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North Cairo Court System AnalYSIS Report 

ThIS study alms at mere documentatIon of work procedures as they are currently done 
mSlde 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 m the first place on the detaIled study prevIOusly done about the mformatlOn 
system In Side Ismalha Court of First Instance The Importance of this study hes In 
bemg conSIdered as contInuatIOn of the preVIously mentIOned study In order to make 
sure that court procedures are correctly descnbed In additIOn, this study shows the 
Impact of mcrease of cases before the court as well as the Increase of lItigants m the 
court on court orgalllzatlOn Moreover, the study alms at Identlfymg the core 
differences between different court admmistrative systems based on those vanables 
Hence, both studies WIll form the baselIne mformation that the project WIll use m 
developmg the court mtegrated mformatIon system The study wIll also be the mam 
document used by the court admmistratlOn team m developmg and streamlInmg the 
court manual procedures 

It mIght seem for the reader that there IS a dIfference m methodology of study and 
presentation followed m thIS study ThIS dIfference does not necessanly mean that 
there IS a difference m courts nature consldenng volume of work and system 
appltcatlOn as one mIght thmk 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 mam factors 

The study team has become more knowledgeable of JudICIal work rules and 
court admmistratlOn systems Before conductmg the study m Ismatlla Court 
of First Instance, the team has never dealt WIth court systems However, It has 
expenence m dealIng With dIfferent InformatIOn systems In several mstltutIons 
of different compOSitIOn The Ismatlla Court System AnalYSIS study, whIch 
has the first study to be conducted on court systems m Egypt, has been a great 
help to the team and added to ItS expenence We would hke to express our 
gratItude to Chief Justice Mohamed EI Zekt Salama and all the IsmaIlIa Court 
employees for the mformatlOn they proVided us WIth and their patience m 
answermg the so many questions asl(ed by the team Thanks to them the team 
could comprehend the court system 

Second' 

The contmuatlOn ofusmg the same analytical approach dictated from the very 
begmnmg by the plan put for the study In the two pllot courts We have to 
pmpomt the fact that the study team has Introduced some changes m thiS 
approach after filllshmg the IsmaIlla Court study ThiS was based on the new 
mputs acqUIred that were not put mto consideratIOn whIle drawmg up the 
ongmal the study plan The study team appreciates very much the mput ChIef 
JustIce Salah EI Dm Roushdy, ex North Cairo Court Chief JustIce, through 
provldmg the study team With hiS VIew of workflow vanables ThiS was a 
great help dunng Identrfymg the new approach, whIch consumed a lot of tIme 
and effort, however, thiS was necessary m order to reach the aspIred results 
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Study Approach 

The reader of mformatlon 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 IS 

• Bottom-Up View . 

ThIS approach depends on the study of work detaIls, then generalizatIOn of 
results to reach a comprehensive overall view of the mstitutlOn actIvIty ThIS 
necessItates documentatIOn of the procedures followed m each admmistrative 
umt m detaIls as well as drawmg detaIled work cycles for those umts, then 
make a connectIon between all detaIled work cycles m the mstitutlOn m order 
to draw a workflow chart With an upper view (on the mstltutlOn level) Hence, 
the analysts will have to start With the lowest level of the orgamzatlonal 
structure to document the work detaIls then move to the hIgher level to put 
together those detaIls m groups, where each group represents one of the 
general tasks performed by the court 

• Top-Down View' 

ThiS approach depends on the study of work cycles m general on the 
InstitutlOn level, then the study of detaIled procedures to decompose the 
general work cycles mto detaIled ones on the level of each admmlstratlve umt 
Hence, the analysts start With the top level of the admmlstratlve orgamzational 
structure In court to get a general VIew of work cycles then move to the lower 
level to detaIl the general work cycles 

It IS obVIOUS that usmg any of the two approached Will defimtely lead to the same 
results However, the techmque of data collectIOn and processmg m the first IS 
OppOSIte the second and not only different The team started the study WIth the aIm of 
conductmg a high quahty analytical survey accordmg to system standards (mIstakes m 
collected data does not exceed 4%) In order to have firm baselIne data to be used m 
the development of the new automated system Accordmgly, the study team adopted 
both approaches 

The Ismalha Court System AnalYSIS study was conducted usmg the Top-Down VIew 
approach Usmg thIS approach was mevltable, as the team was not acquamted WIth 
the mtegratlOn of the JudICial work ItS umqueness compared WIth the rest of the 
financial and admmistrative systems The study conducted m 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 
exchangmg mformatlOn The purpose of workIng thIS way IS to compare between the 
results reached by each group to ensure neutralIty, Integration and qualIty of gathered 
mformation 

System Research Egypt 
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North CaIro Court System AnalYSIS Report 6 

Analysis techmques 

Accordmg to the law, the court admmlstratlve structure IS divided mto two mam 
Departments Clerks and Service Departments ThIs analytical study focuses on the 
Clerks Department only After conductmg the System AnalysIs study m Ismallia, It 
was concluded that 1t 1S better to conduct a separate study for the Serv1ce department 
Moreover, the time allocated for the study was not enough to mclude the ServIce 
Department as It mcludes many complex details and procedures that need more time 
and effort 

The Clerks Department IS headed by the SenIor Clerk or Court General Secretary 
Some employees call hIm "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 Ongmally, court, lIke any other mstltutlOn, should have documents 
descnbmg m details the functIOn performed by the employee m each work cycle 
Were these documents avaIlable, there wouldn't have been any need to conduct thiS 
study However, as mentIOned before m Ismalha Court System AnalysIs report, there 
are no complete conSIstent useful documents are avaIlable The Itterature avaIlable m 
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 m the court as 
a reactIon to a chent's request 

The status of the court on ItS first day of work can be ImagIned as waltmg for the first 
chent to come In Therefore, court functions are a dIrect response to chent's requests 
Hence, to understand the approach apphed m thiS study, we can merely say that the 
analyst followed the reactIons made by CivIl Department In response to chent's 
requests and Judges deCISions ThiS process alms at definIng what takes place InSide 
the court as If the analyst IS takIng photographs that tell the whole story smce the 
begInnmg of the procedures till the very end 

Employees In any of the court departments are m a state of halt tIll they receive a 
document, request, or anythmg accordmg to WhICh they take an actIon ThIS 
document or request IS called "the cycle tngger" ThIS tngger may be caused by the 
court (judge), dIrect supervIsor, a colleague, another department, a CItIzen, or any 
other outSIde authonty Those are called "tnggerers" ThIS actIOn taken by the 
employee IS Just one step m a senes of steps almmg at achlevmg a certam goal These 
steps may be Implemented by one department or dIstnbuted among several 
departments accordIng to the nature and regulatIons put for those steps 

To apply both approaches aforementIoned In the analytIcal survey, It was mevitable to 
make a lIst of all documents (tnggers) sent to each department Then, the actIOns 
taken smce the tngger reaches the department are followed and documented as well as 
the Instruments, books, and data resultIng from the procedures followed All thIS IS 
done to serve the Bottom-Up VIew approach 

At the same tIme, a Itst was made of all tnggers commg to court from outSIde (outsIde 
tnggers) and procedures cycle consequent to them was followed WIth an upper view 
In addItIOn, the outSIde tngger's flow mSIde the court In the concerned departments 
was followed as well as the tnggers resultmg from the outSIde tngger ThIS IS done to 
serve the Top-Down VIew approach 

System Research Egypt 
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North Cairo Court System AnalysIs Report 7 

At the end of this phase, the results of both approaches are compared to make sure the 
mformatlOn IS correct In case of emergence of dIfferences, court clerks are asked for 
clanfication to reach the truth Accordmgly, the team has abIded by neutralIty and 
ObjectIvIty m every step of the way for the sake of a correct analysIs 

We draw the reader's attention that the core of thiS study IS bout the CIvti Clerks 
Department only as personal status and cnmmal cases are excluded from the study 
Also, all procedures related to accountmg, warehouse, and personnel are excluded 

System Research Egypt It.. 
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Presentation Methodology 

The presentatlOn language must be up to the level of mformatlOn presented so as to 
quahty, quantity and details ThIS ensures that both researcher and reader understand 
and are sure of the mformatlOn presented The study team has noticed that the 
language used m the court forms IS very bad Therefore, they tned as much as 
pOSSible to make sure the terms used mean the same as the meamng It IS used for 
mSlde the court and at the same time do not prejudice the approved legal terms The 
study language has been WrItten to SUIt the followmg types of readers 

Chief Justices and Judges for them to know what really taked place mSIde the 
court 

2 Those mterested m Justice admmlstratlOn at MOJ 

3 Court Clerks to make sure the mformatlon m thiS report are correct 

4 Court AdmimstratlOn Experts to detect the problem areas m the eXIstmg 
system and recommend the changes needed to develop the general court system 

5 InformatlOn Systems Experts to know all procedures followed mSlde the court 
whIch WIll help them develop a design whIch IS not mterfenng WIth or less than 
system development reqUIrements 

6 New System applIcatIOn experts To get acquamted With the current procedures 
m order to draw up a plan for changmg to the new system 

The differences between the two approaches apphed by the two groups have mcreased 
the dIfficulty of reachmg a presentatIon style that would SUIt all types of targeted 
readers 

The study IS diVIded mto the followmg sectIOns 

1. Executive Summary: for all types of readers 

2 Chapter One: 

ThiS chapter IS dIVided mto two parts the North Cairo Court orgamzatlOnal 
chart and a hIgh-level study of court work cycles ThIS chapter IS dIrected to 
all types of readers 

3 Chapter Two. 

ThIS chapter contams a detailed study of all procedures followed m each of the 
court departments Tills chapter IS dIrected to fourth, fifth, and SIxth types of 
readers 

SYStf n esearch Egypt 
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North Cairo Court System AnalysIs Report 9 

4. Chapter Three: 

This chapter studies III detaIls the cycle of a tngger or an outside tngger and 
follows each tngger and form Illside 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 IS locatIOn In Abbasya Square In CaIro It IS one of two courts 
concerned WIth CaIro area WIthin the JUrISdIctIon of whIch hves 15 mIllion 
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 crImmal 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 IS consIdered one of the large 
courts as nearly 250,000 cases are filed before thIs court every year Includmg 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 IS composed of two bUIlding The main buIldmg whIch IS composed of five 
floors and the court occupIes only two of them The new bUIldmg IS composed of 
seven floors of whIch the court occupIes four floors The main bUIlding used to 
receIve the same number of cases, hence, It IS dIfficult to detect the Impact of 
doublIng the space by constructing the new bUIldmg especIally that the new buIlding 
does not seem to have Improved the old SItuatIOn a lot Although, the new buIlding 
has been recently constructed, It has not been desIgned to meet the court reqUIrements 
It IS very well desIgned to meet the reqUIrement of admmlstratlve bUIldmgs m general 
by not court bUIldmgs Courts conduct several actIvItIes, and therefore need special 
reqUIrements to cope With those actIvIties concerning receIVing publIc or Internal 
work procedures 

ThIS IS a detaIled descrIptIOn of personnel dIstrIbutIon inSIde the court and ItS Impact 
on the orgamzational structure, volume of work and numbers of cases filed each year, 
then an analysIs of JudICIal performance effiCIency mSIde the court and a comment on 
that performance 
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North Cairo Court System AnalysIs Report 1 1 

1. Personnel: 

The number of court employees In all ItS departments, UnIts as well as partIal 
courts IS about 2000 employees AccordIng to the admInIstrative InspectIOn 
statistICS about courts actiVIties all over the country, number of full CirCUIts IS 
32 and that of partial CirCUIts IS 42, and number of Judges working In those 
CirCUIts IS 141 

Personnel In CIvIl Clerks department In court can be categorIzed as follows 

Specialty No"nf No. of 
. Supervisors Clerks 

CIVIl 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 Clvll Clerks Dept 20 411 

The folloWIng figure shows the relatIve weight of employees In dIfferent court UnIts 

Percentage of Dept Personnel to Total Number 

re.t of court clerks 

depollts 

.Ia .. a I or dcpL penODQClI to total Dumber 

coDe<:oon 

taxes 

commcrcml 

20 40 60 
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North CaIro Court System AnalysIs Report 12 

As notIced, number of employees handlIOg CIvil cases IS over double the number of 
employees dealing WIth commercial and taxes cases together This IS due to the 
mcrease m umber of circuit clerks of CivIl CirCUIts 47 CirCUIt clerk.s m CivIl CirCUits 
versus 9 m both commercial and taxes CirCUits 

Circuit Clerks In Different Circuits 

ISlCommerclal 
and Taxes 
Cases 

iii C IV II Cases 

1 The followmg figure shows that percentage of female employees IS about 67% 

Emplovees Accordmg to Se't 

Accordmg to the constitutIOn, both male and female employees must have equal 
chances for work However, the SOCial CIrcumstances for women lead m many cases 
to disturbance of workflow and weakemng of the orgamzatlOnal capabIlity for court 
human resources management, like m case of leaves for example Percentage of 
employees on unpaid leaves or delegated for work outSide the court IS about 13% of 
total employees workmg m the court, 85% of them are female employees 

2 It might seem that the percentage of 13% of the court employees on leave IS a 
reasonable percentage puttmg mto consideratIOn the nature ofworkmg force lO 
Egypt However, If one looks lOto thiS matter, one Will notice that the great 
mcrease 10 number of employees has lead to weak management of human 
resources The aforementIOned percentage would have never been reasonable 
except 10 case of over-employment where great number of employees IS hired 
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wIthout real need for them That IS the reason why court management IS not 
affected by the absence of so many employees 

3 The number of employees workIng In partIal courts affihated to North CaIro Court 
IS about 397 employees 

Number of Employees 
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We can say that North CaIro Court IS charactenzed WIth havIng a large number of 
clerks ThIS mIght be because of the large volume of work However, ThIS Increase 
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 dunng 1997 IS 
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 In the typmg 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 Issuance Therefore, the 
reason behmd delay In Judgment Issuance IS not the large number of Judgments, It IS 
because of the low standard tYPIsts workmg In the typmg pool 

We may also say that the large number of employees hIred IS not In favour of work 
performance ThIs IS, as WIll be stated hereafter, because of the eXIstIng weak 
orgamzational structure that cannot absorb thIS number of employees The current 
orgamzatIOnal structure IS the as that of a small court Clerks became more speCIalized 
In dOIng only one functIOn, m addItIon to the Increase In number of clerks dOIng the 
same functIon Instead of gettIng acquamted WIth several number of functIons, the way 
It IS In the small courts However, the orgamzatIOnal structure dId not change In order 
to allow the IntroductIon of change In supervIsIon, InSpectIOn, and admmistrative Jobs 
to Improve and develop work and human resources management ThIS also lead to 
weak human resources planmng and management 
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2. Volume of Work: 

Under the North Cairo Court Semor Clerk come Semor Clerks often partial 
courts Court of FirSt Instance receive case files of cases appealed from partial 
courts, as well as cases referred to It from partial courts for value non­
JunsdlctIOn, from other courts of first Instance for terntonal non-JunsdlctIOn, 
or from Court of Appeals for reconsideratIOn Court work IS seasonal, as the 
hIgh season In court IS from end of October ttll begInnIng of Apnl The rest of 
the year, work rate IS usually less It IS enough to know that 80% of the cases 
are filed dunng the high season 

CivIl 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 III October 1996 

Na .. City 

Labour 

Commercial ~ 

Hellopolls 

Zaltoun 

Shoubra 

Wayly 

Boulak 

Rod EI Farag 

Azbakla 

0 500 1000 1500 1000 1~00 

The number of judges In court of first Instance and affilIated partial courts IS 
141 judges There are 32 CirCUIts under the junSdlctIOn 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, Ie 80% of 
cases Companng 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 dunng the same penod of time, Ie 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 dunng the year In North CaIro Court 87% of CIVil cases filed before partial 
CIrCUIts are dIsposed of 

If one conSiders the burden lymg over the Judges' shoulders, one Will find that 
average of CIVIl cases handled by each Judge all over the country IS 554 cases 
annually, while the average handled by the Judge In North Cairo Court IS 900 
cases annually 

Comparison betweeh North Cairo Court and 
Rest of Courts 

lsmadJa 

Court 

NC Court 

Rest or 
Courts 

o 500 

• Average achievement 

I Judge 

1m Average cases I Judge 

1000 

Statistics show that about 4400 cases are postponed for expert report, I e 25% of total 
number of cases postponed to the followmg year 

The followmg table shows the supenonty of North Cairo Court, where a companson 
was made between North CaIro Court and the largest four courts m VIew of volume of 
cases, and between North Cairo Court and the largest four courts m view of rate of 
accomplIshment 

Court No. of Civil Cases Rate of No. of 
excluding personal Accomplishment Circuits 

status cases 

Average. aU over 29747 66% 16 
the <:ountry 

North Cairo 88252 80% 32 

Alexandna 84016 73% 35 

Damanhour 69879 44% 15 
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North Cairo Court System AnalYSIS Report 16 

Court No. of Civil Cases Rate of No of 
excludmg personal Accomplishment Circuits 

status cases 

South Cairo 65218 76% 42 

Sohag 22568 7~AI 13 

Bem Suef 11478 84% 13 

South SInal 827 18% 2 

ThIS table shows that average number of CIrCUIts In court of first Instance IS 16 CirCUits 
handling about 1900 cases ThiS does not contradict With the average number of cases 
for each Judge (553) as In some CirCUits there are four Judges and not only three 

The table shows that north CaIro Court IS the largest court consldenng the work 
volume and comes second In rate of accomphshment There are 13 circuits In Bem 
Suef handlIng 11478 CIVil case, I e less that 1000 case per CirCUit, whlle In North 
Cairo Court, each CirCUits handles more that 2000 CIVil cases That's what leads us to 
thInk that rate of accomplishment IS higher In North Cairo Court 

Such Simple compansons show the burden on North Cairo Court full CirCUIts If 
compared With general averages all over the country However, thiS also shows the 
hIgh performance of North Cairo Court In companson WIth general averages for 
Similar courts 

The purpose of these compansons 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 compansons also 
calculate the performance rate of the eXIstIng court system In companson 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 In VIew of volume of work, personnel, and average of 
work done by each employee 

No .. of Civil No. of No. of casesl No. of No. of casesl 
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 IS 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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North Cairo Court System AnalysIs Report 17 

CircUit judge handles 600 cases This means that the burden over a full Circuit judge IS 

over 150% of that handled by a partial CircUit judge 

We can also recommend conductmg a detailed feasibilIty study to mcrease the value 
JunsdlctlOn for partIal CIrcUIts ThiS WIll decrease the volume of work m full CircUits, 
hence leadmg to eaSIer justice admInIstratIOn 

Cases / Judges 

1S!i Casu I Judge I 

Full Circuits Part'" I Clcults 

Cases / Clerk 

1m Casu I Clerkl 

Full Circuits Partial Circuits 
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Analysis Results 

The study IS diVIded mto three connected tOpICS descnbmg m detaIls Court CivIl 
Clerks Department m concern to Justice admmistration The methodology IS used m 
thIS comment 

• OrganIzational Chart 

• General court activity 

• Clerks Department detaIled activity 

First: Organizational Chart: 

1 ExpanSIOn of orgaDlzatlonal structure as a result of lack of reliable 
documentation 

Ismalha System AnalYSIS report has showed that the court system mcludes two 
entitles JudICiary, and JudICIal assistants The system analYSIS goes for North Cairo 
Court 

The North CaIro Court though, IS charactenzed With a large orgamzational chart due 
to the mcrease m work volume, therefore, each clerk IS speclahzed m a certam 
function In Ismatlia Court, one clerk may perform more that one functIOn together, 
such as SenIor Clerk who undertakes also the responsibIlIty of followmg up cases 
referred to the Experts Office In North CaIro Court there IS a separate department of 
20 employees Just to perform the same functIOn With no organIzatIOn and on unclear 
basIs 

The expansIOn of organIZatIon al structure and speciaitzation of clerks m certam 
functions made IS 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, mtegrated, nor detatled Each Department Head 
put IS own view of the functIOns performed by the department The result of that IS 
accuracy of the document depends on the expenence gamed by the one who 
documents It, who most of the tIme descnbes functIOns performed by other 
departments 

In additIon to that, thIS documentatIOn IS hand WrItten and IS no gathered m a booklet 
or gUIdelInes for the whole court Moreover, not all clerks document the work, 
therefore, the eXlstmg documentatIOn IS voluntary made and on mdlvldual basIs It 
was discovered that the mmlstry publIshes documents, mstructlons, penodlcals, and 
gUIdelInes, however, they take a long time to reach the courts They have to go 
through all stages of preparatIon, pnntmg, and dlstnbutlOn, hence, It takes a very long 
time to reach the concerned employee ThiS consequently lead that those mstructlons 
have very weal Impact on actual work performance 

2 Non-clarIty ofInspectIOn Sequence 
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The court IS subject to centralIzed management, where InSpectIOn responsIbIlItIes are 
not dIstnbuted among dIfferent admmistrative levels accordmg to their mspectIOn 
speCialIzatIOn In all cases, management centralizatIOn leads to dependence of work 
planmng and ImplementatIOn on dIrect mtervention of hIgher pOSItIons of 
orgamzatIOnal structure m 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-abldance of employees to organIzatIonal gUldelmes and 
regulatIons, hence, weakenmg the system because of the weak mspection 

3 No Management InspectIOn 

The study team has met a lot of problems trymg to define the reportmg system for 
some Jobs, such as "Experts Office Incommg and Outgomg Correspondence" TIll 
the end of the survey, the study team has not found any source of mformatIOn 
descnbes the eXIstence of thIS department as an mdependent entIty, or as a department 
reportmg to three different departments responSIble for case management 

ThiS IS not the only example There are others, such as the questIOn dIrected by the 
study team "As there are three different departments managmg 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 IS not an underestImatIon for the heads of the 
departments, thiS IS a very natural result of absence of documentatIOn 

Those contradIctory answers prove that there IS no kmd of supervision or mspectIOn 
performed by direct managers Had there been mspectlon and supervISIon, answers to 
such questions should have been very clear 

4 No Set Goal for the EXlstmg System 

The departments responSible for case management are diVided mto three sectIOns one 
for taxes cases, the second IS 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 tned to apply the Idea ofhavmg front counters for the 
CivIl department (the third sectIon aforementIOned) We can say that only the form 
was apphed WIth not the core There are two goals for such a system 

• PrOVIde comfortable environment for the publIc, as they WIll not have to go to 
many places 

• Separate the pubhc and not allow them to move all around court comdors and 
offices 

However, only the general form was applIed as there are tables behmd whIch the 
clerks SIt, but the chent still takes hIS papers m hiS hand and goes to another clerk 
mSlde the court to regIster the wnt of summons m the cases Index All thiS takes 
place on the ground floor The organIzer tned to help the publIc by puttmg the 
commerCIal department m three adjacent rooms, however, thIs lead to crowdmg the 
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North CaIro Court System AnalysIs Report 20 

sixth floor and allowed for trouble-makmg between clients and clerks The same 
happens on the seventh floor were the taxes department IS located The goal was to 
provIde a comfortable atmosphere for the publIc, however, while applymg this 
system, the concentrated on the front counter as an ultImate goal m Itself wIthout 
dealing with applIcatIOn problems 

Here we can mentIOn also another Idea Implemented m court before An mformatlon 
desk was establIshed outSide the courthouse where CItIzens could review court 
Judgments so that they do not have to review to go through the meetmg notes to know 
the Judgments Also thiS Idea did not succeed, as It did not stop the pubbc from 
movmg around the courthouse to know the same mformatIOn from the CirCUIt clerks 

Although these Ideas have their negative sides, thIS should not Impede development 
If a defimte goal IS set, applIcatIOn IS thoroughly studies, and lessons are learnt from 
the prevIous expenences, then development WIll be successful Therefore, It IS 
recommended to conduct a study on reasons of faIlure of the prevIous Ideas so the 
development team might aVOid them m system redeSIgn 
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Second: General Court Activity: 

Clerks Department IS the JudIcIary and Judges assIstant It undertakes all the 
admIlllstratlve work supportIng Justice The follOWIng chard shows CIvil Department 
actIvIties at North Cairo Court 

General 
Activities 

Companies Contract 
~ Registration ~ Case Management f-

~ Case FIling 

Issuance of Certificates r.-and Copies -. Deposits Management 

.. Court Heanng 
Court Orders r.- Management 
Management -. Claims Management 

... Post-HearIng 
Procedures Mgmt 

Detailed tasks for each actIvity 

1- Case Flhng 

1-1- CommercIal case filIng 

1-2- Bankruptcy case filIng 

1-3- Taxes case filIng 

1-4- Labour case filIng 

1-5- CIVil case filIng 

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 
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North CaIro Court System AnalysIs Report 22 

2- Court hearmg Management: 

2-1- Court heanng preparatlOn 

2-2- Record court heanng events 

2-3- Record heanng notes 

3- Post hearmg procedures: 

3 -1- Attach a request to case file 

3-2- Perform procedures for acknowledgments presented by httgants 

3-3- Receive a claim of remissness 

3-4- ExecutIon of a prehmmary Judgment of referral to Experts Department 

3-5- Execution of a prehmmary Judgment of delegatIOn on one of the Court 
Experts List 

3-6- Execution of a prehmmary Judgment of referral to ForensIc Medicme 

3-7- ExecutIOn ofa prehmmary Judgment ofchangmg the delegated Expert 

3-8- ExecutIOn of a prehmmary Judgment of acknowledgments for Clerks 
Department to undertake 

3-9- Execution of a prehmmary Judgment of acknowledgmg an outside 
authonty 

3-10- ExecutlOn of a prehmmary Judgment ofnon-JunsdictIOn and referral to 
another court 

3 -11- Execution of a prehmmary Judgment of referral to another CIrCUIt 

3-12- Case DIsmIssal 

3 -13 - Undertake bankruptcy procedures (executIOn of Judgment with 
bankruptcy of defendant) 

4- Issuance of Certificates and Copies· 

4-1- Receive from pubhc requests askmg for a certIficate WIth all paId 
expenses m a case filed 

4-2- Cycle of IssUIng a certificate of court mdex mformation - commerCial 

4-3- Cycle of Issumg a certificate of court mdex mformatlon - taxes 

4-4- Cycle of Issumg a certificate of court mdex mformatlon - clVlI 

4-5- Cycle of Issumg a certIficate of no bankruptcy 
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North Cairo Court System AnalYSIS Report 

