract summary stamped
termination of commercial document by Service dept
company contract “attachment report”

Cycle code 1-2-2 Freguency Upon request

'
Registration
employee
Ratified
Sign that
( Partners )_ microfim | g copies are
attorney coples
m genuine
Requesgof
issuance
signed with Registration
< Partners ) ¢ refusal employee N
o
attorney \____/_\
Microfilm Sign with
coplies sighed refusal on <
with refusal request and
\__/"—\ coples

N
I
48]