4-6- Cycle of makmg a certIfied copy of any of the case documents 

5- RegIstratIon of compames contracts 

6- DepOSIt and wIthdraw of depOSIts In the full court 

7 - Cycle of ClaIm Dept 

8- TranSItory orders request / preventIve detentlOn / dIscharge 

Clerks also undertake statIStiCS, follow-up and other admInIstratIve functIons 
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Third: Detailed Activity: 

Some comments cntlclzmg the system of work as well as suggestlOns to get over 
problems can be detected by foUowmg the procedures and data used mSlde the court 

• DeCISIon-makers are usually faced WIth non-consistency of statIstical reports 
Issued by dIfferent court departments This IS due to non-exIstence of specific 
defimtions to which everybody agrees upon For example, CIrcUIt clerks dIffer 
m definmg final and mterlocutory judgments However, all CIrcuIt clerks 
submIt monthly statIstIcs about Judgments Issued by the Judges, whIch are 
considered a part of the JudICial mspectIOn tools for Judge's performance 
evaluatIOn If the answer to that IS that CIrcUIt clerks have no rIght to put 
defimtlOn, however, they are the ones who Issue the reports and statistIcs to 
forwarded to ChIef Justices, then the mmistry to make declSlon Therefore, we 
suggest developmg a booklet With all typical defimtlons for those terms and 
dIstnbute m all courts 

• Some law artIcles are not abIded by, such as postpomng the case more than 
once for the same reason ThIS delays the case as lItIgants tend to give the same 
excuses to postpone the heanng such as preparatIOn of documents and eVIdence 
m order to delay the case and hurt the lItIgants 

• SometImes, judges themselves postpone the case to a date previously knows as 
an offiCIal hohday to admimstratively postpone It once more 

• By the end of August 1997, there were 15,000 SIgnature cases, I e about 17% 
of total number of cases filed before the court ThIS volume of small cases 
mcreases the burden over the Judges' shoulders We recommend settmg 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 digmty as It should not be used a back 
door for CItIzens to evade state taxes 

• No momtonng plan by eIther pIlot courts or JudiCIal mspection for madvertence 
or judgment mterpretatlon to evaluate effiCIency and accuracy of Judges to take 
care of all case sIdes 

• InstructlOns should be documented and updated regularly Moreover, 
mstructlOns annullmg others should not be kept so as clerks do not refer to 
annulled mstructions 

• There are no references or Junsprudents m court With expenence m procedures 
except ChIef JustIce who has the authonty on hiS own responsIblhty to order 
executIon of procedures to solve the pubhc problems ThiS JUrIsprudent should 
be easIly dccesslble by clerks In case of absence ofJunsprudents, clerks get 
lost m dealIng WIth some Situations, WhICh they meet for the first time and 
cannot handle ThiS leads to neglectmg pubhc requests and hence delaymg the 
procedures 
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• Procedures of case filmg of cIvil cases dIffer from commercial cases, especially 
m settmg the date for the first heanng The date of first court heanng for a 
commercial case IS set accordmg to ItS number put m case mdex, while first 
court heanng for a CIVil case IS set before the case IS recorded 10 case mdex 
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 IS referred to the same section (CIVil, commercial, taxes) and 10 this case 
referral IS made by a declSlon In case of refernng case file from one sectIOn to 
the other, It IS considered a court order 

• Employees should be redlstnbuted 10 the buIld 109 as It was noticed that SIX 
commercial circuit clerks are located 10 one room with pIles of case files and 
publIc IS allowed to enter the room and review the files There are also 71 
typists 10 three rooms where each tYPiSt with the machme less that one meter 
squared, whIle each should be proVided with 2 25 m2 accordmg to the general 
standards 

• There are no fixed procedures for document flow among employees and 
different departments Hence, each employee delIvers documents, as he thmks 
appropnate and safe for him There are four ways of documents flow 

1 DelIvenng note 
2 Slgmng a copy for receipt 
3 Slgmng a book mcludmg document mformatIon 
4 Sufficmg with reglstenng the document 10 the recelvmg employee book 

The problem IS 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 behmd 
choosmg any of them 

• Dependmg on microfilm on IssUIng bankruptcy certificates necessary for filIng 
bankruptcy cases IS unacceptable as employees workmg 10 the microfilm are not 
of the Judiciary asslstmg 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 IS managed 
by an outside agency provldmg thIS service to the court and not part of the court 

• ClrcUlt clerks delIver case documents to the lItIgants attorneys and keeps their 
syndicate cards till they bnng back the documents In case the attorney needs 
an offiCial copy, the document IS given to the office boy to make a copy 
Moreover, Circuit clerks meet the lItigants m the office so that they can review 
the case file However, the room IS very small and crowded WIth desks 10 

additIOn to the fact that there IS more than one ClrcUlt clerk 10 the room, thiS IS a 
nsk as documents might be lost ThiS IS very nsky, 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 dunng the 
court heanng except for the documents presented after the case IS postponed for 
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judgment pronouncement WhICh are presented directly to the Circuit clerk 
LItigants usually present those documents nght before the court heanng 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 Umt, whIch m turn sends It to ForenSIcs who sign for 
receipt by weight of the envelopes Trackmg those files IS 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 IS of no use This register IS 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, It IS enough to keep the Experts 
Book, which Includes InformatIOn about the cases that were actually referred to 
the Experts Department, as cases are registered only when It IS sent to or 
received from the Experts Department 

• The Calendar employees and CirCUit clerks Issue certificates ThiS IS a time 
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 wntmg on them for so many 
tImes 

• There are no rules definIng the relatIOnship between CirCUit clerks and Calendar 
employees There IS no umfied system In court to update Calendar InformatIOn 
automatically after each heanng For example, If one of the employees submits 
a request to the Calendar umt, they can not make sure that IS request has been 
approved by the court dunng the case proceedIngs, as court consent IS not 
registered In the Calendar 

• The way case files and court files are kept IS very bad In regard to ventIlatIOn, 
arrangement, and orgamzatlon In some cases Archive employees cannot find 
the archIved case files and hence not respondmg to the publIc request ThiS 
problem IS because of the In appropnate archiVIng system 

• The ClaIm System IS descnbed m several minIstry Circulars and mstructlOns, 
however, the system maInly depends upon the employee's expenence and 
effiCiency and not the system Itself There IS no real techmcal follow-up ClaIm 
Inspection IS only formal and focuses on dlscovenng the employees' techmcal 
mIstakes and not the effectIveness of the claIm system as a whole What adds to 
the system problems IS the effiCiency level of the servers As there IS no system 
for evaluatIng servers' effiCiency In claims execution, the eXIstIng system IS 
conSIdered IneffectIve It IS qUIte enough to know that only 25% of the total 
claims IS collected which lead to accumulatIon of uncollected fees to reach 
LE47 milhon till now We thInk that fees estimatIon and collection systems 
should be reconSidered so that fees are collected dunng and before case 
dISPOSitIon 
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Core of the Problem: 

The reader mIght th10k that the problems thIs study refers to IS dIfferent from those 
referred to 10 the Ismalha Court System AnalysIs Study The systems mIght be 
dIfferent, however, the core of the problem The problems wIll be descnbed 10 the 
follow1Og few hnes whIch themselves gIve dIrectIons to the appropnate way of 
solvmg those problems 

1 FIrst Problem The concept of court staff and activIties management IS absent, 
work flows by mertla and not based on admIlllstrative leadershIp that undertakes 
supervIsIon and control actIvItIes, evaluatIOn of actIvItIes outcomes, and 
companson between outcomes and court target 

2 Second Problem Constant mcrease m human resources WIthout planmng 
besIdes no evaluatIon of newly hIred quahfications IS undertaken to make sure 
they are capable of workmg m the court Court staff needs orgamzed trammg 
on court system Moreover, methods used for updatmg staff WIth new 
mstructIOns and regulatIOns must be reconsIdered and set up m a more 
orgamzed and effectIve way In addItIOn, court staff needs trammg on 
management, supervIsIon and control theones 

3 ThIrd Problem regular reVIew of court needs for a change m the system 
rarely happens ThIS IS a functIon done by the supervISOry level that also 
suggests Issumg new laws 

4 Fourth Problem No MIS system m the court, although mformatlon IS the 
heart of management whether court, departments, or even court heanng 
management InformatIOn IS the means of mterpersonal commumcatIOn 
between employees mSIde the court and between the court and other outSIde 
agenCIes There IS no dIfference between absent and unorgamzed mformatIOn 
as both cancel ItS role as rehable means of commUlllcation 

5 FIfth Problem The concept of customer satisfactIon (htigant and lawyer) of 
the servIce IS not put mto conSIderatIOn ThIS concept IS the baSIC to 
management success and qualIty achIevement m 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 satlsfaction must be subject to the 
rule of law m the first place One of the most Important requests of the 
customer IS hIS WIll to feel digmty of court whether m dealIng WIth the 
employees or m documents handled mSIde the court 

System Research Egypt 
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A MIDEAST 1 
~~ •• 
NatIOnal Center for State Courts & Systems Research Egypt 

VIA FAX 573 8607 

July 30, 1998 

Att Mr Nabll RIzk, DIstnct Manager 
NCR- Egypt 
21 GIza St, Borg El NIl 
GIza, Egypt 

Dear Mr RIzk 

Admlnlstrduon ot Ju~([cc Support ProJcLt 
Contract No 263 -02 .. \.3 C- 00 -513-1--00 

'lJ1.l-t.J1 0 J1Jl rs-J tJ~ 

As NCR IS nearmg completIon of cablmg and hardware mstallatIOn servIces at the 
NatIOnal Center for JudICIal StudIes m AbbassIa, CaIro, we take thIS opportumty to 
exerCIse our option to request Follow on Work from your firm, m accordance WIth the 
terms of our contract, stated below 

170 Follow on Work - OptIon to Extend Services 

AMIDEAST may request contmued performance of any services Within the limits 
and at the rates specified m thiS Subcontract These rates may be adjusted only as a 
result of prevalhng 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 In wrltmg by AMIDEAST to 
NCR wlthm the period speCified m thiS agreement under Clause, "Term " 

The speCIfications for thIS optIOnal work, to be performed at North CaIro Court, 6th floor, 
AbbassIa, CaIro, are enclosed for your reVIew 

We would lIke to have a prelImmary meetmg next Tuesday, August 4th, at 12 00 noon 
The purpose of thIS meetmg, to be held at the ChIef JustIce's office at North CaIro Court, 
IS to dISCUSS the cabhng reqUirements With members of the North CaIro Court and 
Engmeenng Dept, With whom you Will be workmg Durmg thIS VISIt, you should be 
prOVIded WIth an opportumty to VIew the SIte proposed for the LAN mstallatIon 

Smcerely, 

JanIe Abdul AzIZ 
Project Office Manager 

JAA/Jaa 
Enclosure 
File Contract_amendment doc 

4 -\hnlldPt,hJ 51 CllIBJllJ..B1Jh IOthFl GtrJl.nCIl\ CuroE",\pl Tel ~)5 8164/''''5 8167FJ.'i. ~5~ b167Etnlli tOJ,unlt-wlll 

11)1,(i>Jlk ~t111l J"J~'iI.1.>...-JJ 1" A\il ,..-~aJr, A\w/r"A\"\( ~-'.rALUI ......... J~JL.,. .>-LJIJj..J1 -L. ..................... L..L.).....>..>.I L....' 
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Introduction to Chapter One 

This chapter IS 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 IS a descrrptlon of the court high-level cycles In other words, 
all the operations taking place In court Without details as the detailed 
operations are mentioned In Chapter Two 

2. 
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Organizational Chart 

The Clerks Unit IS one of the most Important Judicial assistants In court 
Performance level of the Clerks Unit IS considered one of the conditions for 
Justice realization on timely basIs 

The Clerks Unit of North Cairo Court IS 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 
Nosselr - Commercial Section headed by Mr Mahmoud EI Hossary - Taxes 
Section, headed by Mr Abdul Khallk Mohamed This distribution was made to 
distribute workload 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 ItS employees In different places to serve the three 
sections 

One of the characteristics of the North Cairo Court Clerks Unit IS that the unit 
works In the evenings where the Head of the CIVil Section registers the vases 
and sets the date of the first heanng 

Accordingly, It IS obvIous that the main factor governing the administrative 
structure and Job organization of the Clerks Unit IS the number of cases filed 
before the court and their different types Therefore, It IS 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 IS set 
before registration In the CIVil Index In order to save the time consumed by the 
litigant 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 IS also noticed In the North Cairo Court Commercial Section that the section 
uses the microfilm for ISSUing 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 
circuit clerks In case management till diSposition, below IS 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 Untt (Clvll- Commercial -
Taxes) IS 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 
umt The most Important of those documents are 
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• Request to receive documents from a case file disposed of whether with 
a final Judgment, dismissal, suspension, or conciliation 

• Request to receive a copy of a judgment In case the name IS wrongly 
wntten 

• Request to receive judgment execution statement with a lawyer's power 
of attorney when there IS 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 

• Submit a request for appeal for a case disposed of In one of the partial 
courts without having Information about the appealed case 

• File a contract case without submitting the onglnal documents 

• Receiving and sending of case files by circuit clerks from and to outSide 
agencies and cases of non-completion of papers, copies and anginal 
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 stili 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 

• Assessment of fees for requests of ratification of papers Issued b the 
court and Will be used abroad 

Second CircUit Clerk 

* CirCUit clerk IS 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 dunng the case cycle 

* CircUit clerk undertakes the secretanal work for the judges whether 
dunng the hearing (taking notes) as, according to the law, a court hearing 
may not be held If the circuit clerk IS absent The circuit clerk also 
undertakes secretarial 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 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

* 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 

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

• Presents matters related to work to Head of the Unit 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 flies from the Index department after they registered 
and microfilmed 

• Receives 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 
copies receipts book, archive receipts book, claims receipts book 
correspondence receipts book 

• Prepares case files before the hearing and make the necessary 
arrangements for the heanng 

• Takes notes of the hearrng events, takes Investigations reports and files 
them In the case file 

• Executes court deCISions made durrng the hearrng notifications 
acknowledgment, and fines 

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

• Takes the responSibility of dellverrng and receiving cases attached to 
other cases or referred to other CirCUits 

• Receives judgment and wrrts drafts (wrrt of summons - sub-cases Writ 
Intervention application application for IntrodUCing new litigants) as well as 
receiving the typed Judgment 

• Wrrtes reports on fines attorney's fees, fees assessment orders and 
registers them In the Copies department 

6 
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• Delivers reports on fines, attorney's fees, and fees assessment orders 

I to be executed along with the onglnal and a copy of the Judgment and the 
onglnal and a copy of the request 

I • 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 

I comments on the judgments and decIsions to be executed for review and 
correction 

I • Delivers case file after diSposition and closure to the Archive 

• Receives case files from the Archive for attachment to another case file 

I • Undertakes procedures of forgery claims and registers them In claims 
register 

I • Receives cheques to pay experts deposit from governmental authOrities 
and delivers them to Accounting Department With a memo and receives 

I 
from the Accounting Department a list of settlement of cheques delivery 

• Registers Information of cases referred to the Experts Department In a 
general record before the experts deposit IS paid and Within 24 hours from 

I court order of referral 

• Registers Information of cases after the experts deposit IS paid In a 

I special book and delivers the case file after making a note on It to the 
Correspondence Department to send It to the Experts Department 

I • Delivers requests for enhancement of experts opInion to sent them to 
the Experts Department 

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

I • Receives papers coming from outside the court (like experts opinion) 

• Register information on the request of renewal or enhancement 

I 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 

I • Circuit clerk of bankruptcy CirCUits follows up bankruptcy declaration 
procedures after the judgment IS announced With the debtors attorney and 

I 
bankruptcy officer 

• Receives and delivers service papers to and from service Department 

I • Referral acknowledgments 

I 7 
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• Acknowledgment with submission of experts or forensIcs reports 

I • Delivers judgments after signature by circuit chief judge to the Microfilm 
DIvIsion 

I • Delivers experts reports to the Microfilm DIvIsion 

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

I • Delivers offiCial and execution copies to the litigants after the disposition 
of the case 

I 
• Receives lawyers bnefs and documents to be put In the case file before 

judgment hearing 

• Receives requests for corrections In judgments from the public to 

I present them to Circuit chief judge 

• Receives requests for moving the hearing date to an earlier data from 

I the publiC to present them to Circuit chief judge 

• Receives service and fees assessment papers such as 

I • Service With onglnal wnt of summons 

I • Re-servlce With the wnt of summons 

Service With correction of case form • 

I • Service With InclUSion of new litigants 

• Service With requests amendment 

I • Re-servlce With requests amendment 

I • Service With Intervention or inclUSion of litigants 

• Service With request of exclUSion of litigants from a case 

I • Service With litigating whoever committed With execution 

I • Service With suspIcion of forgery 

• Service With renewal of a dismissed case 

I • Service With enhancement of a case from suspension 

I 
• Service With enhancement of a case from ~ t1..-.'l\ 

'-
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• Acknowledgment of witnesses 

I • Service with a sub-case 

I • Service with abandonment of litigation 

Service with preliminary Judgment • 

I • Service with administrative postponement 

• Service with Inclusion of new litigants 

I • Service with renewal of case from dismissal 

I • Service with abandonment of litigation against one of the litigants 

I 
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ORGANIZATIONAL CHART 

FOR NORTH CAIRO COURT CLERKS UNIT 
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Court High-level Work Cycles 

This study alms 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 
trigger 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 IS 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 explalnmg the 
series of low-level cycles - components of the high-level cycles - arranged In 
order along With showing the triggers and the department performmg 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 It IS noticed that each 
cycle IS stimulated by the trigger and starts after the prevIous cycle ends -
If there IS a prevIous cycle Moreover, uSing thiS code, reader can refer for 
more details m chapter two 

• Cycle Name thiS IS the name of the low-level cycle referred 
to by the code 

• Cycle Tngger thiS IS an Internal trigger (document or an oral 
request) commg from one of the court employees such as case file 
received by the CirCUit clerk Here the case file IS conSidered an Internal 
trigger 

12 



• Section the section where the aforementioned low-level 
cycle takes place 

• Remarks remarks on the cycle 

Below IS a list of the maIO high-level cycles 10 the court 

1- Case Initiation 

1-1- Commercial Case Initiation 

1-2- Bankruptcy Case Initiation 

1-3- Taxes Case Initiation 

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- Hearing 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- ReceiVing a request of setting an earlier date for the hearing 

3-4- Execution of preitmmary Judgment of referral to the Experts 
Department 

3-5- Execution of preitmlnary Judgment of delegation of one of the 
Experts on the court list 

3-6- Execution of preitmlnary Judgment of referral of case to the 
ForenSIcs 

13 
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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- Issuance of Certificates and Copies 

4-1- Receiving a request for Issuing a certificate with case expenses 

4-2- Cycle of certificate Issuance from Calendar data - commercial 

4-3- Cycle of certificate Issuance from Calendar data - taxes 

4-4- Cycle of certificate Issuance 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 

l-l 
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Commercial Case Initiation 

Cycle Summary 

After assessment and revIsion of fees over the wrrt 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 hearrng Then the Index continues the procedures by sending the case file to be microfilmed then 
dellverrng It to the CircUit clerk responsible for It 

Cycle Description 

Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks 
Code 

Wrrt of Summons 1-1-10 Receiving commercial Head of the 
case commercial 

section 

24-1 Assessment of fees for Fees 
wrrts and requests for assessment 
orders 

Wrrt of Summons 25-1 RevIsion of fees for wrrts Fees revIsion 
with assessed fees and requests for orders 

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

Wrrt of Summons 16-1 Collection for commercial Collection 
with revised fees section 

15 
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Outside Tngger 

Docket with revised 
fees 

was with revised 
fees 

was + docket with 
paid fees 

Cycle 
Code 

16-1 

16-5 

1-1-5 

1-1-7 

1-5-5 

1-5-5 

1-6-1 

Cycle Name 

Collection for commercial 
section 

Collection of attorney's 
taxes 

Receiving a commercial 
case 

Defining Circuit number for 
a commercial case 

Continuation - Receiving a 
commercial case 

Microfilming 

Continuation - Receiving a 
commerCial case 

Receiving a case file and 
registration In a circUit 

16 

Cycle Tngger Dept Remarks 

Collection 

Collection 

Index 

Case file with a number Head of the 
commercial 
section 

Case file with a defined Index 
number, CircUit and first 
heanng date 

Case file with a defined Microfilm 
number, circUit and first 
heanng date 

Case file stamped by Index 
Microfilm 

Case file stamped by CircUit Clerk 
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 
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 Descnptlon 

Outside Tngger Cycle Cycle Name Cycle Trigger Dept Remarks 
Code 

Writ 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 

Wnt 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 

Wnt of Summons 16-1 Collection for commercial Collectron 
With revised fees section 

17 
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Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks I 
I 

Code 
I 

Docket with revised 16-1 Collection for commercial Collection 'I 
fees section 

WOS with revised 16-5 Collection of attorney's Collection 
II 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 I 

1-5-2 Continuation - Receiving a Case file with a defined Index 
I: 

commercial case number, Circuit and first 
hearing date I 

Microfilming Case file with a defined Microfilm 
number, circuit and first 
hearing date 

1-5-2 Continuation - Receiving a Case file stamped by Index 
commercial case Microfilm 

1-6-1 Receiving a new case file Case file stamped by Circuit Clerk .. 
and registration In a Circuit Microfilm 
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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 microfilmed then 
delivering It to the circuit clerk responsible for It 

Cycle Description 

Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks 
Code 

Writ of Summons 1-3-1 Receiving Taxes case Head of the 
T axes sectIOn 

24-1 Assessment of fees for Writ 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 

Writ of Summons 16-1 Collection for Taxes Collection 
with revised fees section 

Docket with revised 16-1 Collection for Taxes Collection 
-_.-
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Outside Tngger 

fees 

WOS with revised 
fees 

WOS + docket with 
paid fees 

Case file with 
defined CircUit and 
first hearing date 

Cycle 
Code 

16-5 

1-3-2 

1-5-1 

1-5-1 

1-6-1 

Cycle Name 

section 

Collection of attorney's 
taxes 

Defining circuit number 
and first heanng date 

Receiving taxes I cIvil 
cases 

Microfilming 

Continuation - Receiving 
taxes I cIvil cases 

Receiving a case file and 
registration In a Circuit 

20 

Cycle Tngger Dept Remarks 

Collection 

Head of the 
T axes Section 

Index 

-
Case file With a defined Microfilm 
number, Circuit and first 
heanng date 

Case file stamped by Index 
Microfilm 

Case file stamped by Circuit Clerk 
Microfilm 
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C,v,l Case Initiation 

Cycle Summary 

After assessment and revIsIon of fees over the wrrt 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 hearrng Then the Index contInues the procedures by sendIng the case file to be mIcrofilmed then 
dellverrng It to the cIrcuIt clerk responsIble for It 

Cycle Description 

Outside Tngger Cycle Cycle Name Cycle Tngger Dept Remarks 
Code 

Wrrt of Summons + 24-1 Assessment of fees for Fees 
Case Documents wrrts and requests for assessment 

orders 

Wrrt of Summons 25-1 RevIsIon of fees for wrrts Fees revIsIon 
wIth assessed fees and requests for orders 

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

Wrrt of Summons 16-1 Collection for CIvIl section Collectron 
wIth revIsed fees 

Docket wIth revised 16-1 Collectron for CIvIl section Collection 
fees 

21 
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Outside Tngger 

was with revised 
fees 

was + docket with 
paid fees 

Case file with 
defined circuit and 
first hearing date 

Cycle 
Code 

16-5 

1-7-1 

1-5-1 

1-5-1 

1-6-1 

Cycle Name 

Col/ectlon of attorney's 
taxes 

Defining Circuit number 
and first heanng date 

Receiving taxes I cIvil 
cases 

Microfilming 

Continuation - Receiving 
taxes I civil cases 

Receiving a case file and 
registration In a circuit 

22 

Cycle Tngger Dept Remarks 

Col/ectlon 

Setting heanng 
dates 

Index 

Case file with a defined Microfilm -
number, circuit and first 
hearing date 

Case file stamped by Index 
Microfilm 

Case file stamped by Circuit Clerk 
Microfilm 



~, 
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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 heanng Then the Index continues the procedures by 
sending the case file to be microfilmed then dellvenng It to the Circuit clerk responsible for It 

Cycle DescriptIOn 

OutsIde Trigger Cycle Cycle Name Cycle Trigger Dept Remarks 
Code 

Transferred Case 1-7-2 Set a date for the first Set first heanng 
file heanng for cases referred date 

by another court 

1-5-1 Receiving taxes I cIvil Case file With a defined Index 
cases CirCUit and first heanng date 

Microfilming Case file With a defined Microfilm 
number, circuit and first 
heanng date 

1-5-1 Continuation - Receiving Case file stamped by Index 
taxes I CIVil cases Microfilm 

1-6-1 Receiving a case file and Case file stamped by Circuit Clerk 
registration In a Circuit Microfilm 

23 
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Renewal of a dismissed case - commercial 

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 onglnal 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 petition 1-6-24 Wnte down Information Circuit clerk 
about the case on the 
documents presented by the 
litigant 

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 

2-l 



OutsIde Tngger Cycle Cycle Name Cycle Tngger 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 Receiving a renewal petition Renewal petition Circuit 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 heanng before the same circuit as the onglnal 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 petition 1-6-24 Wnte 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 --

26 



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 heanng date 

Renewal petition 1-5-5 Receiving of renew or Index 
with defined circuit resume Cases 
and first hearing 
date 

1-6-2 Receiving a renewal petition Renewal petition Circuit clerk 
registered In the Index 

8-6 Dellvenng an 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 

27 
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Renewal of a dismissed case - CIvil 

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 heanng before the same circuit as the onglnal case Then he 
delivers the case to the Index, which delivers It In turn to the circuit clerk responsible for It 

Cycle Descnptlon 

Outside Tngger Cycle Cycle Name Cycle Trigger Dept Remarks 
Code 

Renewal petition 1-6-28 Write down Information Circuit clerk 
about the case on the 
documents presented by the 
litigant 

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 

28 
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OutsIde Tngger 

Renewal petition 
with paid fees 

Renewal petition 
with defined circuit 
and first hearing 
date 

L 

Cycle 
Code 

1-7-1 

1-5-5 

1-6-2 

8-6 

1-6-2 

Cycle Name Cycle Tngger Dept Remarks 

Deflnrng circuit number and Defining first To assign first 
first hearing date hearing date hearing date 

Receiving of renew or Index 
resume Cases 

Receiving a renewal petition Renewal petition Circuit clerk 
registered In the Index 

Delivering an resumed or Request from Circuit clerk Archive Unrt 
renewed case 

Continuation - Receiving a Case file from archiving Circuit Clerk 
renewal petition unrt 

29 
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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 wnt of summons to the Head of the department to define date of the first heanng before the same circuit as the onglnal 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 Writ 1-6-28 Write down Information Circuit clerk 
about the case on the 
documents presented by the 
litigant 

Renewal wnt 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 wnt with 25-1 RevIsion of assessment of Fees revIsion 
assessed fees fees for wnts and requests 

for orders 

30 



Outside Tngger Cycle Cycle Name Cycle Tngger Dept Remarks 
II Code 
! 

Resume petition 25-1 RevIsion of assessment of Fees revIsion 
with assessed fees fees for petltton and 

requests for orders 

Resume petition 16-4 Collection for Commercial Collection 

II with revised fees section 

Resume petition 1-1-7 Defining circuit number for a Head of the To assign first I 

with paid fees commercial case commercial heanng date 
section 

Resume petition 1-5-5 Receiving of renew or Index 
with defined Circuit resume Cases 
and first heanng 
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 - ReceiVing a Case file from archiving CirCUit Clerk 
resume petition Unit 

31 
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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 Writ 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 Tngger Dept Remarks 
Code 

Renewal Writ 1-6-28 Write down Information Circuit clerk 
about the case on the 
documents presented by the 
litigant 

Renewal Writ With 1-3-5 ReceiVing of renewal or Head of the 
Information made enhancement Writ taxes section 
by the circuit clerk 

24-1 Assessment of fees for Writs Fees 
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 

32 
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Outside Tngger 

Resume petItIon 
wIth assessed fees 

Resume petItIon 
wIth revIsed fees 

Resume petItIon 
wIth paId fees 

Resume petItIon 
wIth defIned cIrcuIt 
and fIrst hearing 
date 

.... 

Cycle 
Code 

25-1 

16-9 

1-3-2 

1-5-5 

1-6-3 

8-6 

1-6-3 

Cycle Name Cycle Tngger Dept Remarks 

RevIsIon of assessment of Fees revIsIon 
fees for petItIon and 
requests for orders 

Collection for CommercIal CollectIon 
sectIon 

DefInIng cIrcuIt number and Head of the To assIgn first 
fIrst hearing date taxes sectIon heanng date 

ReceIvIng of renew or Index 
resume Cases 

ReceIvIng a resume petItIon Resume petItIon regIstered CIrcUIt clerk 
from suspensIon or In the Index 
abandonment 

Delivering a resume or Request from CIrcUIt clerk ArchIve Untt 
resumed case 

ContInuatIon - ReceIvIng 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 Writ 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 Writ 1-6-28 Write down Information Circuit clerk 

about the case on the 
documents presented by the 
litigant 

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 wnt section 
With revised fees 

3-l 



OutsIde Tngger 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 hearrng date hearrng date hearrng date 

Resume petition 1-5-5 Receiving of renew or Index 
with defined circuit resume Cases 
and first hearrng 
date 

1-6-3 Receiving a resume petition Resume wrrt registered In Circuit clerk 
from suspension or the Index 
abandonment 

8-6 Dellverrng a resume or Request from circuit clerk Archive Unrt 
resume case 

1-6-3 Continuation - ReceiVing a Case file from archiving Circuit Clerk 
resume petltron unit 

15 
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Requests for Orders Cycle 

Cycle Summary 

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 Descnptlon 

Outside Tngger Cycle Cycle Name Cycle Tngger Dept Remarks 
Code 

24-2 Receiving 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 order 
fees + a certificate 

36 
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Outside Tngger 

A certified 
certificate 
authenticated by 
Copies dept 

Cycle 
Code 

4-2 

4-3 

Cycle Name Cycle Tngger Dept Remarks 

Presenting request to Orders 
transitory matters Judge 

Closure of order cycle Authenticated order Orders 

37 



~ -

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

Hearing Management 

Cycle Summary 

[
Before each hearing, the circuit clerk prepares the necessary documents and dUring the hearing he takes notes of hearing events 
In the hearing minutes, then he registers hearing results In a book 

Cycle Description 

Outside Trigger Cycle Cycle Name Cycle Trigger 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 heanng Circuit clerk 
results 
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Attachment of a request to the case file 

Cycle Summary 

After the fees are assessed and revised for the Writ, fees are paid, then the Writ IS delivered to the circuit clerk In charge 

Cycle Description 

Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks 
Code 

Writ 24-1 Assessment of fees for Writs Fees I and requests for orders assessment 
, 

Writ with assessed 25-1 RevIsion of assessment of Fees revIsion I 

fees fees for Writs and requests 
for orders 

Writ with revised 16-1 Collection Collection 
fees 

Writ with paid fees 1-6-1 Attachment of a request to Circuit 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 Descrlptaon 
- ---- ---~-

Outside Tngger Cycle Cycle Name Cycle Tngger Dept 
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 
submitted by public 

16-1 Collection Acknowledgment with Collection 
revised fees 

--- ~---.-- .. - -- - L_ --
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Receiving a request of setting an earlier date for the hearing 

Cycle Summary 

Circuit clerk receives request from public and presents It to the Circuit chief Judge, then Circuit clerk executes Judges decIsion 

Cycle Descnptlon 

Outside Tngger Cycle Cycle Name Cycle Tngger Dept Remarks 
Code 

Request from 1-6-25 Receiving request of setting Circuit clerk 
public with paid an earlier date for the 
fees hearing 

- ----~ --- . - ---
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Execution of preliminary Judgment of referral to the Experts Department 

Cycle Summary 

In case a decIsion IS made with referral of case to the Experts Dept I 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 

1-6-10 Execution of a preliminary Preliminary Judgment With Circuit clerk 
Judgment With referral of referral to Experts Dept 
case to Experts Dept I 

-

resendlng a case to Experts 
Dept or delegation of a 
committee of three experts 

1-8-1 Registration of case referred File of referred case Correspondenc 
to Experts Dept e With Experts 

1-6-10 Continuation - Execution of Case file registered at Circuit clerk 
a preliminary Judgment With Correspondence With 
referral of case to Experts Experts 
Dept I resendlng a case to 
Experts Dept or delegation 
of a committee of three 
experts 

1-8-2 Registration of case after Case file + payment Correspondenc 

42 



Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks 
Code 

paying experts money receipt e with experts 
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Cycle Summary 

Execution of Preliminary Judgment of 

Delegation of one of the Experts on the court list 

In case a decIsion IS 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 

H 
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Outside Trigger Cycle 
Code 

1-6-11 

Cycle Name Cycle Trigger Dept Remarks 

Continuation - Execution of a CircUit clerk 
preliminary Judgment with 
delegation of one of the 
experts on the court list 

45 
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Execution of preliminary Judgment of referral of case to the ForensIcs 

Cycle Summary 

In case a decIsIon IS made wIth referral of case to the ForensIcs, the CIrcUIt clerk sends It to the ForensIcs 

Cycle Description 
--- -- --- -- ----

Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks 
Code 

1-6-13 ExecutIon of a prelImInary PrelImInary Judgment wIth CIrcuIt clerk 
Judgment wIth referral of referral to the ForensIcs 
case to the ForensIcs 

--~---
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Execution of preliminary Judgment to change the expert on the list 

Cycle Summary 

In case a decIsion IS 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 Tngger Cycle Cycle Name Cycle Tngger Dept Remarks 
Code 

1-6-11 Execution of a preliminary Preliminary judgment With Circuit clerk 
judgment 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 wntten 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 IS made with acknowledgments, the circuit clerk executes the decIsion through Service Dept 

Cycle Descnptlon 
----

Outside Tngger Cycle Cycle Name Cycle Tngger Dept Remarks 
Code 

1-6-14 Execution of a court order Court order CirCUit clerk 
with acknowledgments to be -
executed by Clerks Unit 

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

~ 
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Execution of court order with notification of an outside authority 

Cycle Summary 

lin case a decIsIon IS made wIth notIfIcatIon of an outsIde authority 

Cycle DescnptlOn 

Outside Tngger Cycle Cycle Name Cycle Tngger Dept Remarks 
Code 

1-6-15 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-territorial JUrisdiction and referral of case to another court 

Cycle Summary 

In case a decIsion IS made with non-territorial JUrisdiction and referral to another court, the case file IS sent to the other court 
through Correspondence Office 

Cycle Descnptlon 

Outside Tngger Cycle Cycle Name Cycle Tngger Dept _ Remarks 
Code 

1-6-21 Execution of a court order Court order Circuit clerk 
with non-territorial 
JUrisdiction and referral to 
another court 

50 
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Execution of court order with referral of case to another circuit 

Cycle Summary 

In case a decIsIon IS made wIth referral of case to another cIrcuIt, the cIrcuIt clerk delivers the case fIle to the other cIrcuIt clerk to be 
In charge of It 

Cycle Descnptlon 

Outside Tngger Cycle Cycle Name Cycle Tngger Dept Remarks 
Code 

1-6-21 ExecutIon of a court order Court order CIrcuIt clerk 
wIth referral to another 
cIrcuIt 

51 
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Case Closure 

Cycle Summary 

This cycle starts when the judgment IS announced 

Cycle Descnptlon 

Outside Tngger Cycle Cycle Name Cycle Trigger 
Code 

1-6-9 Preparation and ratification Judgment draft 
of judgment 

7-1 TYPing of judgment draft Judgment draft + Writ of 
summons 

1-6-9 Continuation - Preparation Judgment draft + Writ of 
and ratification of judgment summons + judgment 

1-6-16 Closure of case after Ratified judgment 
diSposition 

25-5 Case fees revIsion after Disposed case file 
Judgment 

1-6-16 Continuation - Preparation Revised case file 
and ratification of judgment 

9-3 Registration of attorney's Order of fees assessment 
fees + report of attorney's fees 

+ ratified Judgment 

52 

Dept Remarks 

Circuit clerk 

TYPing Pool 

CircUit clerk 

Circuit clerk 

Fees revIsion 

CircUit clerk 
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Outside Tngger Cycle 
Code 

1-6-16 

12-1 

1-6-16 

1-6-17 

Cycle Name 

Continuation - Preparation 
and ratification of Judgment 

ReceIvIng claims papers 

Continuation - Preparation 
and ratification of Judgment 

ArchiVing a case closed In 
first Instance court 

53 

Cycle Tngger Dept Remarks 

I 
I 

Ratified Judgment Circuit clerk 

Judgment + Writ of ClaIms 
summons + order of fees I 

assessment + report of I 

attorney's fees 

Circuit clerk 
! 

Case file archive 
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Cycle Summary 

Bankruptcy Procedures 

(Declaration of bankruptcy of defendant) 

Circuit clerk does this cycle when a bankruptcy Judgment IS made against the defendant 

Cycle Descnptlon 

Outside Tngger Cycle Cycle Name Cycle Tngger 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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Receiving a request for Issuing a certificate with case expenses 

Cycle Summary 

CIrcuIt clerk writes expendItures on the request after the CIrCUIt chIef Judge agrees to It 

Cycle Descnptlon 

Outside Tngger Cycle Cycle Name Cycle Tngger Dept Remarks 
Code 

1-6-26 ReceIvIng request for a CIrcuIt clerk 
certifIcate WIth expendItures 
paId In case 

5) 
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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 IS registered In the CopIes Dept before It IS signed by head of the department 

Cycle Descnptlon 

Outside Tngger Cycle Cycle Name Cycle Trigger Dept Remarks 
Code 

Certificate request 1-1-1 Receiving 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 

)6 
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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 IS registered In the Copies Dept before It IS signed by head of the department 

Cycle DescnptlOn 

Outside Tngger Cycle Cycle Name Cycle Tngger Dept Remarks 
Code 

Certificate request 1-1-1 Receiving 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 

'i(i 
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Outside Tngger Cycle Cycle Name Cycle Tngger Dept Remarks 
Code 

A certificate request 16-1 Collection for commercial Collection 
with revised fees dept 
A certificate request 1-5-11 Certificate Issuance Calendar 
with paid fees 

A certificate request 9-4 Registration of certificate Copies dept 
with paid fees + 
certificate 

A certificate ratified 1-1-5 Signatures and stamping of Head of the 
by the Copies Dept certificates and caples Commercial 

dept 

....q .,7 
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Cycle of certificate Issuance from Calendar data - taxes 

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 IS registered In the Copies Dept before It IS Signed by head of the department 

Cycle Descnption 

OutSide Tngger Cycle Cycle Name Cycle Tngger 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 
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Outside Tngger 

A certificate request 
with revised fees 
A certificate request 
with paid fees 

A certificate request 
with paid fees + 
certifIcate 

A certifIcate ratified 
by the Copies Dept 

Cycle 
Code 

16-1 

1-5-11 

9-4 

1-2-6 

--

Cycle Name Cycle Tngger Dept Remarks 

Collection for Taxes dept Collection 

Certificate Issuance Calendar 

Registration of certificate Copies dept 

Signatures and stamping of Head of the 
certificates and copies Taxes dept 

---- --- --- --_. ---
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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 IS regIstered In the CopIes Dept before It IS sIgned by head of the department 

Cycle Descnptlon 

Outside Tngger 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 Issuance Calendar 
wIth paId fees 

GO 



-------------------
-, 

Outside Trigger Cycle Cycle Name Cycle Trigger Dept Remarks 
Code 

9-4 Registration of certificate A certificate request with Copies dept 
paid fees + certificate 

1-4-1 Stamping of papers A certificate ratified by the Stamps section 
Copies Dept 
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Cycle of certificate Issuance with no bankruptcy Judgments 

Cycle Summary 

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 Descnption 
--------- - - ------- -

OutsIde Tngger Cycle Cycle Name Cycle Tngger Dept Remarks 
Code 

CertIfIcate request Issue a certIfIcate with no MIcrofIlm 
bankruptcy Judgments 

CertIficate request 1-1-1 ReceIvIng 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 cert,f,cate request wIth Fees reVISIon 
for the certificate assessed fees 

16-1 Col/ectlon A certificate request with Col/ectlon 
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 Tngger Cycle 
Code 

1-1-5 

Cycle Name 

Signatures and stamping of 
certificates and copies 

63 

Cycle Tngger Dept Remarks 

I 

A certificate ratified by the Head of the 
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 Trigger Dept Remarks 
Code 

Oral request for 8-7 Obtaining documents from Archive 
documents case file to make copies 

9-2 Delivering a certified copy Ongrnal + copy Copies Dept 

25-4 RevIsion of fees for the Onglnal with assessed Fees revIsion 
copies fees 

16-1 Collection Onglnal request with Collection 
revised fees 

9-2 Continuation - Dellvenng a A certificate request with Copies Dept 
certified copy paid fees 

Signatures and stamping of Copy + onglnal with paid Head of the 
certificates and copies fees Dept 

---
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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 heanng In the same circuit where the onglnal case IS files The 
case IS then showed to the head of the department to define the Circuit and heanng 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 Trigger Cycle Cycle Name Cycle Trigger 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 compames summary + company assessment 
contracts summary contract 

company contract 25-9 ReVISion of fees assessed Fees revIsion 
summary With for commercial compames 
assessed fees + contracts summary 
company contract 

company contract 16-4 Collection for commercial Collection 
summary With dept 
revised fees + 
company contract 
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OutsIde Trigger Cycle Cycle Name Cycle Trigger Dept Remarks 
Code 

Attachment report 1-2-1 RegIstratIon of company RegIstratIon of 
establishment contract commercIal 

companres 
contracts 

Attachment report 1-2-2 RegIstratIon of amendment I RegIstratIon of In case of 
contract annulment commercIal amendment or 

companres annulment 
contracts 

00 

-~ 
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Cycle Summary 

-" \ 

Putting and Cashing deposits In the full court 

When a deposit IS made a report IS written where payment conditions are stated by the depositor A report may be made of the 
deposit When a request IS made to receive this deport, a study IS made about his capacity according to a study made about the 
deposit 

Cycle Descnptlon 

Outside Tngger Cycle Cycle Name Cycle Tngger Dept Remarks 
Code 

Deposit report 13-1 Receiving 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 Semor Clerk 
+ documents + deposit 
memo 

Present to Chief Justice Request to receive deposit Chief Justice 
with a notation by Semor 
Clerk + documents + 
deposit memo 
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Outside Tngger Cycle Cycle Name Cycle Tngger 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 

(is 
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List of Claims Cycles 

Cycle Summary 

As all tnggers In the Claims Department are outside tnggers, 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 

Onglnal and copy of 12-1 ReceiVing claims papers Claims 
fees list, onglnal 
and a copy of 
Judgment, and wnt 
of summons 

Onglnal fees list + 12-2 ReceiVing papers after Claims 
service papers service 

Report of 12-3 ReceiVing repot of Claims 
investigations investigations 

Onglnal Itst + 12-4 ReceiVing papers after Claims 
service papers servIcing a government 

authonty 
Sequestration 12-5 ReceiVing service report on Claims 
report + served fees execution of sequestration 
Itst + execution 
delegation 
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Outside Tngger Cycle Cycle Name Cycle Tngger Dept Remarks 
Code 

Seiling declaration 12-6 Return of publishing the ad Claims 
+ bill + Journal from the Journal 

Collection report + 12-7 Receiving response of Claims 
onglnal fees list + service on execution 
execution collection report 
delegation + 
onglnal receipt 
(blue) 

Report of 12-8 Receiving response of Claims 
nonexistence of service on execution Report 
anything + onglnal of nonexistence of anything 
serviced fees list + 
execution 
delegation 

Report of objection 12-9 Receiving response of Claims 
+ fees list + service on execution Report 
execution of objection 
delegation 

Report of collection 12-10 Receiving response of Claims 
of a part & service on execution Report 
sequestration of collection of a part & 

sequestration 
_ .. 

70 
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Outside Tngger Cycle Cycle Name Cycle Tngger Dept Remarks 
Code 

Report of collection 12-11 Receiving response of Claims 
of all money + service on seiling report of 
onglnal receipt collection of all money 
(blue) + seiling 
papers 
( sequestration 
report + seiling 
declaration + fees 
list + Journal) 

Report of no buyers 12-12 Receiving response of Claims 
+ report of service on seiling report of 
sequestration + list no buyers 
of serviced fees + 
Journal 

DIsposition report + 12-13 Receiving response of Claims 
seiling papers + service on seiling 
( sequestration DIsposition report 
report + list of 
serviced fees + 
seiling declaration + 
Journal) 

-
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Outside Trigger 

Report of stopping 
execution for 
someone claiming 
property + 
sequestration report 
+ seiling declaration 
+ list of serviced 
fees + journal 

Cheque 

Oral request 

Installment request 

Appealed case file 
With revised fees 

Referred case file 

Exemption 
Judgment 

Cycle 
Code 

12-14 

12-15 

12-16 

12-17 

12-18 

12-19 

12-20 

12-21 

12-22 

Cycle Name Cycle Trigger Dept Remarks 

Receiving response of Claims 
service on seiling Report of 
stopping execution for 
someone claiming property 

ReceiVing a cheque to pay Claims 
claims 

PaYing through the claims Claims 

Making payments on Claims 
Installments 

Annulling an appeals Claims 
judgment completely 

Referral of claims Claims 

Exemption of fine Claims 

-
FollOWing up complaint Date of complaint hearing Claims 
hearing 

FollOWing up objection Date of objection hearing Claims 
hearing 
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Outside Tngger 

Oral request 

Certificate request 
(with revised fees) 

Wnt by a 
government 
authonty 

Judgment 

Writ of summons + 
exemption decIsion 

Book of deduction 
of collected money 
+ statistics of partial 
courts 

Cycle 
Code 

12-23 

12-24 

12-25 

12-26 

12-27 

12-28 

Cycle Name Cycle Tngger Dept Remarks 

Sending a letter to pay after Claims 
disposition of property 

Dellvenng a certificate of Claims 
paying the claims 

Registration In government Claims 
books 

Registration of a Judgment Claims 
committing the plaintiff 
which IS a government 
authonty 

Registration In exemption Claims 
book 

Monthly report claims 

\ 
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month delay for renewal of polIcy 

20 Remove expert's name because of death 6-9 44 

21 ReceIve a mmlsterIal decree to remove expert s 6-10 49 
name from the roster 

22 Request submItted by expert to remove hIS 6-11 51 
name 

23 ReceIve removal Judgment 6-12 57 

24 AssIgn cases to roster experts 6-13 64 

25 ReceIve deposIt cashmg slIp 6-14 68 

26 AssIgn labour cases to Expert's Office 6-15 70 

27 AssIgn case to forenSICS after fees payment 6-16 72 

28 ReceIve complamt agamst Expert 6-17 74 

29 NotIficatIOn wIth date of expert's assIgnment 6-18 79 

30 Monthly loyalty reports 6-19 81 

31 AssIgn cIvIl case as soon as Judgment IS 6-20 83 
announced 

32 AssIgn clVll case after deposIt payment 6-21 85 

33 Issuance of regIstratIon certIficate 6-22 87 

34 Issuance of non-regIstratIOn certIficate 6-23 91 

35 Issuance of expert's death certIficate 6-24 95 

36 ReceIve cases from Experts Department 6-25 99 
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Description of Orders Department 

Date August 29, 1997 !Tlme 11000 a m 
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 
Popular Title Orders Dept 
Organizational Clerks Dept I Orders Dept 
POSition 

I Head of Dept I 
I 

I ~ I I 
Clerk of regIstratIOn Clerk of regIstratIOn Clerk of Clerk of 

of debt payments of attamment regIstratIOn of debt regIstratIOn of 
order s Commercial partial navment" orner" attamment 

Commercial partIal 

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 

Cycle code 4-1 

No 

~ 

~ 

• 

Location 

Department 
Head 

Orders Dept Trrgger 
document 
Frequency 

Receive order h-1 Request for 
and revises order w~ ... 
documents fees 

., 

.t:. 

Attached 
documents 

Request for Issuance of an 
order with paid fees 
Upon request 

Litigant 



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

Work cycle 

Cycle code 

\}J 

Continuation of Record request for 
order 
4-1 

Location Orders Dept 

Registration 
clerk 

Trigger 
document 
Frequency 

1l1li I Registration In ... 14I1--------i 
the book 

') 

v 

Request for Issuance of an 
order with paid fees 
Upon request 



-...-
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Work cycle 

Cycle code 

• 

ContInuatIon of Record request for LocatIon 
order 
4-1 

Orders Dept 

. _. 

Registration 
clerk 

Tngger Request for Issuance of an 
document order wIth paId fees 

-----
. Er=~9l..1ency _____ l..Jflon request 

14 I Registration In 1<111141--------i 
the book 

A .., 
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Work cycle Continuation of Record request for 
order 

Cycle codE3_~ 

No 

Location Orders Dept 

Registration 
clerk 

Search for 

--

Tngger Request for Issuance of an ! 

document order with paid fees 
. Freguency ___ ~on reguest 

Registration 
clerk 

prevIous 
orders related 
to the subject 
of the request 

r-------il Register In the ~I"'I-__ --I 
Index 

L 
oJ 



Work cycle 

Cycle code 

...-
to" 

-------

ContInuatIon of Record request for 
order 
4-1 

Registration clerk 

Attach prevIous 
14 I orders to request l<1li141---1 

and documents 

Request for 
order and 

attachments 

Registration 
clerk 

Receive 
prevIous 

requests for 
orders 

LocatIon Orders Dept 

PrevIous 
requests for 

orders slqned -

6 

Tngger 
document 
Frequency 

Awalt 
Archive 
request 

Request for Issuance of an 
order wIth paId fees 
Upon request 

Registration 
clerk 

Return to 
Archive as per 

prevIous 
orders 



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

< ...-
~ 

Work cycle 

Cycle code 

Continuation of Record request for 
order 
4-1 

Request for 
order and 

attachmetns 

Location 

7 

Orders Dept 

Yes 

No 

Tngger Request for Issuance of an 
document order with paid fees 
Frequency Upon request 

Registration clerk 

Register pervIous 
orders data In 

registratIOn book 



Work cycle 

Cycle code 

~ 

Continuation of Record request for 
order 
4-1 

Requests for 
order box files 

Location Orders Dept 

Registration 
Clerk 

Filed In the 
dally box files "" 

"-

n 
u 

Trigger Request for Issuance of an 
document order with paid fees 
Freguency Upon request 

Registration Clerk 

Record 
attachments on .-onglnal request 

for order ---8 
" 

Request for order 
with attachments 

recorded and 
attachments 

---.. 



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

Description of work cycle Record request for order 

Job Description and Remarks 
Receive order and revise the documents Order IS 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 IS done In the Index for requester name or people against whom request IS 

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 original request Orders data are written Including dates of request for orders on back of request 
for order Then data are recorded In the book In "remarks" column 
File In dally box files A file IS opened to put In all requests for orders received dUring the day I 

,.... 
~ 
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Work cycle 

Cycle code 

-b 

Submit request of temporary 
matters Judge 
4-2 

Request for order 
ratrfied by the 
Judgment and 
attachments 

Location 

Awalt 
Judge s 

Judgment 

... n 
IU 

Orders Dept 

Judge 

Tngger 
document 
Frequency 

Orders 
requests 

Department 
head 

Issue request 
)4 I I for order and 

attachments 

Request for 
order and 

attachments -

Box file of requests for 
orders 
Dally 

Beginning of 
the day 



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

Work cycle 

Cycle code 

-~ -

Continuation of Submit request of 
temporary matters Judge 
4-2 

Record of 
requests for 

debt payment 
orders 

Requests for 

Yes 

Location 

No 

attainment and ... 1 .... 1-----.... 

temporary 
orders 

~ ~ 
I I 

Orders Dept 

Registration 
clerk 

Register 
judgment 

Trigger Box file of requests for 
document orders 
Frequency Dally 

Head of Dept 

Deliver orders 1 ....... 1-_-1 
to clerk 



--~ "\ 

Work cycle 

Cycle code 

Continuation of Submit request of Location Orders Dept 
temporary matters Judge 
4-2 

Head of CIvIl 
Dept 

Head of 
CommercIal 

RegIstratIOn clerk 

Dehver ratrfied 
order Judgment 

and attachments to 
CIvIl Dept 

Head of Dept 

Deliver ratIfied order 
Judgment and 
attachments to 

CommercIal Dept 

....... 
1'-

yes 

Tngger Box file of requests for 
document orders 
Frequency Dally 

No 



-------------------
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Description of work cycle Submit request of temporary matters Judge 

Job DescriptIOn and Remarks 
Record of Judgment Judgment IS recorded whether with acceptance or refusal Date of submission to 

the Judge IS 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 Judgment and attachments They are delivered to the concerned Dept where request IS reVised, then all 
to CIvil/Commercial Dept requests are stamped and returned to Orders Dept after setting the claim over 

-----------
accepted of"c!~rs of debt payment 

~~ -

-1') 

~ 
Iv 



Work cycle Close Orders cycle Location Orders Dept Trigger Order ratified with a 
document Judgment and attachments 

after revIsion 
Cycle code 4-3 Frequency Dally 

Head of Dept Head of Dept 

Order ratified by 
RevIsion and Judgments and 

~ 

Microfilm ~ delivery to ... Receipt ... attachments after K CIvil I Commercial 

" 
... ... Dept 

microfilm revIsion 
"" ...... 

..... 

~r 

" 
~ :::: ,.-

~ "'-. 

Orders Dept CIvil I Commercial 
log Dept log 

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

... A ,..., 

-~ 
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Work cycle Continuation of Close Orders cycle Location 

Cycle code 4-3 

Head of Dept 

J.... J Register archive I ...... I-_~ 
date In the record 

..-
~ 

V'\ 

Orders Dept 

Head of Dept 

Receipt and 
revIsion of 

signatures and 
notations 

-1t::: 
Iv 

Tngger 
document 

Frequency 

Order ratified by 
Judgment and 

attachments after 
microfilming 

Order ratified with a 
I 

Judgment and attachments I 

after revIsion 
Dally 

Microfilm 



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 Dally 

requests 

No 

16 

-
~ 
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Work cycle Continuation of Close Orders cycle Location Orders Dept Tngger Order ratified with a 
document Judgment and attachments 

after revIsion 
Cycle code 4-3 Frequency Dally 

Head of Dept 

Delivery to 
Archive Archive 

-~ ~7 
I I 



Work cycle 

Cycle code 

-
~ 

Procedures of objection against 
refusal of attainment order and 
temporary matters orders 
4-4 

Head of Dept 

Prepare case 
roll list for 

Judge 

Case roll 

Location Orders Dept 

Head of Dept 

Receipt 

-10 
ru 

Tngger 
document 

Fre uency 

Onglnal wnt with 
paid fees and 
attachments 

Setheanng 
date 

Onglnal wnt with paid fees 
and attachments 

Upon request 

CIvil I Commercial 
Dept 



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

Work cycle 

Cycle code 

-~ 

Continuation of Procedures of 
objection against refusal of 
attainment order and temporary 
matters orders 
4-4 

Location 

Awalt 
judge's 

judgment 

Orders Dept Tngger Onglnal wnt with paid fees 
document and attachments 

Frequency Upon request 

Head of Dept 

deliver case 
J... I roll and Writs to "'1~1-----4 

judge 

~n 
1;;:,1 



Work cycle 

Cycle code 

~ 
• 

ContInuatIon of Procedures of LocatIon Orders Dept 
objectIon agaInst refusal of 
attainment order and temporary 
matters orders 
4-4 

CIvil/Commercial 
Index 

Onglnal wnt of 
summons with 
a notation of 
the Judgment 

Head of Dept 

Return case 
documents to the 
CIvil/Commercial 

Dept 

,">/"'1 = 

Tngger Onglnal wnt wIth paid fees 
document and attachments 

Frequency Upon reguest 

Onglnal wnt 
with notation of ... ,'41'1-------1 

the Judg ment 
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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 

Registration Registration 

I clerk clerk I Head of Dept 

Request for 
Search for 

Requester of ~ Issue the H H Receipt of H eertJfieate 

certificate certificate 
orders data request for Issuance with H Requester of 

requested certificate paid fees certificate 

Certificate 

....,~ 

,--I -'" -
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Description of Investigation Department 

Date August 3, 1997 I Time 11030 a m 
Location 
Source of Information 

OffiCial Title Investigation Department 
Popular Title Investigation Department 
Organizational Clerks Department I Investigation Dept 
Position 

I Head of Dept I 
I 

I I I I 
I TYPist Investigation I Investigators I Clerk of 

Dept Secretary DIsCiplinary 

Description 

• According to organizational structure, thiS department IS under the Senior Clerk, but 
technically It IS under the Chief JUStice 

• The Investigation Department IS 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 committed 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 

1 
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Work cycle Investigating a complaint against Location Investigation Trigger Complaints against 
an employee Dept document employee 

Cycle code 5-1 
- ~------- ---------- --------

Freguency UQon reguest 

Head of the 
Counselor 

Counselors 
Dept secretary 

Refer to Refer Receipt of Complaint 

\""" investigators ... complaint to 
""" 

complaint and .... against 
""" r Citizen ,~ and record In ..... ~~ investigatIOns .... submission to ...... employee .... 

the books Dept Counselor -
+ -

".,-- -....... l' I"- ~ 
Complaint With Admin 

Complaint against 
employee ratified by 

a number investigations L--

the counselor 
mOnitoring register 

../ """'-- "'--

.... 
~ 

-~~ 



-\J'-" 
-F-

Work cycle Investigating a complaint against 
an employee 

Cycle code 5-1 
---

Invebgator 

Summoning the 
J4 , employee for 

Current 
employment 

status of 
employee Investlgabon 

Location Investigation Trrgger Complaints against 
Dept 

Personnel 

,., 
v 

document employee 
Frequency Upon request 

Investigator 

Complaint with Employment 
status of 
employee 

I.. 1 a number ""41---1 

I 



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

Work cycle Investrgatlng a complaint against 
an employee 

Cycle code 5-1 

~ 

Location Investigation 

Counselor 

Make a 
decIsion 

Dept 

InvestigatIOn 
report 

A 
"'f 

Invetlgator 

Prepare a 
report and 
submit to 
counselor 

Tngger Complaints against 
document employee 
Frequency_ URon request 



\}J 
~ 

, 

Work cycle Investigating a complaint against 
an employee 

Cycle code 5-1 

Personnel 

DIsciplinary 

I Dept Head 
board 

employee 
J 

Location 

Investigator 

Notify 
personnel 

Investigator 

Investigation 
Dept 

14 I Admin penalty 

HOI~ Refer to Hold 

disCiplinary 
disCiplinary H No'ly Head of H disCiplinary 

board 
board the Dept board 

employee 
-----.J r 

Investigator 

Public H Notify public .. Notify public 

prosecution prosecution ... prosecution 

c: 
...... 

Trigger Complaints against 
document employee 
Frequency Upon request 



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

~ 

Description of work cycle data 
Job 

Name of Form I Book 
The Prmted name 

Record of administrative 
Investigations 

~, 

Investigating complaint against employee 
Refer to Investigators and record In the book 

Form Item Item meamng 
code 

Complaint number Annual senal number 

Complainer Names of 
complainers 

Employee 

Subject Summary f complaint 

co 
u 

Dept Investigation Dept 

Changed Remarks 

• . I 

• 

• 
• 



-­.~ 
~ 

,} 

Work cycle DIsciplinary board 

Cycle code 5-2 

Location 

Circuit clerk 

Investigation 
Dept 

DecIsion to 
refer employee 

Tngger Chief Justice decIsion 
document 
Frequency Upon request 

Announcement 
of board 
members 

14 * I to dlsclphnary I'" ,_ _ 
board 

Chief Justice 

Onglnal + 
copies of 

announcement 

'7 

Attached 
documents 

set session 

date and board ... 14III1--..J 
chairman 



-\)-" 
~ 

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

Work cycle 

Cycle code 

DIsciplinary board 

5-2 

Board chairman 

Semor clerk 

Senior Server 

Head of Crlmmal 
Dept 

Chief Prosecutor 

Employee 

Complainer 

~ 

Location Investigation Trigger Chief Justice decIsion 
Dept document 

Fr~quency Upon request 

CircUit clerk 

Distribute ,4,' I announcement 1 ... 4t----I 
to 

o 
u 



Work cycle DIsciplinary board Location Investigation Tngger Chief Justice decIsion 
Dept document 

Cycle code 5-2 Frequency Upon request 

CIrcUIt clerk CIrcUIt clerk CIrcUIt clerk 

Collect all case Prepare ( 
Judge ~ 

documents + ~ hearrng .... Record In the .... j 

\. 
... 

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

Index """ 1 
agenda In file ~ agenda 

~ + 
.".... -.... 
~ -

Case file Agenda DIscIplinary board 
schedule 

---' ./ - '- ~ 

n 
;;J 

c--

~ 



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

",.,.. .. '-,,-

Work cycle 

Cycle code 

DIsciplinary board 

5-2 

TYPing pool 

Location Investigation 
Dept 

CirCUit clerk 

Signature of Senior 
Clerk and Chief '4 i 

Prosecutor 

Ratified draft 
Judgment 

An 
IV 

--. 

Tngger 
document 
Frequency 

DecIsion to 
refer draft 
Judgment 

Case file 

Agenda 

Chief Justice decIsion 

Upon request 

Judge 



.. Work cycle 

j::y...c::1e code 

..-
..,..{:.. 

r 

DIsciplinary board Location Investigation 
Dept 

5-2 

CircUit clerk 
CircUit clerk 

Signature of 
14 I Final Judgmnet 14 I Board Chairman l...-J Sign on typed 

on typed I...... 1 Judgment 
Judgment 

Typed Judgment 
ratified by circuit 

clerk 

-t -t 
I I 

Tngger 
document 
Frequency 

Typed 
Judgment 

Chief Justice decIsion 

Upon request 



.-
..L 
\SJ 

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

Work cycle Dlsclphnary board 

Cycle code 5-2 

Personnel 

Employee }~ 

Case file + 
onglnal 

Judgment 

\ 

Copy of final 
judgment 

Copy of final 
judgment 

location 

..... 

Investigation 
Dept 

.. " IL: 

Trigger Chief Justice decIsion 
document 
Frequency Upon request 

CircUit clerk CircUit clerk 

Dlstnbute two Prepare two 
copies and put .. copies of 
onglnalln case 

... 
onglnal 

I 
file judgment 

I 

DlsclPhnar board 

I Final judgment 
onglnal + two 

copies 



Work cycle DIsciplinary board 

Cycle code 5-2 

Circuit clerk 

Deliver file to 

Archive )~ I Archive after 
slgnrng In the 

log 

-~ 

Location Investigation Tngger Chief Justice decIsion 
Dept document 

Frequency Upon request 

Counselors Counselors 
secretary secretary 

Deliver file to Deliver file to 
circuit clerk Awalt MOJ secretariat and 

CircUit signs In 

Secretary slog 

....... 
Iv 

~ 

counselor and sign In 

log and send to MOJ 

Log of 
ClrUit Clerk 



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

Job 
Name of Form I Book Form Item Item meanmg Changed Remarks 

The Prmted name code 
Hearrng dally record Judge's name 
(agenda) 

Hearrng date 

Start time 

End time 

Case number 

Plaintiffs' names 

Name of defendant 

Date of prevIous 
hearings 
DecIsion made In Judge's comments • 
each heanng 
Date of next hearing • 

... A 
I~ 

t7" 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

( 

( 

Descnptlon of Experts Department 

Date August 21, 1997 1 Time 111 00 a m 
Location Fifth floor - New bUilding of North Cairo Court 
Source of Information Head of Dept (Ikbal Hanem Abul Nasr) - Deputy (Sohelr Abdullah 

Mohamed) 

Official Title Experts Office at North Cairo Court 
Popular Title Experts Office 
Organizational Clerks Department I Experts Office 
POSition 

I Head of Dept 

I Deputy 

I I 
Employee for Employee for 

experts on the government 
roster experts 

Description 

Experts Office functions can be summarized Into Addmg 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 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

( 
'\. 

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 
Addmg expert's name to the 6-2 Expert position Upon request 
roster vacancy 
Receipt security 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 MInistry'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 I death 

certificate) 
Receipt of ministerial decree of 6-10 Ministerial 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 spendmg 6-14 Receipt of depOSit Upon request 
receipt spending 
ASSign labour case to experts 6-15 Case origin Upon request 
Department 
ASSign case to forenSIcs after 6-16 Case file with paid Upon request 
fees payment depOSit 
Receipt of complamt 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 Dally 
ASSign CIVil case as soon as 6-20 Case file for which Upon request 
Judgment IS announced Judgment IS 

announced 
ASSign CIVil case after depOSit 6-21 Case file with a Upon reguest 

2 

I'll 



Cycle Cycle Cycle Trigger Cycle Remarks 
code frequency 

payment notation of deposit 
payment 

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-

reg I stration 
Issue death certificate 6-24 Request for death Upon request 

certificate 
Receipt of cases from Experts 6-25 Case file Upon request 
De~t 

( 

3 



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

0::­
...c. 
~ 

Work cycle 

Cycle code 

""'\ 

Receipt of request for expert 
assignment In the roster 
6-1 

~ --.. ...... .-" Employment 
Requests .. 

request .... 
receipt book 

........ ~ ..... _./ 

Location Experts Office Tngger Assignment request 
document 
Frequency Upon re~uest 

Head I Deputy 

Receipt record Employment .... .. and filing of ... 
request 

~ Expert ... ... .... \ ~ request 
/ 

1 
~ ...... 
....... ...,..... 

Requests 
receipt book 

........ --

II 
~ 



......... 

Description of work cycle ReceIpt of request for expert assIgnment In the roster 

Job Description and Remarks 
ReceIpt, 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 

~ 
;;J 

-v~ 
~ 

" 



...-

"" 

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

Description of work cycle data 
Job 

Name of Form I Book 
The Printed name 

Requests receipt book 

~ 

Receipt of request for expert assignment In the roster 
Receive, record and file request 

Form Item Item meanmg 
code 

37 Number Expert number 

Date Date of request 
submission 

Name Expert's name 

Position Position for which 
expert IS applYlnQ 

~ 
u 

--", 

Dept Experts 

Changed Remarks 

Senal for each kind of experts I • 
! 

I 

• 

• 
• 



~ 

Work cycle Employment of roster experts 

Cycle code 6-2 

No 

-r 

Location Experts Dept 

Head I Deputy 

Present 
'>..- 1 I request to the 

Counselor 

Employment 
request with 
Counselors 

notation 

"7 

Trigger Expert position vacancy 
document 
Frequency Upon request 

Head I Deputy 

Vacancy for an Issue a 
request I~ I expert 

Employment 
request 



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

-~ 
\J'-I 

Work cycle 

Cycle code 

~ 

Continuation of Employment of Location Experts Dept 
roster experts 
6-2 

Head I Deputy 

Issue 2 ongmals 
J~ I ofsecuntyfurm 

and Issue a letter 

Form of security 
investigations 

n 
u 

letter 

Tngger Expert position vacancy 
document 
Frequency Upon request 

Expert Employment 
documents 

Head I Deputy 

Open expert 
tile to keep 
documents 

Expert tile 

Awalt 
completion of 
employment 
documents 



-V) 
~ 

Work cycle 

Cycle code 

\ 

Continuation of Employment of 
roster experts 
6-2 

I 

20nglnal 
secunty forms 

I+-
Counselor s ratified by the 

Secretary Counselor 

~ 

....... 

'-----

'-

Letter ratified 
by the 

Counselor 

--.-r-

........ 

...... 
..... 

Expert File ~ 

...... 

" 

""""-..... 

Employment 
request with 
Counselors 
notification 

LocatIon Experts Dept Trigger Expert posItIon vacancy 
document 
Frequency Upon request 

Head I Deputy Head I Deputy 

Deliver letter and 2 Chief Justice s 
onglnal secunty ... 1411-___ -----1 

form to Counselor's " .. notation on the letter I f:\ 
and two secunty formst.---~ 

secretary 

2 onglnal secunty 

~ 
forms ratified by 

the Counselor 

~ 

1"\ 
;;;; 



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

Work cycle 

Cycle code 

~ 

~ 

'\ 

Continuation of Employment of Location Experts Dept 
roster experts 
6-2 

Expert 

Employment 
request with 

experts 
notation 

employment 
request with 
Counselors 

notation 

Head I Deputy 

Expert's 
notation 

'received and 
request filed 

Head I Deputy 

14 I Deliver request 
to Expert 

An 
IV 

Trigger Expert position vacancy 
document 
Frequency Upon request i 

Yes 

No 



-------

Description of work cycle Expert position vacancy 
------ ---

Job Description and Remarks 
Request Issuance When there IS a vacancy for an expert In a certaIn field, request from requests receIpt book IS 

Issued to employ an expert 
Submit request to Counselor Request IS 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 10, BIrth certificate or an extract, financIal status declaratIon, copy of tax card, cnmlnal 
status card, graduation certifIcate, certifIcate from the syndicate (court of Appeals for lawyers), 
roster of free practIcIng of profeSSIon (for accountants), certifIcate from Ministry of FInance (for 
those who are authonzed 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 onglnals for secunty form and Two anginal secunty forms are Issued and a letter IS attached with the form addressed to 
a letter ASSistant to the MInister of JustIce for Experts AffaIrs 
NotatIon by ChIef JustIce on the letter EIther head of department or hiS deputy submits the letter and two secunty forms to the 
and the two forms Counselor 
Deliver letter and two forms to Letter and two angInal forms are delivered to the Counselor's secretary where a notation IS 
Counselor's secretary 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 re_9uest 

-_._-

04 04 
I I 

~ 



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

-\1", 
~ 

Description of work cycle data 
Job 

Name of Form I Book 
The Printed name 

Secunty form 

""\ 

Employment of experts In the roster 
Issue two onglnal secunty forms and a letter 

Form Item Item meanmg 
code 

34 Name Expert's name 

Place of Birth 

Date of birth 

Education degree 

Date of education 
degree 
Current occupation 
address 
Residence 

Reason for "employment of a 
questionnaire roster expert" 
Issued on Date of form Issuance 

Counselor's signature Signature of Chief 
Justice 

A '"I 
I£. 

Dept Experts 

Changed Remarks 

• 
• 
• 

-" 
• 
• 

• 

• 
• 

• 



-'\ 

Work cycle Receipt of securrty Investigations 
form 

Cycle code 6-3 

N 

-\r 
~ 

Location Experts Dept 

Head / Deputy 

ReceIpt of the hll .' 
form 

-1"1 
Iv 

Trrgger 
document 
Frequency 

Letter 

RatIfied form 
of securrty 

Investrgatlons 

Ratified securrty 
I Investigations form 

Upon request I 

Secretanat 



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

Work cycle 

Cycle code 

-(A. 
-n 

"""\ " 

Continuation of Receipt of secunty Location Experts Dept Tngger 
Investigations form document 
6-3 Frequency 

Expert file 

Head I Deputy Head I deputy 

Issue decIsIon of 
PresenlleUer, I Idelegallon and a leUer 

delegatIon decIsIon and ... then record It In 

expert file to Counselor DeCISions register 

Letterrabfied 
by the 

Counselor 

DelegatIon 
decIsion ratified 
by the Counselor 

.. A 
l"'f 

Letter 
Delegation 

deCISion 

Ratified secunty 
Investigations form 
Upon request 

DecIsIOns 
register 

DeCISions 
register 



Work cycle 

Cycle code 

~ 

-----. 

Continuation of Receipt of secunty Location Experts Dept 
Investigations form 
6-3 

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

Head I Deputy Head I Deputy 

Deliver ongmalletter 
,... I copy of decellion and ... I .. ----~ 

File ongmal 
deCISion and a 

copy of the letter 

MOJ 
document file 

expert file 

Copy of the 
letter 

-It: ,-v 

Ratified ongmal 
deCISion 

---

Tngger Ratified secunty 
document Investigations form 

sl'equen_cy Upon request 

Head I Deputy 

Copy delegation 
deCISion and letter 

Copy of letter 
Copy of 

delegation 
deCISion 



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

Work cycle 

Cycle code 

--r -

~ 

Contmuatlon of Receipt of secunty 
Investigations form 
6-3 

Counselor 
Secretary 

Location Experts Dept Trigger 
document 
Frequency 

...-----41 Ratified letter ... 1 ... 1-___ ---, 

~t:' 
ru 

Copy of 
delegation 

decIsion 

Expert file 

Ratified security 
_I Investigations form 

Upon request 



..--
~ 

~ 

Work cycle 
I 

Cvcle code 

---. 

ContInuatIon of ReceIpt of securrty 
Investlqatlons form 
6-3 

Expert Papers 

LocatIon Experts Dept Trrgger RatIfIed securrty 
document Investlqatlons form 
Frequency Upon request 

Expert file 

Head I Deputy Head I Deputy 

Dehver papers to I I Expert nobffeabon on 
expert and make -4 security InvestigatIOns 
notation on the file form, keept In sub-file 

and keept the letter 

Expert file 

AI 
II 

secunty 
Investigations 
~ 

Letter 



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

DescriptIon of work cycle Receipt of secunty Investigations form 

Job Description and Remarks 
Receipt Head of department or his deputy receives ratified secunty Investigations form and makes a 

notation on the Counselor's secretary book 
Issue nomination decIsion and letter, Head of department or his deputy Issues expert nomination decIsion and the attached letter, 
then record s In decIsions book then records them In decIsions book where It IS given a senal 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 onglnal decIsion and letter copy Head of department or his deputy files onglnal decIsion and attached letter copy In the 

MInistry documents file 
Deliver anginal letter, decIsion copy Head of department or his deputy decIsion copy, onglnal attached letter and expert file to 
and expert file Counselor'S secretary and signs In the Counselor'S secretary log where It IS sent to Experts' 

Technical Research 
Notation of expert on secunty When secunty Investigations form IS ready and stamped, the expert makes a notation on the 
Investigations form and keep In a sub- form, then keeps It with the attached letter In the expert file 
file and keep the letter 
Deliver 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 
---------

c-
\JJ -10 

IU 



\ 

Receipt of secunty investigations form Description of work cycle 
Job Issue nomination decIsion, letter and record In decIsion's book 

\f­
~ 

--

Name of Form I Book 
The Printed name 

DecIsions' book 

- - _. -

Form 
code 

Item Item meanmg 

Senal Book senal 

Date Date of Issuance of 
nomination decIsion 

DecIsion number DecIsion's senal 

Subject summary DecIsion's summary 

19 

~ 

Department Experts 

Changed Remarks 

I 

• I 

• 

• I 

• 
-



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

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 I Deputy 
Employment 

decIsion 

Receive and 
file decIsion 

Counselors 
secretary 

Employment 
decIsion 

""1"\ ""u 
~ 

~ 



Work cycle 

Cycle code 

-S 
'r 

I 

--., 

Continuation of Ministry's response Location Experts 
with a decIsion of expert 
employment 
6-4 

Head I Deputy 

Make the oath before 
any CircUit then 

notification of Chief 
Judge and CircUit clerk 

IS made 

Ratified oath 
form 

Department 

Head I Deputy 

Receive policy 
1411 1 1 and Issue oath 1 ..... 1---4 

form 

Oath form 

...,,, 
£1 

Trigger 
document 

Frequency 

Insurance 
policy 

Awalr 
Insurance 

policy 

Employment decIsion 

Upon request 



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

Work cycle Continuation of MInistry's response Location Experts Tngger Employment decIsion 
with a decIsion of expert Department document 
employment 

Cycle code 6-4 Frequency Upon request 

Insurance Head I Deputy 
Head I Deputy ... 

pohcy ...... 

-
File pohcy and Record expert In 

-
ratified letter of .... the roster and .... J 
oath In expert's I ..... register policy In 

..... , 
tile policy list 

~ ;:; Ratified letter ,Ir .... 
Expert file ..... of oath I ...... , 

"-. --
,. ~,. 

Employment ~ :::~ ..:;J """-deCISion ..... 

- Pohcy list Experts roster 

"'- -'''- ~ 

,."., 
~ ~~ 

~ 



\\ 
o{\ 

\ ""' 

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 
Receipt of policy and Issuance of oath When head of department or his deputy receives Insurance policy against disloyalty, he 
form Issues oath form 
Make the oath before any circuit then Head of department or his deputy witness the oath before the circUit, then Chief Judge and 
Chief Judge and circUit clerk make CircUit clerk make their notation on the form 
their notation 
Enroll expert and record policy In the Expert IS enrolled In the roster (creditors' attorney, appraisers, custodians) then policy IS also 
roster recorded In the roster 
File policy and ratified oath letter In Head of department or his deputy file policy, ratified oath letter and employment decIsion In 
expert's file the eXjJert's file 

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

,...,,., 
"-oJ 



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

........ 
l\S"" 
~ 

Description of work cycle 
Job 

Name of Form I Book 
The Prmted name 

Experts' roster 

"" 
-, 

Ministry's response of expert employment Department Experts 
Record expert's name In the roster and record policy In policies schedule 

Form Item Item meanmg Changed Remarks 
code 

54 Senal • 
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 heanng 

Remarks 
------

,.,,, 
z;"t 



::1 
d 

DescriptIon of work cycle 
Job 

Name of Form I Book 
The Prmted name 

Policy schedule 

, 

MInistry's response of expert employment Department Experts 
Record expert's name In the roster and record policy In poliCIes schedule 

Form Item Item meamng Changed Remarks 
code ; 

49 Month 
i 

Name ! 

CredItors' attorney Make a sIgn If he IS 
credItors' attorney 

JudICIal liquIdator Make a sIgn If he IS a 
ludlclal liquIdator 

AppraIser Make a sIng If he IS 
an appraIser 

Guard Make a sIgn If he IS a 
Quard 

Years Years for whIch policy 
IS paId 

25 



- - - - - - - - - - - .. - - - - - - -, 

Work cycle 

Cycle code 

J. 

-... 

MInistry's refusal of expert Location 
apPointment to roster 
6-5 

Expert 
Expert 

employment 
papers 

Mlnlstrys 
refusal 

Expert Dept 

Head I Deputy 

Receive response 
return papers to 
expert make a 

notation on the file 
and file the response 

,.,c 
LV 

Trigger 
document 
Frequency 

Mlnlstrys 
Refusal 

MInistry's refusal 

Upon request 

Ministry of 
Justice 



\ ---

Descnptlon 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 
.c.~sponse and files the .response 

,.." 

LI 

-...J 
f" 



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

Work cycle Continuation of Issuing letter for Location Experts dept Trigger Beginning of the month 
renewal of Insurance policy document 

Cycle code 6-6 Frequency Monthly 

Agent Agent Agent 

Deliver onglanl 
letter to Issue letter of 

Search for 

Reglstralon or policy renewal 
expired I.-f Beginning of 

Service Dept and (onglnal + copy) 
poliCies In the the month 

sign off the copy 
policy schedule 

t 
Copy of policy 
renewal letter I ~ Letter of policy 

Singed off renewal 
(onglnal + copy) 

''0 

~ 
LU 



...!\ 
~ 

Work cycle 

gcl~code 

\ 

Continuation of Issuing letter for Location Experts dept Trigger 
renewal of Insurance polley 
6-6 

Registration I 
Service Dept 

No 

document 
Frequency 

Onglnalletter of 
14 I policy renewal 14111 .. ___ --.. 

29 

Awalt 
beginning of 
next month 

Beginning of the month 

Monthly 



-------------------
---..., 

Work cycle Continuation of Issuing letter for Location 
renewal of Insurance polley 

Cycle code 6-6 

Registration I .... Acknowledgment 
... Service Dept 

~ (Onglnal + copy) ... 
-

,... :: po... 
~ 

Policy file ..... 

"- .--

-~ 

Experts dept 

Agent 

Deliver anginal + 
copy to Registration 
or Service Dept and 
sign off the other copy 

to be filed 

~r 

Signed off copy of 
the acknowledgment 

...... 

,">1"\ 
vV 

~" , 

Tngger 
document 
Frequency 

Agent 

Issue 

~ acknowledg ment 
(anginal + 2 copies) 

" 

Acknowledgment 
(anginal + 2 

copies) 

-

Beginning of the month 

Monthly 

I .... I 
~ , 



Work cycle 

Cycle code 

-....l 
~ 

----, 

Continuation of Issuing letter for Location Experts dept 
renewal of Insurance policy 
6-6 

Insurance 
policy file 

Agent 

Take 
acknowledg ments 

from polley file and file 
them In Expert s file 

14 I ACknowledgments 

,.,-1 
JI-

No 

Trrgger 
document 
Freguenc~ 

Agent 

Record polley 
In policIes 
schedule 

Beginning of the month 

Monthl~ 



-------------------
\ ---... 

Work cycle Continuation of Issuing letter for Location Experts dept Trigger Beginning of the month 
renewal of Insurance _policy document 

Cycle code 6-6 Frequency Monthly 

Agent 

"... ....... 

" - Insurance File policy In ~ ...01 D 
Expert s file .... policy ~ Expert s file ~ 

......... - _./ 

I 

I 

.-/ 
,.,,., 
.,J,f.. 

~ 



::i 
~ 

\ 

Description of work cycle Issue letter for renewal of Insurance policy 

Job Description and Remarks 
Search In poliCies schedule for Expired The department deputy searches In schedule on Expert's poliCies 

i ~ollcles 
Issue a letter to renew poliCY (onglnal + The deputy Issues letter of policy renewal (onglnal + copy) I 

copy) 
Deliver onglnal to Registration or Service The department deputy delivers the letter to Registration or Service department based 
department and sign off on copy on Expert's address IS he lives In the area of the court, If he lives outside, It goes to 

I 

Registration de~artment and signs off the copy I 

Issue acknowledgment (onglnal + 2 copies) The deputy Issues the acknowledgment for the expert (onglnal + 2 copies) at the 
beginning of the month while the expert has not renewed the policy I 

Deliver onglnal + copy of acknowledgment The deputy delivers acknowledgment to the expert (onglnal + 2 copies) to Registration 
to Registration or Service department and or Service departments and signs off the other copy and files It In the poliCies file 
sign off and file the copy 
Record policy In schedule The deputy records the policy In pollc~ schedule when he receives It from Expert 
Take acknowledgments from poliCY file and The agent gets the acknowledgment and copies from poliCies file and file In Expert's 
file them In Expert's file file 
Put policy In Expert's file The deputy files policy In Expert's file 

,.,,., 
...J...J 

I • 



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

Work cycle ServIcing Expert on two-month Location Expert's dept Tngger Two-month delay for policy 
delay for policy renewal document renewal 

Cycle code 6-7 Frequency Monthly 

IoF 

Head I Deputy 
Head I Deputy 

Deliver onglnal + 
copy of the 

Issue 
Two months 

Reglstralon I }- Acknowledgment 
r4-

acknowledgment to ..... acknowledgment ... delay for pohcy 
Service Oept (anginal + copy) ReglstralOn or .... J .. ~ 

renewal 
Service Oept and (anginal + 2coples) -"- sign off and file other 

~+' 
" ,..- :::: Signed off copy of r-

-IIf- the Acknowledgment 
Pollcyh file acknowledg ment - (anginal + 2 

........ .-' ./ 
copies) 

-~ "lA 
.J"'t 

~ 



Ol!,> 
() 

---.. , 

Description of work cycle ServIcIng Expert on two-month delay for policy renewal 

Job Description and Remarks 
Issue acknowledgment (angInal + 2 copIes) The head of department or hIs deputy Issues acknowledgment (anginal + 2 copies) 

when the Expert IS delayed for more than 2 months on renewing of policy 
Deliver anginal and copy of the The department head or hIs deputy delivers the anginal and copy of acknowledgment 
acknowledgment to RegIstration or Service to Registration or Service Department based on the address of the Expert and signs off 
department Copy IS signed off and fIled recel12t on c012~ to fIle In 120llcles file 

,.,c 
v,.} 

- _.1 



-------------------
,--

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 I Deputy 

Issue memo I I More than two and 
">4-r--I and submit It to ... a half months for 

Counselor policy renewal 

No 
Signed memo 

~ 36 



Work cycle 

C~e~odg 

--"'-

~ 

Continuation of ServIcing Expert on Location Experts Dept 
more than two and a half-month 
delay for renewal of policy 
6-8 

Memo 

Head / Deputy 

141 IT 1 Acknowledgment 
t-------II Attach memot and 

Last policy 

"l"7 
-.)7 

last policy and 
acknowlegments to 

case tile 

Trigger More than two and a half-
document month delay 

Frequency Upon request 

Head / Deputy 

open case file ...-'411-----4 

Case file 



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

Work cycle 

Cycle code 

-.. 
<;:t:.I 

~ 

'\ 

Continuation of ServIcing Expert on Location Experts Dept Tngger 
more than two and a half-month document 
delay for renewal of policy 
6-8 Frequency 

Head I Deputy Head I Deputy 

Attach memo and last 
policy and 

acknowledgments to I~ I Open case file ~141-----J 
case file 

'-'0 vU 

More than two and a half-
month delay 

Upon request 



Work cycle 

Cycle code 

--~ 
~ 

""""" 

ContinuatIon of ServIcIng Expert on 
more than two and a half-month 
delay for renewal of policy 
6-8 

Registration / 
Service Dept 

acknwoledgment 
(Onglnal + copy) 

LocatIon 

'In 
v;;} 

Experts Dept 

Head / Deputy 

Deliver onglnal 
acknowledgment 

and copy and 
sign off the other 

copy 

Signed off copy 
of 

acknowledgment 

Trrgger More than two and a half-
document month delay 

Frequency Upon request 

Head / Deputy 

Issue 

acknwoledgment 1<11141----t 
(Onglnal + 2 

copies) 

acknwoledgment 
(Onglnal + 2 

copies) 



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

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 

Signed off 
copy of File memo In 

Acknowled me Expert s file 

~, Ar'I "f'u.-----



Work cycle 

Cycle code 

~ 

Continuation of ServIcing Expert on 
more than two and a half-month 
delay for renewal of policy 
6-8 

RegistratIOn I 
SelVlce Dept 

acknwoledgment 
(Onglnal + copy) 

Location 

AA 
~I 

Experts Dept 

Head I Deputy 

Dehver onglnal 
acknowledgment 

and copy and sign 
off the other copy 

Signed off copy of 
acknowledgment 

Tngger More than two and a half-
document month delay 

Frequency Ueon reguest 

Head I Deputy 

Issue 

acknwoledgment f'III'41-----f 
(Onglnal + 2 

copies) 

acknwoledgment .~ 
(Onglnal + 2 

copies) 



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

Work cycle Continuation of ServIcing Expert on Location Experts Dept Tngger 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 File copy of 

Cabinet acknowledg ment acknowledgment In 

case file 

II .... - ""fL 

00 
....!. 



~ 
,;1'"; 

-... 

Description of work cycle ServIcing Expert on more than two and a half-month delay for renewal of policy 

Job Descrll?tJon and Remarks 
Issue a memo to the Counselor The head of the department Issues a memo to Chief Justice when Expert IS 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 Head of the department or his deputy attaches memo, serviced acknowledgments and 
policy to case file last policy to case file 
Case file submitted to committee chairman The department head submits case file to the Expert's committee chairman to set a 
and heannQ date defined heanng date and make a notation on the case file with heanng date 
Record case In Expert's committee calendar The deputy records case data In the Experts' committee calendar 
Issue acknowledgment (onglnal + 2 copies) The deputy head Issues the acknowledgment (onglnal + 2 copies) to Inform him of 

heanng date 
Deliver onglnal acknowledgment and copy The deputy delivers the anginal acknowledgment and copy to Registration or Service 
and slQn off the other copy Dept based on Expert's address and the other copy IS signed off With receipt 
File copy of the acknowledgment In case file Deputy files the copy of the acknowledQment In case file and keeps file In the cabinet 
FIling memo The deputy files memo In case file 

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

A,.., 
'"tv 



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

Work cycle 

Cycle code 

--.1 

r 

Remove Expert's name because of 
death 

6-9 

Ratified letter 14---1 

Removal 
decIsion 

Location Experts' Dept 

Head I Deputy 

Remlve from roster 
and Issue decIsion to 

remover expert s 
name for death and 
letter to submit to 

Counselor 

AA 
'-t'-t 

Tngger 
document 

Frequency 

Knowledge of 
death 

Newspapers I 
death 

Knowledge of death 
(newspapers I Death 
certificate) 
Upon request 

Registration 
Dept 

~ 
r 



,---, 

Work cycle Removal of expert's name because 
of death 

Cycle code 6-9 
-

Head I Deputy 

Deliver ongmalletter 

Location Experts Office In 
court 

Ratified letter 
copy 

and copy of decIsion I4--:i 
I... I to Counselors 

~ 
o ------

secretary 

Delivery log 

I..--.....f Copy of ratified 
decIsion of 

removal 

At:' 
"TJ 

Trrgger Knowledge of death 
document (newspapers I Death 

certificate) 
Frequency Upon request 

Head I Deputy 

Copy decIsion I .......... ----c 
and letter 



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

..­
.S> 

Work cycle 

Cycle code 

r 

Removal of expert's name because 
of death 

6-9 

Counselors 
secretary 

Location Experts Office In Trigger 
court document 

Frequency 

Onglnal Letter 1l<1li41-_.., 

At:' 
""tV 

Copy of the 
decIsion 

Knowledge of death 
I 

(newspapers I Death 
certificate) 
Upon reguest 



"\ 

Work cycle Remove Expert's name because of LocatIon Experts' Dept Trtgger Knowledge of death 
death document (newspapers I Death 

certIfIcate 1 
Cycle code 6-9 Frequency Upon request 

-

Ratified letter -copy "'" 

Signed off l' copy of the r+-r -........ --'- Head / Deputy letter Head / Deputy I'-. ./ 
r- J 

Experts ~ 
, 

Onglnal decIsion f+t File copy of the letter Issue letter (anginal + ~ 

file 
J~ 

1-1- and anginal decIsion copy) to CIvil / 
-~- and copy of the letter ~~ ~ Commercial Dept and ~ "- at CIvil/Commercial deliver by signing the Onglnalletter 

~ Dept letter copy -
J 

" Signed off 
copy of the .... --... 

letter 
,/ 

.1"7 
Lf{ 

-~ 
~ - - --



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

~ 
\Y 

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

Job Description and Remarks 
Remove from the roster and Issue 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 Issues a decIsion to remove expert's name from the roster and a letter then submit 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 onglnal letter and copy of the Head of department or his deputy delivers onglnal 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 (onglnal + copy) for CIvil I 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 onglnal decIsion and Head of department or his deputy files copy of the letter and onglnal decIsion and copy of 
copy of letter IS given to cIvil or commercial the leUer In expert's file 
dept 

---- ----

An 
LtU 



::J, 
-+ 

Work cycle Receive a mlnlstenal decree to Location 
remove expert's name from the 
roster 

Cycle code 6-10 

Head / Deputy 

Make notation with 
Ministerial \.-I deCISion numgber In 

Experts file I'" deCISion the roster and file 
the deCISion 

Roster 

Experts Office In 
court 

Head / Deputy 

Receipt of 
ministerial 

deCISion 

Counselors 
secretary log 

49 

Tngger Mlnlstenal decree to 
document remove expert's name from 

the roster 
Frequency Upon request 

~ Mlnlsle"al 
deCISion with 

H Experts 
expert s name 

secretary 
removal 



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

" 

Description of work cycle Receive ministerial decree of removal of expert's name from the roster 

Job 
Receive ministerial decree 

Make a notation of number of decree In the 
roster and file the decree 

---

~ 

v""' 

Description and Remarks 
Head of the Dept or deputy receives ministerial decree of removal of expert's name 
from the roster and slQns In the Counselor's secretary log 
Head of the Dept or deputy makes a notation In the roster on the page of the expert the 
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 

Cf"\ 
....JV 



Work cycle Request submitted by expert to 
remove his name 

Cycle code 6-11 

No 

-.....,p 
~ 

Location Expert's office In Trigger 
court 

Head 

Receipt of 
request and 

submit to Chief 
Justice 

Ratified request for 
removal of name 

~~ 
...11 

~ ~ 

document 
Frequency 

Request to 
remove 

expert s name 

Request submitted by 
expert to remove his name 
Upon request 

Expert 

, 



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

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 I Deputy 

Expert signs on request Signed request 
of removal of with knowledge and file 

name In the file 

c'"' 
~ 

-.J£. 

~ 



-Sl­
~ 

Work cycle 

. Cycle code 

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 
6-11 Frequency Upon request 

Head / Deputy 
Head / Deputy 

Issue decIsIOn of 

removal and letter to "'I~f------------------------I 

Remove expert s name 
from roster and file 

request 
submit to Counselor 

Ratified 
decIsion of Ratified letter 

removal 

CI"J 
<:::ToJ 

• 

Request to 
remove the 

name 

..... 



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

-£:> 
---P 

.......... 

Work cycle Continuation of Request submitted 
by expert to remove his name 

Cycle code 6-11 

Counselors 
secretary 

Onglnalletter 

Copy of 
decIsion 

Location Expert's office In Tngger Request submitted by 
court document expert to remove hIS name 

Frequency Upon request 

Head I Deputy Head I Deputy 

Deliver letter and copy I I Copy decIsion 14 
of decIsion to ~ i and letter 

Counselor S secretary 

CA 
-.I""f 

Copy of ratified 
decIsion of 

removal 

Copy of ratified 
letter 



Work cycle Continuation of Request submitted Location Expert's office In Trigger Request submitted by I 

by expert to remove his name court document expert to remove his name 
Cycle code 6-11 Frequency Upon request 

----

Signed letter Head! Deputy Head I Deputy ... 
copy .... 

"... ...... -
I"'--- --- ./ File copy of letter and Issue letter (onglnal 

~ on gina I delslon and ~ + copy) to CIvil! Experts file ... ... ..~ 

'- ---
Signed letter copy Commercial Dept 

Onglnal .-J decIsion ......... .. 
./ 

Signed copy of 
'--- letter 

Ongmalletter 

_./ 

Letter copy 
~ 

CIvil! Commercial ... 
Dept ..... 

..... ./" 

LL 
'-TJ 

b 
t) ... _-- ... 



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

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

Job DescriptIOn and Remarks 
Receive request and present to Chief Head of Dept receives the request and presents It Chief Justice 
Justice 
Expert's signature on the request and filing In case the Counselor refuses the expert's request to remove his name, the expert signs 
of request In the file of knowledge and either Head of Dept or deputy flies the request In the expert's file J 
Removal from roster and filing of request In case the Counselor accepts the request, Head of Dept or deputy makes a notation In I 

the roster that name has been removed then he files the request In the expert's file I 

Issue a removal deCISion and letter then Head of Dept or deputy Issues removal deCISion then submits them to Counselor for 
I submit them to Counselor ratification 

Copy deCISion and letter Head of Dept or deputy copies the letter and deCISion I 

Deliver onglnal letter and copy of deCISion to Head of Dept or deputy delivers onglnalletter and copy of deCISion to Counselor's 
Counselor's secretary secretary and signs In delivery log which IS sent to General Department for Technical 

Researches for Expert's affairs 
Issue and deliver a letter (onglnal + copy to Head of Dept or deputy Issues a letter to CIvil or Commercial Dept to Inform them of 

I CIvil I Commercial Dept expert's name removal and makes them sign "received" on the copy 
File copy of letter and onglnal deCISion and Head of Dept or deputy files copy of the letter, anginal deCISion and copy of the letter 

-
singed copy of letter In Expert's file sent to the CIvil or Commercial Dept In the expert's file I 

." 

~ 
fl.\l t::r--..... ..JV 



'"' iJ 

~ 

Work cycle ReceIve removal Judgment LocatIon 

Cy_cle code 6-12 

Deputy 

Signature of committee 

\ 
~ members prosecutor and ...... 
.... A~ CirCUit clerk on the ... .~ 

Judgment and file the draft 

~Ir 

P.-

Ratified typed 
~ 

Judgment 

"'- (Ongmal + 2 copies) I--'-. ,. 
,,- ..... 
r-- -~ Judgment draft 

Case file ... 
"-.. - ./ 

_ .... _tII ~ , 

Expert's offIce In Trigger Draft Judgment 
court document 

Frequency UQon reguest 
--

Deputy 

Type the I+- Draft Judgment K DIscIplinary ~ 
Judgment committee I experts I 

./ appeals .... 

Iy 

Judgment 
(ongmal + 2 

copies) 

r::, 
JT 

~ .. 



~ 

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

Work cycle 

Cycle code 

-\ 

Continuation of Receive removal Location Expert's office In 
Judgment 
6-12 

court 

Registration I 
Service dept 

Acknowledg ment 
,... I (anginal + 2 

Deputy 

Issue letter and 
removal decIsion fo 

the Counselor to 

Ratified decIsion 
of removal 

sign 

Ratified letter 
of removal 

copies) 

C'("} 
..JU 

Deputy 

deliver anginal 
acknowledg ment 
and copy and sign 

the other copy 

Signed copy of the 
acknowledg ment 

Tngger Draft Judgment 
document 
Frequency Upon request 

Head I Deputy 

Issue 
acknowledgment 

(onglnal + 2 
copies) 

Acknowledg ment 
(onglnal + 2 copies) 



\V o 
-{:. 

Work cycle Continuation of Receive removal 
Judgment 

Cycle code 6-12 

Counselors 
secretary 

- ....... _. 

Letter of 
removal 

Copy of 
decIsion of 

removal 

. , 

Location Expert's office In Tngger Draft Judgment 
court document 

Freguency Upon request 

Head / Deputy Head / Deputy 

Deliver ongrnalletter 

of removal and copy Of/... I Copy decIsion 1<II1"'1-~ 
decIsion of removal to ... and letter 
Counselor s secretary 

Delivery log 

L"" 
,J:;;:J 

Copy of ratified 
decIsion of 

removal 

Copy of ratified 
letter of removal 



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

Work cycle 

Cycle code 

~ 
g;. 

~ 

~ 

\ 

Continuation of Receive removal 
ludgment 
6-12 

Head I Deputy 

Dehver xase 
file Judgment 

and copy to 
Archive 

Location Expert's office In 
court 

Head I Deputy 

Remove name from 
the roster and file 
Judgment copy In 

Expert's file 

Judgment copy 

r'r'\ 
uu 

CIvil I Commercial 
Dept 

Tngger 
document 
Frequency 

Draft Judgment 

Upon request 

Head I Deputy 

Issue letter (onglnal 
+ copy) to CIvil I 
Commercial dept 

Signed copy of 
the letter 

Onglnalletter 



Work cycle Continuation of Receive removal Location Expert's office In Tngger Draft Judgment 
Judgment court document 

Cycle code 6-12 Frequency Upon request 

Copy of the 
~ 

r-- acknowledgment .... 

../ 

~ -- Judgment 

( Archive ~ --" (ongmal + ~ .... Case tile ..... 
Signed copy of 

~ ..... - copy) 
letter ..... ,,- ::: I--

r-..... J 

~ -
Expert S file 

........ - Head / Deputy 
I-- Copy of letter 

of removal ~ File copy of -.. 
acknowledgment signed 

j _../ copy of letter, copy of letter ~ ...... 1 
of removal and onglnal 

deCISion of removal 
L.... Ratified ongmal 

deCISion of ~ ..... 
removal 

1:'-1 
VI 

~ 
1)' 



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

~ 
~ 
~ 

..-" 

Descnptaon of work cycle Receive Removal Judgment 

Job DescriptIOn and Remarks 
Type the ,udQment Index employee oets the ,udoment typed (onglnal + 2 copies) 
Committee members, Prosecutor, and circuit Committee members, prosecutor and Circuit clerk sign the judgment, then Head of Dept or 
clerk sign the ludoment and file the draft deputy files the draft ,udoment In case file 
Issue acknowledgment (onglnal + 2 copies) Head of dept or deputy Issues acknowledgment (onglnal + 2 copies) to Inform the expert of 

the removal ,udoment 
Deliver onglnal acknowledgment and copy Onglnal acknowledgment and copy are delivered to Service / Registration Dept according 
and sign off the copy to Expert's address then slons "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 slonature 
COI2Y letter and decIsion Head of Dept or deputy copies letter and decIsion 
Deliver onglnal removal letter and copy of Onglnalletter 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 deliver letter (onglnal + copy) C,v,l / Head of Dept or deputy Issues a letter to C,vil/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 slQn In the delivery 10Q 
File copy of Acknowledgment Head of Dept or deputy files copy of acknowledgment, copy of signed letter, onglnal 
Copy of signed letter removal deCISion and copy of removal letter In the expert's file 
Copy of removal letter 
Onglnal removal deCISion 

........ u"" 

I 

I 



~ 
~ 

Description of work cycle data 
Job 

Name of Form I Book 
The Printed name 

Experts roster 

ReceIpt of removal Judgment 
Removal from roster and fIle copy of Judgment In expert's fIle 

Form Item Item meanmg 
code 

54 Senal 

Expert's name 

Expert's address 

Date of regIstratIon Date of expert's regIstratIon In the 
roster 

CIrcuIt number 

Case number 

LItIgants names 

Judgment date 

Value of deposIt 

DeposIt cashIng date 

DeposIt payment date 

Next heanng date 

Remarks 
------- -

,..'") 
UoJ 

Dept Experts 

Changed Remarks 

• 
• 
• 
• 

• 
---- --



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

~ 

Work cycle Assign cases to roster experts Location Expert's office In Tngger List of cases and their files 
court document 

Cycle code 6-13 
--------

... Freguency U~on reguest 

Head I Deputy Head I deputy 

Filing case schedule 
'4 I and delivering of case 

file 

Selectmg exxpert per 

14---J..-----t1 turn and recording him I.. 1 Case schedule 
104 1 m heanng notes and on 

case file 

Circuit clerk 

notation 

';; 64 
~ 



Work cycle 

Cycle code 

~ 

Assign cases to roster experts 

6-13 

File of case 
schedules 

Circuit clerk 

Location Expert's office In Trrgger List of cases and their files ! 

court document 
Frequency Upon request 

14 I Case schedule 

) III 1 Ratified case 
file 

65 



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

Descnptlon of work cycle Assigning cases to roster experts 

Job Descnptton and Remarks 
Selecting the expert according to turn and put his Head of Dept or deputy selects the expert to whom the case will be assigned, then 
name on hearing notes and case file 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 
~~~-~--- ----~~ ~- ---_._--

-l , 
~ 

~~ = 



~ 
t» 

Description of work cycle data 
Job 

Name of Form I Book 
The Pnnted name 

Experts roster 

Assigning cases to roster experts Dept Experts 
Selection of expert as per turn and put his name on hearing notes and case file 

Form Item Item meanmg Changed Remarks 
I 

code 
54 Serial 

I 

Expert's name 
i 

Expert's address I 

I 

Date of registration Date of expert's registration In • I 

the roster 
I 

Circuit number • I 

Case number • 
Litigants names • 
Judgment date 

Value of deposit 

Deposit cashing date 

Deposit payment date 

Next hearing date 

Remarks 
-------- -

r-'7 
T;Jl 



\"' 
\jl 

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

\ 

Work cycle Receive deposit cashing slip Location 

Cygl~cog~_ 6-14 

Messenger I 
CirCUit clerk 

Ratified 
voucher 

Department 
head 

NotatIOn on 
1'411 voucher with 

cashing 

Expert's office In Tngger 
court document 

Frequency 

""0 vu 

Deputy 

notation with 
cashing and write 

voucher number and 
date In the schedule 

Deposit 
cashing 
voucher 

Deposit cashing slip 

Upon request 

Messenger I 
Circuit clerk 



Description of work cycle Receive deposit cashing slip 

Job Description and Remarks 
Make a notation of cashing and write receipt Dept deputy makes a notation of deposit cashing and value as well as date of 
number an date In the roster deposit cashing and date of dehvennQ It to Index 
Slng_ on receipt of cashlnQ Dept deputy 

69 

v 

~ 



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

Work cycle 

Cycle code 

~ -v, 

~\ 

Assign labour case to Expert's 
Office 
6-15 

Messenger I 
CIrcUIt clerk 

Location Expert's Dept 

Deputy 

Record case In the 
log and Write 

reference number on 
the case file 

FA 
/u 

Trigger Onglnal Case 
document 
Frequency Upon request 

Case file CIrcUIt clerk 



Descnptlon of work cycle Assign labour case to Expert's Office 

Job Description and Remarks 
Record case In register and wrrte registration Record case In special register and write number of registration and labour cases 
number on case file and labour cases experts' experts on case file 
file 
-~--- - - -----.-~~ -~---

"7A 
II 

i 



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

Work cycle Assign case to forensIcs after fees 
payment 

Cycle code 6-16 

Circuit clerk 

~ 

Location Experts office In 
court 

Deputy 

Record case In 

recordand write 
assignment number 

on case file 

-z,., 
I z;. 

Tngger 
document 
Frequency 

Case file with 
paid deposit 

Case file with paid deposit 

Upon request 

Circuit clerk 



~ 
0() 

DescriptIOn of work cycle Assign labour case to ForensIcs after paying the fees 

Job Descr~tlon and Remarks 
Record case In special register and wrrte Employee records case data In special register and wrrtes assignment number on 
asslgnmentDumber oncase file case file 

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

"7'" 
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~-----~~~~~---~~--~ 

Work cycle 

Cycle code 

tJ --'> 

Receive complaint against Expert Location Expert's office In Tngger 
court document 

6-17 Frequency 

Head Head I Deputy 

Receipt and 
Submit to 
Counselor 

,... 1 , Issuance of a 1<11''''1---4 

Complaint 
against an 

expert 

Memo ratified 
by the 

Counselor 
memo 

7A 
~ 

memo 

Counselors 
secretary log 

-

Complaint against expert 

Upon request 

Counselors 
secretary 



Work cycle 

Cycle code 

~ 

Receive complaint against Expert 

6-17 

Expert s file 

Complamt 

Memo ratified 
by the 

Counselor 

Location Expert's office In Trigger Complaint against expert 
court document 

Frequency Upon request 

Head 

File complamt Yes 
and memo In 14 < 
Expert s file 

No 

'L 
Iv 



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

~ 
t." -

Work cycle 

Cycle code 

Receive complaint against Expert Location Expert's office In Tngger Complaint against expert 
court document 

6-17 Frequency Upon request 

Deputy Head Head Head 

Record case date Issue Submit to 

\ ..... In schedule of ... acknowledg ment 
~r-

Committee ... Open a file for ... j , .... Expert's ~ ~II- for the expert chairman to set ""'.4 the case .... 1 

committee (anginal + 2 copies) a date 

~ 
" " V 

", ...... 
Acknowledgment 

,..... 
~ 

", .......... 
I'-. ..... 1'-0-. ....... -"" 

Expert ~ (anginal + 2 ....... Ratified case -
committee copies) file 

Case file 

....... --- - 1'-0-. -- ...... ...... -

-.'" /u 



Work cycle Receive complaint against Expert Location Expert's office In Tngger Complaint against expert 
court document 

Cycle code 6-17 Frequency ___ Ul20n reguest 

ServIce / ~ 

Acknowledgment 

f4-RegIstratIon Dept ... (onglnal + 2 
copIes) -"-

Head ,- ...... 
i.....-- Head r-..... 

---- Copy of ... ... 
Expert s file .... acknowledgment .... 

Deliver ongmal and copy 
........ ....- ./ FIle copy of of acknowledgment to 

acknowledgment ... ServIce or Reglstralon .... I 

and case file 
.... J~ 

Dept and sIgn off the 
, 

C ...... r'" - copy -- '- ./ ... +-Cabmet .... Case file 

r-..... -- ......... -- , 

SIgned off copy of 
acknowledg ment 

"""'--

"7"7 
I I 

~ 



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

-----. 

Description of work cycle, Receive complaint against expert 

Job DescriptIon 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 Issue a memo 
Present to Counselor Head of Dept submits memo to Chief Justice 
File complaint and memo In 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 IS presented to Committee chairman to set a Head of Dept presents case file to Committee chairman to set a heanng date 
date 
Issuance of acknowledgment to expert (onglnal + Head of Dept Issues an acknowledgment to the expert (onglnal + 2 copies) to 
2 copies) Inform him of heanng date 
Register case date In Experts' Committee Head of Dept records case In Expert's Committee shcedule 
schedule 
Deliver onglnal and copy of acknowledgment to Onglnal and copy of the acknowledgment are delivered to Service or Registration 
Service or Registration Dept and sign off the other Dept and signs "received" on the other copy 
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 

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

~ 
~ 
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Work cycle 

Cycle code 

f 

Notification with date of expert's 
assignment 
6-18 

Circuit clerk 

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

Notification with 
date of expert 

assignment 
.-

Location Expert's office In Tngger 
court 

Deputy 

79 

document 

- -----
_Frequency 

NotrficatlOn with 
date of expert 

assignment 

Notification with date of 
expert's assignment 
Upon request 

Circuit Clerk 



------~---~--------
~\ 

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 

~ Of"\ 

~ 
uv 



---., 

Work cycle Monthly loyalty reports Location 

Cycle code 6-19 

Registration Reports 

Oot 
UI 

t"'d 

~ 

Experts office In Tngger 
court document 

Frequency 

Deputy 

Issue reports and 
record In the 
special record 

Beginning of day 

On dally basIs 

Beginning of 
the day 



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

Description of work cycle, Monthly loyalty reports 

Job Description and Remarks 
Issue loyalty report and record In specl.al register Experts office employee prepares Registration outgOIng book, Issues loyalty 

reports and records outgOIng reference number and sending date In a special 
register 

I 

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

~ ,.:J 

0'"1 
UL 



~ 

Work cycle Assign cIvil case as soon as 
JudQment IS announced 

Cycle code 6-20 

CircUit clerk 

~ 
~ 

Location Experts office In 

court 

Deputy 

Record case and 
write assignment 

number on case file 

0..., 
U'J 

Tngger Case file as soon as 
document Judgment IS announced 
Frequency Upon request 

CircUit clerk 



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

t' 
~ 

Descnphon of work cycle, Assign cIvil case as soon as Judgment IS announced 

Job Descn hon 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 

--------

0'; 
ULf 



Work cycle Assign cIvil case after deposit Location Experts office In 
payment court 

Cycle code 6-21 
-------

Deputy 

Record case In 

CirCUit clerk I'- I special record and I ...... I----t 
write assignment 

number 

or::: 
U.J 

~ 
~ 

Tngger 
document 
FrequE:mcy 

Case file with 
paid deposit 

Case file with notation of 
deposit payment 
l.Jl::lon request 

CircUit clerk 



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

~ 

"'" --

......... 

Descrlptaon of work cycle Assign cIvil case after deposit payment 

Job Descrlptaon and Remarks 
Record case In special register and make Case IS recorded In special register and a notation IS made with assignment number 
notation with assignment number 

~---

O~ 
uu 



~ 
~ 

Work cycle 

LQycle code 

Issuance of registration certificate 

6-22 

Awalt collection 
receipt and request 

after stamping 
Collection receipt 

Expert 

Location Experts office In Trigger 
court 

From the 
Calender 

Head I Deputy 

Sign the request 
and deliver to 

Expert 

Request for 
reglstartion 
certificate 

0""7 
UI 

document 

Frequency 

Registration 
certificate with a 

defined destination 

Request for registration 
certificate with set 

I 

destination 
Upon request 

Expert 



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

~ 
~ 

Work cycle Issuance of registration certificate 

Cycl~c:()de ~~2 __ ~ 

Department Head 

Issue reglstartlOn 
I... I certificate ratified 

a by Department 
head 

ReglstralOn 
certificate 

(onglnal + 2 
copies) 

Location Experts office In Tngger Request for registration 
court document certificate With set 

destination 
Frequency Upon request 

Request 

Expert 

Receipt 

nn 
ou 



"\ 

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 
(ongmal + 2 f4-copies}. 

J' 

Head I Deputy 

Receipt ~ 

Deliver expert ~ 

I - certificate and ~ 

./ ... , 
receipt + request 

f 
Expert ~ 

~ 
-..., 

Request ~ 
~ 

./ 

Ratified Onglnal 

~ decIsIOn of removal 

...... -" 

89 
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-------------------

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 Issues registration certificate to be ratified by Head of Dept 
Head of DeQt (onglnal + copy) after making sure all fees are paid 
Deliver certificate, receipt and request to expert Certificate (onglnal + copy), receipt and request to expert 

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

~ 
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Work cycle 

Cycle code 

~ 

~ 

Issuance of non-registration 
certificate 
6-23 

Awalt collection 
receipt and req uest 

after stamping 
Collection receipt 

Expert 

Location Experts office In Tngger 
court 

calender 

Head / Deputy 

Sign off 
request and 

give to Expert 

Request of 
non-registration 

certificate 

,... ... 
;::'-1 

document 
Frequency 

Non-reglstartlo 
n certificate 
with defined 
destination 

Request for non-registration 
certificate 
Upon request 

Expert 



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

Work cycle 

Cycle code 

~ 
.....:\ 

Issuance of non-registration Location 
certificate 
6-23 

Head 

Issue 
non-regIstration 

14 I I certIficate ratIfied 
by Head 

Department 

Non-regIstratIOn 
certificate 

Experts office In Tngger Request for non-registration 
court document certificate 

Frequency Upon request 

Request 

Expert 

ReceIpt 

..... ,.., 
;;;)£. 



~ -~ 

Work cycle 

Cycle code 

---. 

Issuance of non-registration 
certificate 
6-23 

f 
~ 

I... 
Expert .... 

'---

Location Experts office In Trigger Request for non-registration 
court document certificate 

Frequency Upon request 

Non-registratIOn 
~ certificate 

../ 
Head I Deputy 

Receipt ...... 
Deftver certificate .... 

j 
to Expert and ~ 

~ 1 - expert + request 

Request .... .... 

./ 

Ratified onglnal 

I+-decIsion of removal 

"""-

1"'1'" 
;::Iv 



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

Descnptlon of work cycle Issuance of non-registration certificate 

Job DescnptlOn 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 

refernng 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 (anginal + copy) after making sure all fees are paid 
Deliver certificate receipt and request to expert Certificate (anginal + copy), recell2t and reguest to eXl2ert 

~ 
~ 

nA 
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Work cycle 

Cycle code 

~ 

--.". 

Issuance of expert's death 
certIfIcate 
6-24 

Awalt collection receipt 
and request after 

stamping Collection 
receipt 

Expert 

LocatIon Experts office In 
court 

From the 
calender 

Head / Deputy 

Sing the 
request and 

give to Expert 

95 

Death 
certificate 

request -

------ ---

Tngger Request for expert's death 
document certIfIcate 

,--Freqljen9' ___ ~UJ:>on request 

Request for 
death 

certificate 
litigant 



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

Work cycle 

Cycle code 

E -

Issuance of expert's death Location 
certificate 
6-24 

Department 
Head 

Issue death 
ratified 

certificate by 
Department 

head 

Death certificate 
(onglnal + 2 

copies) 

Experts office In Trigger Request for expert's death 
court document certificate 

srequency __ Uj:>on request 

Request 

Litigant 

Receipt 

96 
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~ 

Work cycle 

Cycle code 

Issuance of expert's death 
certificate 
6-24 

~ Expert '" 

Location Experts office In 
court 

Death certificate 
(onglnal + 2 copies) .. 

Receipt ....oL ~ 
~ 

~ 
J -

Request ... 
~ 

-

Onglnal ratified ... decIsion of removal ~ 
--

, .... .., 
VI 

Tngger Request for expert's death 
document certificate 
Frequency Upon request 

Head I Deputy 

Deliver 
certificate for ~ J 

the Expert and 
... I 

th~ rpI"prnt + 



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

~ 
~ 

Description of work cycle Issuance of expert's death certificate 

Job Descnptlon 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 or deputy Issues expert's death certificate to be ratified by Head of 
Head of Dept Dept (onglnal + copy) after maklnQ sure all fees are paid 
Deliver certificate receIpt and request to expert Certificate (onglnal + copy) receipt and request to expert 

no 
~ 



~ 
~ 

Work cycle Receive cases from Experts 
Department 

Cycle code 6-25 

Registration 
department Case file 

Location 

Deputy 

Experts office In 
court 

99 

Deputy 

Record expert 
data and fees 

Trigger 
document 
Frequen91. 

Case file 

Experts 
Department 

Case file 

U~on reguest 
-~ 



__________________ _ l 

~ 
~ 

, 
\ 

Descnptlon of work cycle Assign cIvil case after deposit payment 

Job Descnptlon and Remarks 
Record data expert's name, Incoming reference Employee registers data In special register expert's name, incoming reference 
number and fees amount number and fees amount after recelVInQ and slnQ In the 10Q 
Deliver case fIle to Registration Dept Employee delivers case file and signs In the loq of dellvennq labour cases ~ __ 

AAA 
IUU 
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I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

Administrative Umts 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 characterrstlc of 
anticipating the tngger The whole Idea IS that each employee In each 
administrative unit IS In a state of anticipation and stall waiting for a tngger 
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 "tngger requeste( 

Trigger requester presents the tngger to the employee The "tngger" Will be 
one of the follOWing 

1 Document like ongrnal wrrt of summons for case InitIatIon 

2 Wntten request like request for certificate Issuance 

3 Oral request like request for case file review 

4 PeriodiC task like submitting monthly reports about Incomrng and 
outgoing documents In court, or making monthly salary lists The tngger 
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 IS delivered 
by hand, mall, fax, or phone as the way of communrcatlon matters only to 
understand the nature of work 

As soon as the employee receives the trrgger, he undertakes defined, knows 
and regulated procedures till the request of the "tngger requester IS fulfilled" 
Those procedures are defined rn sequence, where a procedure could not be 
taken except when the precedrng procedure IS done This senes 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 IS 
because system analysts are keen to Introduce all the details, as they are 
Important, Vital and effective rn method of automation and re-englneerrng 

It IS Important for the reader to be aware of the cycle descnptlon from the pOint 
of view of procedures performers themselves The reader Will then be aware 
while tracking those procedures that the Included descrrptlons may be 

7 



considered detailed practical gUidelines for the way work IS done Inside the 
court Moreover, anyone who would study any of the administrative units 
descrrbed here can substitute any of the other court employees and do the 
same work uSing this description with no difficulty He might only need 
experrence which reflects performance level 

The study team was keen to make sure that the Information Included In this 
descrrptlon IS absolutely right as It IS mere descrrptlon 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 
literature standards and we have nothing to do with this 

Descnptlon of each administrative unit was done according to Egyptian 
Company for Research and Systems which IS composed of the follOWing 

1 Descnptlon of functronal structure of each Untt 

2 Make a list of work cycles performed by the unrt 

3 Descrrptlon 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 clanflcatlon 

4 List of data used In each Job In the form of Inputs and outputs 

This methodology IS used In the descrlptron to collect all the Information that 
court informatIOn systems developer needs regarding Introduction of computer 
technology, or development of manual systems and re-englneerrng 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 Ismallta Court and North Cairo 
Courts of First Instance, and may also be put as a base for studYing Ismailia 
Court of Appeals 

8 
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Description of CIvil Department 

Date 28 July, 1997 1 Time 11030 a m 
Location Senior Clerks Office - Second Floor - North Cairo Court 

of First Instance bUilding 
InformatIOn source Mr Mohamed Hashem, Senior Clerk 

BasIc InformatIOn 
Official Name C,vil Department 
Popular Name CIvil Department 
OrgamzatlOnal location Clerks Dept I CIvil Department 

Head of Clerks Department 

I I 
Head of Taxes Head of Commercial Head of CivIl 

Section SectIon SectIOn 

9 



Description of CIvil Section 

Date August 1997 1 Time 11030 a m 
Location First Floor of the old bUilding - First Floor of the new 

bUilding - North Cairo Court of First Instance bUilding 
Information source Mr Mohamed Hashem, Mr Fekry Noselr, Mr Mohamed 

Seilm, Mr Adel Fahmy, Mr Hassan EI Sayed EI Sarraf 

BasIc Information 
Official Name CIvil Section 
Popular Name CIvil Department 
Organizational location Clerks Dept I CIvil Section 

Semor Clerk 

I 
Head of CIVil 

Dept 

I I I 
Fees and Cases Appeals and potentIal I Inde'\. II CircUIt Clerks II Front Office 

re\ISlon eVidence trusts and 
registration of arbitrators 

Judgments I Fees assessment ~ 

I Set heanng dates }-

DeSCription 
o The CIvil Section provides assistance to the Judiciary In handling 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 

o In procedures concerning case file flow and handling after Initiation and 
till diSPOSition, the technical work IS 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 
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I 
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Descnptlon of Commercial Section 

Date 28 July, 1997 1 Time 11030 am 
LocatIOn Rooms 602, 603, 604, 605 court building - Office of 

Head of commercial Section 
Information source Mr Mahmoud EI Hossary - Head of Commercial Section 

BasIc Information 
Official Name Commercial Section 
Popular Name Commercial Section 
Organizational location Clerks Dept I Commercial Section 

I Head of Clerks Dept I 

Head of Commercial 
SectIOn 

I I I T I 
Copies - Cases II Fees I Incommg& 

I 
ClrcUlt 

I I Inde~ I Compames 
Cases reVISIOn reVISIOn outgomg Clerks Contracts 

corres With registrar 
E\.perts Dept 

Copies - I Collection l 
Compames 

Descnptlon 
o 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 
like fees collection 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 

11 



Descnptlon of Taxes Section 

Date 28 July, 1997 I Time /1030 a m 
Location 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 I Taxes Section 

Head of Clerks Dept I 
Head of Taxes 

Section 

I I I I I 1 
II 

Copies I Cases Fees Incommg& Cucmt I Inde .... J l CollectIOn 
reVISIon reVIsIOn outgomg Clerks 

corres With 
E .... perts Dept 
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List of Work Cycles for Hearing Scheduling at Front Offices 

Cycle Cycle Cycle Tngger Cycle Operation Remarks 
Code Frequency 

Set hearing date and 1-7-1 Case file submitted Upon request 
circuit to handle the 
,new case 
Set hearing date and 1-7-2 Case file of Upon request 
CirCUit to handle a case referred case 
referred from another 
court 
Papers stamping 1-7-3 Papers submitted Upon request 

from stamping 

13 



List of Work Cycles In Fees Assessment Department 

Cycle Cycle Cycle Tngger Cycle Operation Remarks 
Code Frequency 

Fees assessment for 24-1 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 

1.+ 
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List of Work Cycles In Fees RevIsion Department 

Cycle Cycle Cycle Trigger Cycle Operation Remarks 
Code Frequency 

RevIsion of fees 25-1 Writ I 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 Onglnal company Upon request (only 
assessed for contract + commercIal) 
commercial compantes summary of 
contract summary establl sh me nt, 

amendment, or 
dISSolution 
contract 

15 



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 ludgments A~peals Juqgment 
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 Onglnal Writ of Upon request 
case summons 
Receipt of bankruptcy 1-1-9 Onglnal wnt of Upon request 
case summons + case 

documents 
Receipt of commercial 1-1-10 Onglnal 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 b~ cOQles dept 
Receipt of request for 1-1-12 Summary of Upon request 
registration of company company contract 
contract + company 

contract 

16 
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List of Work Cycles of Head of Taxes Section 

Cycle Cycle Cycle Tngger Cycle Operation Remarks 
Code Frequency 

Receipt of taxes cases 1-3-1 Onglnal wnt of Upon request 
summons and 
case documents 

Set Circuit number and 1-3-2 Onglnal wnt of Upon request 
first hearing date summons with 

~ald fees 
Receipt of request for 1-3-3 Request for Upon request 
certificate or copy certificate or copy 
Issuance Issuance with 

requested 
documents 

RevIsion of Index 1-3-4 Index books Upon request 
books 
Receipt 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 

copies department 
Receipt 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 Trigger Cycle Operation 
Code Frequency 

Receipt of cIvil I taxes 1-5-1 Onglnal wnt of Upon request 
cases summons with set 

heanng date 
Receipt of commercial 1-5-2 Onglnal wnt of Upon request 
case summons with 

paid fees 

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 
Receipt 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 Onglnal wnt of Upon request 
and requests summons or 

request with paid 
fees 

Registration of heanng 1-5-7 Heanng minutes Upon request 
notes 

Inform probate 1-5-8 Onglnal wnt of Upon request 
prosecution of summons where 
eXistence of minors the eXistence of a 

minor litigant IS 

stated 
Registration of 1-5-9 Complaint against Upon request 
complaint against fees fees assessment 
assessment order order with paid 

fees 
Dally closure 1-5-10 End of day On dally basIs 
Certificate Issuance 1-5-11 Request for Upon request 

certificate 

18 

Remarks 

Includes 
commercial 
cases, 
bankruptcy, 
appeal from 
partial courts, 
& complaints 
against 
orders 

Includes 
heanng 
minutes and 
final 
Judgments 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

Cycle 

Request for Information 
about a case against a 
specific person 
Request for Information 
about heanng date 
Registration of data of 
fees order 

Cycle 
Code 

1-5-12 

1-5-13 

1-5-14 

Cycle Trigger Cycle Operation Remarks 
Frequency 

Oral request Upon request 

Oral request Upon request 

Fees assessment Upon request 
order 

19 



List of Work Cycles of CircUit Clerk 

Cycle Cycle Cycle Tngger Cycle Operation Remarks 
Code Frequency 

Receipt of new case 1-6-1 Case file On weekly basIs 
file and asslgmng 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 Case file On weekly basIs 
enhancement of 
suspended case 
Receipt of appealed 1-6-4 Case file On weekly basIs 
case and asslgnmg 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 Accordmg to 
hearing hearing dates 
Taking notes of hearing 1-6-7 Handling the case Accordmg to 
events m the hearing heanng date and 

preparation for 
the case (case 
roll number) 

Takmg notes of hearing 1-6-8 Hearing Accordmg to 
results adjournment heanng 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 typmg 
to Experts Department to Experts dept 
or resendlng 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 
list court list 
Execution of court 1-6-12 Judgment With Heanng date 
order With change of change of 
expert delegated eXQert 

20 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

Cycle 

Execution of 
preliminary judgment 
with referral of case to 
forensIcs 
Court judgment with 
acknowledgments to be 
executed by Clerks 
Dept 
Execution of court 
order with Informing 
outside authority 
Procedures of request 
for forgery investigation 

Execution of court 
order with a fine or 
exemption from fine for 
one of the litigants or a 
court employee 
Acknowledging litigants 
with receipt of experts 
report 
Attachment of 
Interlocutory request to 
case file 
ExecutIOn of court 
order with referral of 
case to another circuit 
Execution of court 
Judgment with non-
JUrisdiction and referral 
to another court 
Receipt of request 
submitted by the public 
to make hearing date 
earlier 
Receipt of request for 
certificate Issuance 
submitted by the public 
With paid expenditures 
In a case 

Cycle 
Code 

1-6-13 

1-6-14 

1-6-15 

1-6-17 

1-6-18 

1-6-19 

1-6-20 

1-6-22 

1-6-21 

1-6-26 

1-6-27 

Cycle Trigger Cycle Operation Remarks 
Frequency 

Preliminary Upon Judgment 
judgment with announcement 
referral of case to and tYPing 
forensIcs 
Court order According to 

hearing dates 

Court order Hearing 
adjournment 

Request for Upon request 
forgery 
Investigation 
submitted by 
litigant 
Court order from Hearing date 
hearing minutes 

Experts report Upon request 

Interlocutory Upon request 
request 

Court order Upon request 

Judgment with Judgment 
non-JUriSdiction announcement 
and referral to 
another court 
Request to make Upon request 
hearing date 
earlier 

Request for Upon request 
certificate Issuance 
With paid 
expenditures 

21 



Cycle Cycle 
Code 

Fees assessment for 1-6-23 
requests submitted by 
the public 
Statmg Information 1-6-24 
about the case on 
papers submitted by 
litigants 
Dellvenng copies of a 1-6-25 
document from the file 

Case closure after 1-6-16 
disposition 
Submission of Judges 1-6-28 
accomplishment 
reports 
Procedures of 1-6-29 
bankruptcy and 
Informing concerned 
authorities 

Cycle Tngger 

Acknowledgment 
papers submitted 
by the public 
Papers submitted 
by the public 

Request with paid 
fees submitted by 
the public 
Judgment draft 

End of month 

22 

Cycle Operation 
Frequency 

Upon request 

Upon request 

Upon request 

Hearing date 

On monthly basIs 

Upon request 

Remarks 

I 
I 
I 
-



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

( 

List of Work Cycles of Incommg and Outgomg Correspondence with 
Experts Department 

Cycle Cycle Cycle Trigger 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 

23 



List of Work Cycles of Registration of Commercial Companies 

Cycle Cycle Cycle Trigger Cycle Operation 
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 

Remarks 

-

• 

I 
I 



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

Work cycle 

Cycle code 

~ 
~ 

Set hearing date and circuit for the 
new case 
1-7 -1 

Plaintiff or 
attorney 

Writ of 
summons with 

a set circuit 
and first 

Location Office for setting Trigger New Writ of Summons with 
hearing date at document paid fees 

~_~ ___ Front Qfflce _____ frequency _______ Ul20n req\.jest 

Distribution of 
hearings 

among CircUits 

Employee who 
sets hearing 

dates 
(CIVil Section 

Deputy) 

Writ of 
Define the Hsummons With I l Plaintiff or 

circUit and First paid fees • attorney ~ 
hearing date 

25 

~-------



~ 

Work Cycle Description Set hearmg date and CirCUit for the new case 

Job 
Set the circuit and first heanng date 

~ 
'\ - -

Description and Comments 
For the new cases, the employee sets the CirCUit that Will handle the case according to 
cntena of case distribution, that IS If the case IS 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 litigant After he sets the 
Circuit, he then sets the first hearing date within one month from case Initiation and 
accordlnq to the circuit worklnq days dunng the week 

26 
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-~-~---------------

Work cycle Set a heanng and CirCUIt to handle 
a case referred from another court 

Cycle code 1-7-2 

Correspondence 

LocatIon OffIce for settIng 
heanng date at 
Front OffIce 

Employee who sets 
hearing dates 

(CIvil Section Deputy) 

I... 1 Define the circuit and First 
hearing date 

27 

Tngger Case file of a referred case 
document 
Frequency Upon request 

Correspondence 



Work Cycle Description Set a heaTIng and CircUIt to handle a case referred from another court 

Job Description and Comments 
Set the cIrcuIt and first heanng date Regarding cases referred from other courts (partial courts I Court of HIgh Appeals I another 

Court of FIrst Instance) If a circuit IS already determIned (like the cases resent to the court 
by Court of Appeals for amendment of FIrst Instance court Judgment, the case IS assigned to 
the same CIrcuIt that made the judgment) Only a hearing date IS set But, If there IS no 
circuit set for the case then a CIrcUIt IS set according to case type as well as a heanng date 

28 
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------~------------

Work cycle Document stampIng LocatIon OffIce for settIng Trrgger Documents submItted by 
heanng date at document the public for stamQlng 

Cycle code 1-7-3 Front Office Frequency Upon request 

CIVIl Section 
Deputy 

Documents Documents 

C Public .. stamped with ... Stampmg of """ submitted for ... Public .... 
State Stam£ 

~ documents ~ 

stamP!!l9-
.... 

_/ / 

, 

,... 

~ 
29 



---

Work Cycle Descnptlon Document StampIng 

Job Description and Comments 
Papers StampIng Documents requIred to be stamped wIth State Stamp (like caples of Judgments or caples of 

case documents to be ratIfIed as beIng angInal) are submItted to CIvIl SectIon deputy who 
stamps them 

30 
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-~-----------------

Work cycle 

Cycle code 

~ 
'" 

Fees assessment for Writs, 
requests and orders 
24-1 

Plaintiff 
attorney 

No 

Location Fees 
Assessment 
Dept 

Fees 
assessment 

employee 

~ ... I Case revIsIon 

31 

Tngger 
document 
Frequency 

WnUOrder 

Documents 
docket 

Case + documents docket 

Upon request 

Plaintiff 
attorney 

':;.. 



Work cycle 

Cycle code 

~ 
~ - - • 

~\ 

Fees assessment for Writs, 
requests and orders 
24-1 

Plaintiff 
attorney 

Yes 

Location Fees 
Assessment 
Dept 

Trigger 
document 
Freguency 

Fees 
assessment 

Case + documents docket 

Ul20n reguest 

o=n'o"on I ~ 

32 

Fees 
assessment 

Writ/order with 
L...----~I assessed fees 



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

~ 
~ 

Work cycle 

Cycle code 

Fees assessment for Writs, 
requests and orders 
24-1 

Plaintiff 
attorney 

Location Fees 
Assessment 
Dept 

Fees 
assessment 

employee 

Trigger 
document 
Frequency 

)... I Assessment of toIl~ __ ---t 
attorneys taxes 

33 

Case/Order 
with assessed 

fees 

Case + documents docket 
I 

Upon request 
, 



Work Cycle Description Fees assessment for Writs, requests and orders 

Job Description 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 onQlnal contract In some cases 

Fees assessment By reviewing the requests In the case, required fees are assessed and wntten on the last 
page of the case file accord Ina to fees law 

Attorney's taxes assessment Attorney's taxes are assessed and also wntten on the last page of case file according to 
degree of attorney, except If the litigant IS a lawyer where he IS exempted from these taxes i 

34 

~ 
\J'l --------



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

Work cycle 

Cycle code 

~ 
~ 

Fees assessment for request of 
certificate Issuance 
24-2 

Requester for 
the certificate 

No 

Location Fees 
Assessment 
Dept 

Fees 
assessment 

employee 

ReVIsion of 
request 

35 

Trigger 
document 
Frequency 

Request for 
certificate 
Issuance 

Request for certificate 
Issuance 
Upon request 

Requester for the 
certificate 



Work cycle Fees assessment for request of Location Fees Trigger 
certificate Issuance 

Cycle code 24-2 

':1 
~ - .. ------

Requester for 
certificate 

Assessment document 
Dept Frequency 

Fees 
assessment 

employee 

Fees 
assessment 

Request for 
certificate Issuance 

L..---..4 with assessed fees 

36 

Request for certificate 
Issuance 
Upon re~uest 



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

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 wntes the amount on 

It according to what IS required on the certificate 

~ 
37 

~ 



Work cycle Fees assessment for summary of Location Fees Assessment Tngger Onglnal company contract + 
commercial companies contracts Dept (Commercial document summary of contract of 

Dept) establishment I amendment! 
dissolution of the company 

Cycle code 24-3 Frequency Upon request 

Fees 
Onglnal 

assessment 
company 

employee 
contract 

kequester Requester >+-< something Documents 
;>~ 

revIsion 
Summary of 
contract of 

establishment! 
amendment! 

No I dlssolutron of a 

38 

~ 
--.J 



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

Work cycle Continuation of Fees assessment 
for summary of commercial 
companies contracts 

Cycle code 24-3 

Requester 

':i 
~ 

Location Fees Assessment 
Dept (Commercial 
Dept) 

Fees 
assessment 

employee 

Tngger 
document 

Frequency 

\.. 1 I Assessment of ... I .. I------t 
required fees 

39 

Summary 
contract with 
assessed fees 

Onglnal company contract + 
summary of contract of 
establishment! amendment! 
dissolution of the company 
Upon request 



Work Cycle Description Fees assessment for summary contracts of commercIal compames 

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 

~~~ 

40 

~ 
~ 



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

~ 
o 

Work cycle 

Cycle code 

~ 

RevIsion of fees assessed for Writs, 
re~uests and orders 
25-1 

Fees revIsion 
employee 

yes 
J4 I I Reassessment J4 (" 

of fees 

WnUOrder With 
assessed fees 

Location Fees RevIsion 
Dept 

Fees revIsion 
employee 

" 

Trigger 
document 
Frequency 

WnUOrder with 
'>liliiii I Fees revIsion 1111 1 assessed fees 

No 

41 

Writ of Summons I order 

Upon request 

Plaintiff 
attorney 



""-l 
~ 

........ 

Work cycle 

_Cycle code 

RevIsIon of fees assessed for WrIts, 
requests and orders 
25-1 

Plaintiff attorney 

------

LocatIon Fees RevIsIon 
Dept 

Fees revIsion 
employee 

TrIgger 
document 
Frequency 

1 I Signature and 1<111l1li1-----4 
stamp 

42 

WnUOrder with 
revised fees 

WrIt of Summons I order 

Upon request 



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

(" 

*' \' 

Work Cycle Deflnltton 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 IS 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 

,.. 

43 



~ 
~ 
'W -

Work cycle 

Cycle code 

-

RevIsion of fees assessed for 
papers 
25-2 

Fees revIsion 
employee 

Yes J4 1 1 Reassessment 14 ~ 
of fees 

Acknowledgment 

Location Fees RevIsion 
Dept 

Fees revIsion 
employee 

Trigger 
document 
Frequency 

Acknowledgm 
ent with 

Fees revIsion 

No 

44 

Acknowledgment 

Upon request 

Plaintiff 
attorney 



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

Work cycle RevIsion of fees assessed for Location Fees RevIsion Trigger Acknowledgment 
papers Dept document 

Cycle code 25-2 Frequency Upon request 

Fees revIsion 
employee 

Plaintiff attorney 
Signature and 

stamp 

Acknowledgm 
ent with 

revised fees 

45 

~ 
-f. 



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 IS 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 Slqns the document after reVISion and stamps "revised on them 

46 

ti 
~ ------



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

~ 

~ 

Work cycle 

Cycle code 

RevIsion of fees assessed for 
certificates 
25-3 

Fees revIsion 
employee 

Yes 
,l1li I 1 Reassessment 1l1li < 

of fees 

Certificate with 
assessed fees 

Location 

No 

Fees RevIsion 
Dept 

Fees revIsion 
employee 

Trigger 
document 
Frequency 

Certlficte with 
Fees reVIsion I~ I assessed fees 

47 

Certificate 

Upon request 

Requester for the 
certificate 

... 

';: 

,,," 



"" ~ -:i -

Work cycle 

Cycle code 

RevIsion of fees assessed for 
certificates 
25-3 

Requester for 
the certificate 

Location Fees RevIsion 
Dept 

Fees revIsion 
employee 

Trigger 
document 
Frequency 

• 
1 I Signature and "'I~""' __ ~ 

Stamp 
A 

48 

• 
Certificate with 

revised fees 

./ 

Certificate 

Upon request 



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

Work Cycle Descnptlon RevIsion of fees assessed for certificates 

Job Descnptlon and Comments 
Fees revIsion Fees revIsion employee revises the assessed fees to make sure Fees Law IS 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 

~ 
49 

<><:I 



Work cycle 

Cycle code 

~ 
r'I - -

RevIsion of fees assessed for 
copies 
25-4 

Fees reVISIon 
employee 

,... I , Reassessment ,... (. 
of fees 

Yes 

Copy wIth assessed 
fees 

Location 

No 

Fees RevIsion Tngger Copy 
Dept 

50 

document 
Frequency Upon request 

Fees reVISIon 
employee 

Copy wIth 
Fees reVISIon I. I assessed fees 

Requester for 
the copy 



-------------------
"'\ 

Work cycle RevIsion of fees assessed for Location Fees RevIsion Tngger Copy 
copies Dept document 

Cycle code 25-4 Frequency Upon request 

Fees revIsion 
employee 'r 

Requester Signature and 

for copy Stamp 

Copy with 
revised fees 

~ 51 
'1;:) 



Work Cycle DescriptIOn RevIsion of fees assessed for Copies 

Job Description and Comments I 

Fees revIsion Fees revIsion employee revises the assessed fees to make sure Fees Law IS enforced 
Reassessment of fees If a mistake IS done with fees assessment, the revIsion employee reassesses the fees I 

according to Fees Law 
Signature and stamp RevIsion employee signs the document after revIsion and stamps "reVised on them 

, 

52 

~ 

- -



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

~ 
~ 

Work cycle 

Cycle code 

'\ 

RevIsion of fees for cases after 
diSposition 
25-5 

Fees revIsion 
employee 

Fees 
assessment 

Case file with 
assessed fees 

Location 

No 

Fees RevIsion 
Dept 

Fees revIsion 
employee 

Tngger 
document 
Frequency 

Fees revIsion 1<11141---1 Case file 

53 

Case file 

Upon request 

CirCUit Clerk 



Work cycle 

Cycle code 

~ 
\1J - --

~ 

RevIsion of fees for cases after Location Fees RevIsion Tngger Case file 
disposition Dept document 
25-5 Frequency Upon request 

Yes 

Fees revIsion I Fees revIsion 
employee employee 

I I 
CirculI clerk 1<11 Dehver 10 I t (ake nolabons No 

crcUit clerk ~ With claims on 
onglnal 

ReVISion book 

54 

Judgment 

Case file With 
reVIsed fees 



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

Work cycle RevIsion of fees for cases after Location Fees RevIsion Tngger Case file ! 

disposition Dept document 
Cycle code 25·5 Frequency Upon request 

( CirCUit clerk )~ L:::J~ (0 

~ 
-G- 55 



" 

Work Cycle Descnptlon RevIsion of fees assessed for cases after disposition 

~ 
~ 

Job 
Fees revIsion 

Fees assessment 
Notation with claims on the onglnal 
judgment 
Dellvenn_g to Circuit Clerk 

- --

Description and Comments 
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 revIsion employee reassesses the fees according to Fees law 
Fees revIsion employee makes a note with the fees, duty stamps, and required attorney fees 
and also notifies State Cases Authonty where the government IS one of the litigants 
Circuit Clerk receives the case after It IS revised then signs In the RevIsion Dept books 

56 



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

Work cycle RevIsion of fees for cases from Location Fees RevIsion Trigger Case File 
Court of Appeals and Cassation Dept document 

Cycle code 25-6 Fre~quency Upon request 

-
Fees revIsion Case revIsion Case revIsion 

employee -
employee employee 

Make notation 
Archive }- Deliver to ... with claims on ... Fees revIsion ... - Case file """- ArchIVe 

employee CirCUit Clerk "" onglnal .... .... ..... 
employee 

Judgment ./ 

" " 
RevIsion book Case file 

./ ./ 

~ 
f)' 

57 



----

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 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 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 

58 
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________ -_1 ________ _ 

Work cycle Notation with exemption 

Cycle code 25-7 

PlambffJl 
attorney 

~ 
~ 

Location 

Fees revIsion 
employee 

Review the 
documents 

Writ of 
Summons 

Fees RevIsion Tngger Official copy of exemption 
Dept document ludgment + wnt of summons 

Frequency Upon request 

Copy of 
exemption 

~~ 
Plaintiff 
attorney 

Writ of 
Summons 

59 



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 
-~ ------

60 

~ 
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~ 
(') 
C> 

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

Work cycle 

Cycle code 

"" 

Fees assessment for documents 
docket 
28-8 

Plaintiff 
attorney or 

Yes 

No 

LocatIon Fees RevIsIon 
Dept 

Fees reViSion 
employee 

ReVISion of 
documents 
and duties 

61 

"\ 

Tngger 
document 
Frequency 

Documents docket 

_Upon reque~t_ 

Plaintiff 
attorney 



Work cycle 

Cycle code 

~ 

Fees assessment for documents 
docket 
28-8 

Location Fees RevIsion Trrgger 
Dept 

Fees revIsion 
employee 

document 
Frequency 

Fees revIsion 
employee 

Plaintiff 
attorney 

J'IIII 1 I Signature and ,.. , Fees revIsion 
Stamp • for the docket 

Documents 
docket With 
reVised fees 

62 

Documents docket 

Upon request 



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

Work Cycle Descnptlon 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 

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

~ 63 



Work cycle RevIsion of fees assessed for 
commercial companies contracts 

Cycle code 25-9 

No 

t 

Location 

Fees reViSion 
employee 

RevIsion of 
assessed fees 

64 

Fees RevIsion Tngger 
Dept document 
(commercial) 

Frequency 

Onglnal 
company 
contract 

Summary 
contract with 

assessed fees 

Onglnal company contract + 
contract summary 
(establishment I 
amendment I dissolution) 
with assessed fees 
Upon request 

Requester 



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

Work cycle RevIsion of fees assessed for Location Fees RevIsion Tngger Onglnal company contract + 
commercial compames contracts Dept document contract summary 

(commercial) (establishment I 
amendment I dissolution) 
with assessed fees 

Cycle code 25-9 Frequency Upon request 

Fees revIsion 
employee 

8 Reassessment 
of fees 

Summary contract 
with assessed fees 

~ 65 
o 
~ 



'It 
~ 

Work cycle RevIsion of fees assessed for Location Fees ReVISion 
commercial companies contracts Dept 

(commercial) 

Cycle codE? _____ 2~ __ ~ _________ 
- - - - -- -------- 1_- _ _ ___ . 

Fees reVISIOn 
employee 

C Make notation 
ReqUester) ~ I with fees 

revIsion 

• 

~ ... 

Summary contract 
'----if wIth revIsed fees 

./ 

66 

.. 

Tngger Onglnal company contract + 
document contract summary 

(establishment I 
amendment I dissolution) 
with assessed fees 

FreqlJency Upon re<:!uest 

B 



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

Work Cycle Description RevIsion of fees assessed for commercial compames contracts 

Job Description and Comments 
RevIsion of assessed fees Fees revIsion employee revises the assessed fees to make sure law IS enforced 
Fees reassessment If a mistake IS done with the assessed fees, the employee reassesses the fees 
Notation by RevIsion Dept The employee makes a notation on the summary that the fees assessment IS revised 

v;! 
67 

r 



Work cycle Receipt of request for certificate or Location Head of Tngger Request for certificate or 
copy Issuance Commercial document copy Issuance with required 

Section documents 
Cycle code 1-1-1 Frequency Upon request 

Request for 

Department 
certificate and 

Head 
rI copy Issuance ,II1II l Requester 

Fees H Fees 

assessment 
assessment 
and revIsion 

Attached 
document 

68 

w 
~ 

I 



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

Work Cycle Description Receipt of certificate or copy Issuance 

Job Description and comments 
RevIsion and assessment of fees RevIsion IS done based on type of request as each type requires availability of certain 

documents 
Request for certificate with no bankruptcy Requires signed certificate from microfilm 
cases (commercial only) 
Copy of company contract summary Requires signed copy from microfilm 

(commercial only) 
Request for certificate of cases against a Requires a signed certificate from the 
specific person Index 
Request for information about a case Requires a signed certificate from the 

Index 
Request for certificate of no complaint Requires a signed certificate from the 
against fees assessment order Index 
Request for certificate of no appeal for a Requires a signed certificate from the 

.PErtlal cas~ _____ 
-------

Indexj commerCl~1 only) 

.J 

"" ~ 69 



Work cycle Receipt 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 Fr~9L!ency Upon request ------ ---- --------- -----

Complaints from 

Department 
and requests for 

orders 
Head 

Fees 
Fees 

assessment 
assessment 

Attorney 

and reVISIon 

Attached 
documents 

70 

~ 



w 
'0 

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

Work cycle RevIsion of Calendar books Location Head of Tngger Calendar files 
Commercial document 

Cycle code 1-1-3 Section Frequency U~on request 

Department 
Head 

RevIsion of fils 

( ) -( ) Calendar and signature Calendar 
head Calendar Files at the bottom Calendar files Head 

of each page 

71 



Work cycle Receipt of High Appeals Judgments 

Cycle code 1-1-4 

Archive 

No 

~ 

Location Head of 
Commercial 
Section 

Department 
Head 

Judgment 
revIsion 

72 

Trrgger 
document 
Frequency: 

Case file with 
notation of 

General Secretary 

Judgment of Court 
of Appeals 

Case file + appeals 
Judgment 
Ul20n reguest 

Archive 
employee 



uJ 

~ 

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

Work cycle 

Cycle code 

---...,. 

Receipt of High Appeals Judgments Location Head of 
- continuation 
1-1-4 

Fees revIsion 

Index 

Commercial 
Section 

No 

Department 
Head 

Set heanng 
date and 

circuit 

73 

Trigger Case file + appeals 
I document Judgment 

Frequency ____ j-l~o~-'"equest I 



Work cycle Receipt of renewal or Location Head of Tngger Request for case renewal or I 
enhancement Commercial document enhancement + notation 

Section with Information by circuit 
clerk 

Cycle code 1-1-5 Frequency Upon request 

Request of renewal 
or enhancement of a 

Department case 
head 

Fees Acceptance of Attorney 
Assessment request 

Make notation with 
information by 

CircUit Clerk 

74 

v-' 

~ 



--------~---------~ 
~\ 

Work cycle Signature and stamping certificates Location Head of Tngger Requested number of 
and copies Commercial document certificates or copies ratified 

Section by cO~les dept 
Cycle code 1-1-6 Frequency Upon request 

Department 
Head 

Certificate or Signature and 
Certificate or Requester for copy ratified by stamp of 

copy the certificate Requester 
the court certificate or 

copy 

v-' ..- 75 
-f.. 



~ 
~, 

Work cycle 

Cycle code 

, 

Set CircUit number of a commercial Location 
case 
1-1-7 

Attorney 

I 

Head of 
Commercial 
Section 

Head of 
Commercial 

Section 

Set the circuit 
and first 

heanng date 

76 

• • 

Trrgger Case file with a set case 
document number I 

Frequency Upon reguest 
! 

Attorney 

-------



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

-----

Work cycle Receipt of an appealed case Location Head of Tngger Onglnal wnt of summons 
Commercial document 

Cycle code 1-1-8 Section Frequency Upon request 

Head of 
Commercial 

Section 

Onglnal Wnt of 
Fees ... ... Define Claims Summons .. Attorney 

assessment .. .... ... \.. J 

-

\1-1 -~ 
77 



V.l 

~ 

Work cycle 

Cycle code 

Receipt of bankruptcy case Location 

1-1-9 

Head of 
Commercial 

Section 

r-Fees .... 
assessment 

Define Claims ....-

Head of Tngger Onglnal wnt of summons + 
Commercial document case documents 
Section Frequency Upon request 
~--

Onglnal Wnt of 
.... .....-

Summons 

./ 

K Attorney ""'" 
~ 

Case documents .... ....-

../' -
Certificate from 

microfilm there IS no 
bankruptcy case 

.....L 
agamst the .. 
defendants 

"""'I 
...... 

78 



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

---.., 

Work cycle Receipt of a commercial case Location Head of Tngger Onglnal wnt of summons + 
Commercial document case documents 

Cycle code 1-1-10 Section Frequency Upon request 

Head of 
Onglnal Wnt of 

Summons 
Commercial 

Section 

Fees 
Assessment 

Define Claims 
Attorney 

Case 
documents 

'.N -~ 
79 



~ 
~ 

Work cycle Stamp a copy of company contract 
summary 

Cycle code 1-1-11 

Partners 
Attorney 

Summary company 
contract ratified and 

stamped with State Stamp 

Location Head of 
Commercial 
Section 

Head of 
Commercial 

Section 

Stamp 
summary and 14-1 

copies 

80 

Tngger 
document 

Frequency 

Summary Company 
Contract ratified by 

Copies Section 
Onglnal + copies 

Summary of company 
contract ratified by Copies 
Dept 
Upon reguest 

Partners 
Attorney 

I 

! 

I 



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

Work cycle 

Cycle code 

\P 

~ 

-, 

Receipt of a request for company Location Head of Trigger 
contract registration Commercial document 

Section 
1-1-12 

----
Freguency 

-- -----_. __ .. _-

Summary company 
Head of Head of contract stamped by 

Commercial Commercial commercial registry 
Section Section 

ReVISion of 
Fees H Fees H contract and 

assessment assessment summary 
validity I 

81 

Company contract 

Number of required 
copies for the 

summary 

Summary of company 
contract + company 
contract 
Upon request 

~artners 
Attorney 



Work cycle ReceIpt of a taxes case LocatIon Head of Taxes Tngger Onglnal wnt of summons 
SectIon document and case documents 

Cycle code 1-3-1 Frequency Upon r~guest 

Ongmal Wnt of ~ ..... 

Department Department r-- Summons 
Head Head ./ 

RevIsion of 
" Fees ... Fees onglnal wnt of \.. Attorney ... 

~~ ..... Assessment "" assessment summons and 
documents 

Case 
'--- documents 

.... 
..... 

"""--

82 

~ -



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

~ 
~ 

\ 

Work cycle 

Cycle code 

Setting circuit number and first Location 
hearing date 
1-3-2 

Attorney 

Onglanl Wnt of 
Summons with CirCUit 

number and first 
heanng date 

Head of Taxes 
Section 

Head of Taxes 
Section 

Trigger 
document 
Frequency 

Set CirCUit and H Ongmal Wnt of 
first heanng Summons With 

date paid fees 

83 

Onglnal wnt of summons 
with paid fees 
Upon request 

Attorney 



---

Work cycle ReceIpt of request for certIfIcate or LocatIon Head of Taxes Tngger Request for certIfIcate or ! 

copy Issuance SectIon document copy Issuance wIth requIred 
documents 

Cycle code 1-3-3 
----

Frequency U20n request 
------ ~--~ 

Request for 

Department 
certificate or 

Head 
copy Issuance 

Fees 
RevIsion and 

assessment 
assessment of 

Requester 

fees 

Attached 
document 

84 

~ 



-----~-------------
, 

Work Cycle Description Receipt of request for certificate or copy Issuance 

Job Description and comments 
RevIsion and assessment of fees RevIsion IS done based on type of request as each type requires availability of certain 

documents 
Request for certificate With no bankruptcy Requires signed certificate from microfIlm 
cases (commercIal only) 
Copy of company contract summary RequIres signed copy from microfilm 

(commercIal only) 
Request for certIfIcate of cases agaInst a Requires a signed certIfIcate from the 
specIfIc person Index 
Request for Information about a case RequIres a sIgned certificate from the 

Index 
Request for certificate of no complaint Requires a signed certIfIcate from the 
agaInst fees assessment order Index 
Request for certIfIcate of no appeal for a Requires a sIgned certIfIcate from the 

_ _ _________ J',:)artlal case Index (commercIal onlvl 

\1l 
~ 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 

r -...... RevIsIon of 

-----I'--- ---' fIles and '----- .--" 

r--- sIgnature at the .... 
Calendar FIles ~ Calendar files 

bottom of each 
Ca~::~J ~ calendar) 

.... "- Head 

--- ---- page --

86 

{p 

t\ 



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

oJ 
t' 
¥"" 

Work cycle Receipt of High Appeals Judgment 

Cycle code 1-3-7 

Archive 
employee 

Location Head of Taxes 
Section 

Department 
head 

Judgment 
revIsion 

87 

Tngger 
document 
Frequency 

Case file with 
notation by General 

Secretary 

Judgment of Court 
of Appeals 

Case file + appeals 
Judgment 
Upon request 

Archive 
employee 



\,J 

~ 
--l 

Work cycle 

Cycle code 

Receipt of High Appeals Judgment Location Head of Taxes 
- continuation Section 
1-3-7 

Fees revIsion 

Index 

Department 
Head 

Set hearing 
date and 

circuit number 1<11141----1 

88 

Tngger Case file + appeals 
document Judgment 
Frequency U(:>on reguest 

No 



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

Work cycle 

Cycle code 

~ 
~ 

Receipt of renewal or 
enhancement 

1-3-5 

Location 

Department 
head 

Fees 
assessment 

,... I Acceptance of 
request 

Head of Taxes Trigger 
Section document 

89 

Frequency 

Request of renewal 
or enhancement 

Make notation by 
Circuit Clerk 

Request for renewal or 
I enhancement + notation 

with information by circuit 
I clerk 

Upon request I 

Attorney 



---

Work cycle Signature and stamping of Location Head of Taxes Tngger Required number of I 
I 

certificates and caples Section document certificates or caples ratified : 
by Copies Dept 

Cycle code 1-3-6 FrequeQc;}' Upon reqLl~~i ________ 

Department 
head 

Certificate or Signature and 
Certificate or Requester for stampmg of ... (' copy ratified by .... .... 

copy ........ 
the certificate 

.... 
......-Requester ......- the court ..... certificate or \. 

--' copy ./ - -.... 

90 

~ 



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

Work cycle Receipt of cIvil or taxes case Location Calendar (cIvil I Tngger Onglnal wnt of summons 
taxes) document with paid fees and set 

circuit and first heanng date 
Cycle code 1-5-1 Frequency Upon request 

Onglnal Wnt of 
... 
-.., 

Index Index employee summons with 
employee r--

paid fees and a 
numbe 

Register In r 
L. Register In the ... receiving book 

~~ 
Attorney 

,~ Index -.., J~ With defined 
case number 

I--
Documents docket ... 

J~ 
... 

..... 
..... 

,Ir " 
~ 

........ ..,- ........ 

-- I'--- -' 

Index file 
Register of Circuit number 

receiving cases '--- and heanng date .... 
......... ..-' """- --' 

-.., 

./ 

~ 91 



\.N 
vJ -

Work cycle 

Cycle code 

Receipt of civil or taxes case - Location Calendar (cIvil I Trigger Case file - payment receipt 
continuation taxes) document - hearing calendar 
1-5-1 Frequency Upon request 

Copy of 

'4 , ongrnal wnt of \41411 .. -r------------------------1 
summons 

Index 
employee 

Documents 
docket 

Attorney 

Onglanl wnt of H Deliver onglanl 
'4 , summons + number Writ of 

of copies summons and 
copies 

92 



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

~ 
~ 

Work cycle Receipt of cIvil or taxes case -
continuation 

Cycle code _1:5_-1 
--------

Index 
employee 

Register In 

case Index 

Location Calendar (cIvil! 
taxes) 

1l1li 1 Stay to be 
microfilmed 

93 

Tngger 
document 
Frequency 

Case file - payment receipt 
- heannQ calendar 
Upon request 

Index employee 

Place a copy of 
anginal wnt of 
summons and 

documents In case 
file 



Work cycle Receipt of cIvil or taxes case - Location 
continuation 

Cycle code 1-5-1 

CirCUit clerk 

vol 

~ 

Calendar (Civil! Tngger 
taxes) 

94 

Index 
employee 

document 
Frequency 

Deliver file to 
CirCUit clerk 

Case file - payment receipt 
- hearing calendar 
Upon request 



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

Work cycle Receipt of Commercial Case Location Commercial Trigger Onglnal wnt of summons I 

Calendar Dept document with paid fees and stamped I 

to be microfilmed 
Cycle code 1-5-2 Frequency Upon request 

I 
I ..... 
Ongmal Wnt of ~ 

Index 
Index Summons With 

employee 
employee paid fees 

r-- (onglnal + copy) 
Registers In 

l.L Reglstralon In .... 
the book, -

,~ 

-
the Index ~ ~!L 

receives cases ~ 
Attorney 

and sets case 
number 

Documents 
docket 

.... 
~ 

...r-----
V ,r 

",.. -....... --.. 
............ - '-. ........ 

Index book 
Cases receipt 

book 
'- -'" '- ...-' 

95 

t 



Work cycle 

Cycle code 

~ '11', 

Continuation of Receipt of Location Commercial Trigger Onglnal wnt of summons 
Commercial Case Calendar Dept document with paid fees and stamped 

to be microfilmed 
1-5-2 Frequency Upon request 

Index Index 
employee employee 

Onglnal wnt of H Head 01 RegIsters H RegIsters In H summons CIICUlt 
cncult number cases receipt number and first Dept sets 

In the mdex book heanng date CirCUit 
number 

Cases receipt 
book 

96 

I 



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

Work cycle 

Cycle code 

~ 

Continuation of Receipt of Location Commercial Tngger Onglnal wnt of summons I 
Commercial Case Calendar Dept document with paid fees and stamped ! 

to be microfilmed 
1-5-2 Frequency Upon request 

Coppye of 

I .. i I original Writ of 1 f.-04t--.--------------------l Index 
employee summons 

documetns 
docket 

Attorney 

97 

Onglnal wnt of 
summons + 
number of 

copies 

Deliver original 
Writ of 

summons + 
copies 



Work cycle 

Cycle code 

~ 

Continuation of Receipt of 
Commercial Case 

1-5-2 

Index 
employee 

.l1li I RegistratIOn In 

cases mdex 

Location Commercial 
Calendar Dept 

microfilm 

riD 
;:JU 

Tngger 
document 

Frequency 

case file 

Onglnal Writ of summons 
with paid fees and stamped 
to be microfilmed 
Upon ~uest 

Index 
employee 

put copy of 
onglnal wnt of 
summons + 

documents m 
case file 



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

Work cycle Continuation of Receipt of Location Commercial 
Commercial Case Calendar Dept 

Cycle code 1-5-2 

CircUit clerk 

f'\f'\ 

~ 
~ 

;;:J;;:J 

Tngger 
document 

Frequency 

Index 
employee 

deliver case 
file to CircUit 

clerk 

Onglnal Writ of summons I 

with paid fees and stamped 
to be microfilmed 
Upon request 



\JJ 
~ 

Description of work cycle data 
Job 

Name of Form I Book 
The Typed name 

Calendar book 

Receipt of a Commercial Case 
ReOlster In the Calend _. 
Form Item 
code 

Serial number 

Plaintiff s name 

Plarntlff s address 

Defendant s name 

Defendant's address 

Circuit number 

First hearing date 

Debt s value 

Case core 

Total amount of fees 

Receipt's number 

Date of the receipt 

Date of appeal 
aqalnst an order 
Fees assessment 

Dept Commercial Calendar Dept 

Item meamng Changed Remarks 

Year and serial number • This special number In cases 
receipt book In case of labour 
cases 

Names of all plaintiffs • Names of rntervenlng or Introduced 
plarntlffs to be added 

Addresses of all plarntlffs • 
Names of all defendants • Names of rntervenlng or rntroduced 

defendants to be added 
Addresses of all • 
defendants 
Circuit that Will handle the 
case 

• In case the defendant IS Indebted 
With a sum of money 

Summary of the case core • 
and requests 
Fees assessed on the day • 
of case Initiation 

• 
• 

-Inn 
IVV 



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

\,yJ 
~ 

'" 

Description of work cycle data 
Job -

Name of Form I Book 
The Typed name 

Calendar book 

--------

Receipt of a Commercial Case 
Realster In the Calend -

Form Item 
code 

Senal number 

Plaintiff's name 

Plaintiff s address 

Defendant's name 

Defendant s address 

Circuit number 

First heanng date 

Debt's value 

Case core 

Total amount of fees 

Receipt's number 

Date of the receipt 

Date of appeal 
against an order 
Fees assessment 

------- --

Dept Commercial Calendar Dept 

Item meamng Changed Remarks 

Year and senal number This special number In cases 
receipt book In case of labour 
cases 

Names of all plaintiffs Names of intervening or Introduced 
plaintiffs to be added 

Addresses of all plaintiffs 

Names of all defendants Names of Intervening or Introduced 
defendants to be added 

Addresses of all 
defendants 
Circuit that will handle the • 
case 

• 
In case the defendant IS Indebted 
With a sum of money 

Summary of the case core 
and requests 
Fees assessed on the day 
of case Initiation 

"fl"\"f 
n;n 



Description of work cycle data Receipt of a Commercial Case Dept Commercial Calendar Dept 
Job ReQister In the Cal end -

Name of Form I Book Form Item Item meanmg Changed Remarks 
The Typed name code 

Calendar book (cant) Hearing data • Date of next hearing If any 

• Court decIsion 
• Circuit number In case of referral to another circuit 

• Number of attached case In case of attachmg a case to It 

• Number of case to which In case of attaching this case to 

this case IS attached another 

• Hearing notes summary 
Appeals data • 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 
re_quest 
Data of sub- • Date of case filing 
case • Requests core 

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

~rv"l 
IVL 

~ --



v1 . ....:.. 
\ 

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

Descnptlon of work cycle data 
Job 

Name of Form I Book 
The Typed name 

Cases receipt book 

Receipt of a Commercial Case 
ReQister In cases receipt book 
Form Item 
code 

The year 

Senal number 

Date 

Primary Plaintiff's 
name 
Pnmary defendant s 
name 
Hearing date 

Total amount of fees 

Receipt's number 

Date of the receipt 

d 
Dept Commercial Calendar Dept 

b 
Item mean! ng Changed Remarks 

Current year • 
Annual senal • 
Date of case Initiation • 
Wnte names of "others" If • 
any 
Wnt names of "others" If • 
any 

Fees assessed on the day • 
of case initiation 
Receipt of fees payment • From the blue receipt 

Date of fees payment • From the blue receipt 

.. ",.., 
IU..J 



'#.. 
\jJ 

Description of work cycle data 
Job 

Name of Form I Book 
The Typed name 

Cases receipt book 

Receipt of a Commercial Case 
Reolster In cases receipt book 
Form Item 
code 

The year 

Serial number 

Date 

Primary Plaintiff's 
name 
Primary defendant's 
name 
Hearing date 

Total amount of fees 

Receipt's number 

Date of the receipt 

Dept Commercial Calendar Dept 

Item meanmg Changed Remarks 

Current year 

Annual serial 
I 

Date of case initiation 

Write names of others" If 
any 
Writ names of "others' If 
any 

• 
Fees assessed on the day 
of case Initiation 
Receipt of fees payment From the blue receipt 

Date of fees payment From the blue receipt 

-InA 
IV"-t 



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

Description of work cycle data Receipt of a Commercial Case Dept Commercial Calendar Dept 
Job -- Realster In cases md - - - - - - - _. --. - -. - - - -- - -- - - . 

Name of Form I Book Form Item Item meamng Changed Remarks 
The Tvped name code 

Cases Index Defendant s name • 
Sorted according to the name and 

Case number all defendants names • 
alphabetically each under Its first 
letter 

~r.r:: rv;.;T 
,oJ 

Z. 



~ 
V 
" 

Work cycle 

Cycle code 

Receipt of labour cases 

1-5-3 

f' ... Circuit clerk ..... 
.... 

Index 
employee 

Deliver case 
fi Ie to CI rcult 

clerk 

Location CIvil calendar 
dept 

Index 
employee 

Register m 
labour mdex 

... with new case ... ... number and ,.....-

partial case 
number 

1, 
C ::; 
Index of labour 

cases book 
'-. .-' 

-1 nrc-
IVV 

Tngger Onglnal wnt of summons of 
document new case or file of labour 

case from partial court 
without paid fees 

Frequency Upon request 

Onglnal Writ of 
Summons of 
new case or ... employee to set 
labour case hearing date 
with no fees 

~ 

. --



\. ... 
~ 

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

DescriptIOn of work cycle data 
Job ~ - --

Name of Form I Book 
The Typed name 

Calendar book 

Receipt of a Labour Case 
ReOister In the Labour Ind 
Form Item 
code 

Senal number 

Plaintiff s name 

Plaintiff s address 

Defendant s name 

Defendant's address 

Circuit number 

First heanng date 

Debt's value 

Case core 

Total amount of fees 

Receipt's number 

Date of the receipt 

Date of appeal 
against an order 
Fees assessment 

Dept CIvil Calendar Dept 
ber or oartlal case numb 

Item meanmg Changed 

Year and senal number • 

Names of all plaintiffs • 
Addresses of all plaintiffs • 
Names of all defendants • 

Addresses of all • 
defendants 
Circuit that will handle the • 
case 

• 

• 

Summary of the case core • 
and requests 
Fees assessed on the day 
of case Initiation 

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

-t1"\"7 
rVT 

Remarks 

This special number IS not put In 
cases receipt book In case of 
labour cases 
Names of Intervening or Introduced 
plaintiffs to be added 

Names of intervening or Introduced 
defendants to be added 

In case the defendant IS Indebted 
With a sum of money , 

I 

There are no fees In case of labour 
cases 

-- --



\r:! 
3 

Work cycle 

Cycle code 

Receipt of High Appeals Court 
Judqment 
1-5-4 

Index 
employee 

Deliver case ( 
\. Circuit Clefk """- file to Circuit ~ 

clerk 

Location C,vIl/Commercial! Trrgger Court of Appeals Judgment 
Taxes Calendar document + case file 
Dept Frequency Upon request 

Index 
employee 

Register In Appeals Court """- Head of 
~ 

Dept .... Index with old ... 
Judgment -.. 

""',~ 
case number 

./ 

" r::: .......... 
"..- -........ "... 
....... - L.....-

Case file 
~ Index file ........ " ........ ...... 

",-no 
IVU 



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

\jJ 
-f!,... 

~ 

Work cycle 

Cycle code 

Receipt of renewal or 
enhancement of cases 

1-5-5 

Circuit Clerk --' ..... 

Location CIvil/Commercial! 
taxes Calendar 
Dept 

Index Index 
employee employee 

Deliver Register 
renewal or renewal or 

enhancement ~ enhancement ~ 

~ "" 
request to With old case 
Circuit clerk number 

~Ir 

~ 
....... --

Index file 

'- ---

-11"\1"\ 
rQ;:r 

Trigger Request for renewal or 
I document enhancement with a 

notation by head of Dept 
With hearing date 

Frequency 
I 

Request for 
renewal or 

enhancement ( .... 
~ Attorney With set ~ \.. ~ 

hearing date 

~ 



,,~ 

-:B 

Work cycle 

Cycle code 

Registration of cases and requests 

1-5-6 

Index 
employee 

Register data 

\ ... In Index and ... dehver ..... ~ documents to 
microfilm 

Location CIvil! Tngger Onglnal wnt of summons of 
Commercial document sub-case or Interlocutory 
calendar Dept request 

Frequency Upon request 

Index 
employee 

Register data Onglnal wnt of ~ Attorney 1"""'11" In the Index ... summons or 
~ ~iI' With onglnal request _ 

case data ./ 

attached 
~~ L..-.. documents 

I+-..-
~ ./ ""-

Index file 
...... -' 

-f -f rt 
I IV 



P 
'>/' 
~ 

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

Work cycle Continuation of registration of 
cases and requests 

Cycle code 1-5-6 

CircUit clerk 

Location CIvil I commercial 
Calendar Dept 

Orlgnal Writ of 
summons and 

documents 
stamped to be 

microfilmed 

......... 
I I I 

Trigger Onglnal wnt of summons of 
document sub-case or Interlocutory 

request 
Frequency U 00 request 

Walt for 



" 

Work cycle Registration of hearing data Location Clvll/Commerclal/ Trigger Hearing agenda 
Taxes Calendar document 

Cycle code 1-5-7 Dept Frequency Upon re~uest 

Index 
employee 

RegIster heanng 
CncUlt Clerk heanng notes agenda CIrcUIt clerk 

WIth case data 

Index fIle 

,of ,of .... 
rrz. 

~ 



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

~ 
v'\ 
~ 

Work cycle 

Cycle code 

Notification of probate prosecution 
of minors 
1-5-8 

Index 
employee 

Continuation of 1 JoI4II1-------I 

case receipt 
cycle 

No 

Location CIvil/Commercial 
Calendar Dept 

Index 
employee 

Trigger 
document 
Frequency 

Discover ~ Onglnal wnt of 
~ lit I shortage from summons with 

case parties paid fees 

.j.j,., 
lTv 

Onglnal wnt of summons 

Upon request 

HIIIt __ -..j Attorney 



-----

Work cycle Continuation of notification of Location C,v,l/Commerc,al Tngger Onglnal wnt 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 

-i -i A 
I I Lt 

~ 

~ 



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

Work cycle Registration of objection against Location CIvil/Commercial/ Trigger Objection against fees 
fees assessment order T axes 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 litigant J-4 I order with paid ~ with case data 

., 
order with paid I~ 

fees and signature fees 

Index file 

.tJ "' .... '"' '"'c I Iv 

--.c.. 



~ 
\1\ 

'" 

DescriptIOn of work cycle data 
Job 

Name of Form I Book 
The Typed name 

Calendar book 

~ 

Registration of objection against fees assessment order 
Realster data of appeals with cases data and - - - - - - - - - -- -- - -- - - -- - - - -- - - - - -- - - - -- -- - -- --- -- - - - - -- - -

Form Item Item meanmg 
code 

Serral number Year and serral number 

Plaintiff s name Names of all plaintiffs 

Plaintiff's address Addresses of all plaintiffs 

Defendant s name Names of all defendants 

Defendant s address Addresses of all 
defendants 

Circuit number CirCUit that will handle the 
case 

First hearrng date 

Debt s value 

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 

...... co 
.TO 

Dept Commercial! CIVIl! Taxes 
Calendar OeDt - - -

Changed Remarks 

This special number IS not put In 
cases receipt book In case of 
labour cases 
Names of Intervemng or Introduced 
plaintiffs to be added 

Names of Intervening or Introduced 
defendants to be added 

In case the defendant IS Indebted 
With a sum of money 

i 

i 
I 
I 

I 
, 

• 



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

::-

Work cycle End of day Location Civil/Commercial/ Tngger End of each day 
Taxes Index document 

Cycle code 1-5-10 Dept Frequency On dally_ basIs 

Index file 

Index 

Head of Index employee 

Deliver Index 
Receive files Walt for files to head of 

End of day from head of signature of Civil/taxesl 
CIvIl/ taxes I head of Dept commercial 
commercial Depts 

Depts 

-t -t"7 

~ I-II 

\/' .... 
\)-



Work cycle Issuance of a certIfIcate LocatIon CIvIl/CommercIal! Trrgger Request for certIfIcate 
Taxes Index document Issuance 

Cycle code 1-5-11 Dept Frequency Upon request 

--- "" .) - -
Index file 

......... 

" 
Index 

employee 

Request for 
f 

Certificate with Extract 
~ Certificate """"- Litigant 

;" "'\ .... .... 
~ \ 

Litigant ...... requested data -.. requested data ...... 
Issuance , 

-

-t-to 
I~TU 

~ 
, 



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

Work cycle Request for Information about a Location CIvIl/Commercial/ Tngger Oral request 
case against someone Taxes Index document 

Cycle code 1-5-12 Dept Frequency Upon request 

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

Index 

........ 

, 
Index 

employee 

Look for ,. 
litigant 

,~ Oral response .. requested ~ Oral request .. r Litigant 
I., 1~ .... name In the ~ .... 

...... ./ Index 

~ ~ r-. 

~ 
IT-=:1 



Work cycle Request for Information about Location Clvll/Commerclal/ Tngger Oral request 
hearing date Taxes Index document 

~e~ode 1-5-13 Dept ______ , Freguency U(:lon reguest 
-

- - .... - -~ 

Index book 

,,. 

Index 
employee 

Look In Index 
Litigant ~ Oral response ~ book for case ... Oral request ~ ( 

LItigant .... .... ~ ..... \. data 
J J 

... "n 
ILV 

~ 



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

~ 
'If' 
~ 

Work cycle 

Cyc;le pode 

\ 

Registration of data of fees 
assessment order 
1-5-14 

\. CircUit clerk ,"""" 
~ 

.... 

----.., 

Location CIvil/Commercial! Tngger Fees assessment order 
Taxes Index document 
Dept Frequency Upon request 

Index 
employee 

Register of 
data of fees Order of fees 

~ ~ r ""'" 
assessment ~ assessment .... \. CirCUit clerk ~ 

order .r- ....... 

~r 

Index file 

.J 

-t",-t 
n~:, 



Work cycle Receipt of new case file and Its Location Circuit Clerk's Tngger Case file 
registration In the circuit office document 

Cycle code 1-6-1 Frequency On weekly basIs 
-- ------------

CIrcUIt Clerk CIrcUIt Clerk 

C ~ ReceIve case 
.M 

Index 
~ 

~ \ 
RegIster case ~ file from the .....- Case file In the agenda .... 

Index ....... ----
1, 

~ ~ r-.. 

" '" 

... .,., 
IZ:;Z: 

\N 
!: 



-~-------~--~------
"""' 

DescriptIOn of work cycle Receipt of new case file and Its registration In the circuit 

Job Description and Remarks 
Receipt 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 heanng according to heanng date 
heannQ aQenda 

-- ---

-1.-,.., 

~ 
ILv 



DescriptIon of work cycle data 
Job 

Name of Form I Book 
The Typed name 

Hearrng agenda 

vv 
~ 

Receipt of new case file and Its registration In the circuit 
Realster case on Its heanna Daae In the heanna aaend ~-

~ ~ ~ - ~ 

Form Item Item meamng 
code 

Type of list The list Includes briefs 
or Judgments 

Type of hearing Special or common 
hearing 

Date, time, and which 
day In the week 
Judges' and Circuit 
clerk's names 
Serral Number on case roll 

(order of the case) 
Case number and year Case number and year 
of Initiation of Initiation 
Litigants' names Names of plaintiffs and 

defendants 
Date of prevIous Date of last heanng 
hearrng 
DeCISion taken In last Summary for reason of 
heanng continuance to thiS 

heanng from 
DeCISion Summary of Court 

deCISion 
Symbol of Judge 
announcing the 
Judgment 

"'''11 I L.""f 

'\ 

Dept Circuit Clerk 

Changed Remarks 

• 

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 

• 

• 

• 

• 

• Only Pnmary plaintiff and 
defendant 

Only In case of Judgments 



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

~ 
-{:... 

Work cycle Receipt of a Writ for renewal of a Location Circuit clerk's 
dismissed case office 

Cycle code 1-6-2 

Circuit Clerk 
Circuit clerk 

Attach 
Register case 
In the agenda Case of 

renewed case 

I... I anginal case 
documents 
from Archive 

Receive wnt 
from Index 

~,...,r:: 
IL .... 

Trigger 
document 
Frequency 

Renewal wnt 
registered In 

the Index 

Renewal Writ 

On weekly basIs 

Index 



w 
(f"\ 

(1-\ 

-----

Description of work cycle Receipt of wnt 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 onqlnal case file from the Archive 
Registration of case In the Circuit clerk registers case data In the page specified for heanng where the case will be deliberated 
heanng agenda according to heannq date 

... ,...,c 
'LV 

" 



- .. -- .. -- .... ,-~ .. - .. - .. ---

~ 
~ 

"'\ 

Work cycle Receipt of Writ of enhancement Location 
from suspension or abandonment 

Cycle code 1-6-3 

Circuit Clerk 

Register case 
In agenda 

Heanng 
agenda 

File of 
enhanced case 

Attach 
onglanl case 
documents 
from Archive 

Circuit Clerk's Trigger Writ of enhancement 
Office document 

Frequency On weekly basIs 

Circuit Clerk 

Enhancement 
Receive wnt 
from Index 

10lil 1 wnt reglstered 1 ...... 1----( 
In the Index 

Index 

" ..... "7 rz.l 

""" 

~ 



~ 
,.J 

"\ 

DescriptIon 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 anginal case file from the 
Archive 

Registration of case In the hearing Circuit clerk registers case data In the page specified for the hearing where case IS to be 
agenda deliberated accordlnQ to heannq date 

-4"0 rzo 

') 

1 
I 

I 



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

\f 
~ 

Work cycle Receipt of appealed case and Its 
registration In the Circuit 

Cycle code 1-6-4 

CircUit Clerk 

Yes 
Register case 14 ~ 

In agenda 

Location Circuit clerk's 
office 

Circuit Clerk 

Receive case 
file from the 

Index 

~,..,("\ 

1-z:-;::7 

---

Tngger File of Appealed Case 
document 
Frequency On weekly baSIS 

Appealed case 
.... file 1<1141----f Index 



\.tJ 
\f' 
~ 

Work cycle 

Cycle code 

Continuation of receipt of appealed 
case and Its registration In the 
circuit 
1-6-4 

Index 

Location Circuit clerk's 
office 

.f~f"I 
1'-11.:7 

CircUit Clerk 

Refuse to 
receive case 

tile 

Tngger File of Appealed Case 
document 

Frequency On weekly basIs 



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

Description of work cycle Receipt of appealed case and Its registration In the circuit 

Job Descrl(1t1on and Remarks 
Receipt 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 Issued 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 Circuit clerk registers case data In the page specified for the hearing where case IS to be 
agenda deliberated according to hearing date 

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

~ 

~ o 

~ ') ~ 
loJ I 



Work cycle 

LQy~I~code 

~ 

"'" 

Receipt of case file to attach It to 
deliberated case file 
1-6-5 

Index 

CIrcUIt Clerk 

Attach file to 
ongmal case 

file 

CIrcUIt Clerk 

Return case 
file to Index 

Location Circuit Clerk's Tngger Case file requested to be 
office document attached 

Frequency When file IS available 

CIrcUIt Clerk 

ReceIpt and 
revIsIon of file 

Case file to be 141"1----( Index 
attached 

No 

04,..,,.., 
Iv£. 

I 



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

~ 

" 

\ ........ 

Descnptlon 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 IS complete, then circuit clerk attaches the 
file 

Attachment of file to onglnal case file Circuit clerk attaches Incoming case file to onglnal case file and makes a notation on the 
onglnal case fll!=1 __ 

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

.. ,.,,., 
\...J...J 



-., 

Work cycle Preparations for the hearrng Location Circuit Clerk's Trrgger Hearrng date 
office document 

Cycle code 1-6-6 Frequency According to hearrng dates 

heanng notes ,-- -. 
Heanng notes '" .-' 

~ (new) 
CircUit clerk (ready to be ... 

Heanng 
~ used dunng --- agenda ... 

the heanng) -, 
----File papers In 

case file Bailiffs and ~ ~Ir 
.... publics case 1""1 

roll 
Circuit Clerk ~ Heanng date -

I .... _-' ..., 
~ 

Prepare ~ 

~Ir f-
heanng papers 

,.- Judges Case 
~ 

to handle the 
~ ..,...." roll (3 copies) case 

Case file ready 
~ ........ 

---for the heanng -
"- Case file 

'- ---
"''"lA 
1...J""t 

~ 



----------~-----~--
"'" 

Description of work cycle Preparations for the heanng 

Job Description and Remarks I 

Preparations of heanng papers for case Circuit clerk prepares heanng minutes form for each case to be deliberated In the heanng 
deliberations In order to use In recording heanng events Preparation of minutes form IS by wntlng down 

case Information, hearing, court panel and circuit clerk Information 
Circuit clerk prepares 3 caples of judge's case roll, one for each judge to use In wntlng 
down the decIsion made by the court dunng the heanng Preparation of the form IS by 
wntlng case information and arranging the order of case handling dunng the heanng (case 
roll number) 
Circuit clerk does not prepare a new case roll form If the prevIous heanng roll allows for 
wntlng next heanng decIsions He only wntes case roll number on the same judge's roll 
Circuit clerk prepares list of cases to be handled dunng the heanng Including case roll 
number, and litigants' names for the bailiff to use for calling on litigants according to order 
and a copy IS hung on the door of the courtroom for the public 

-i">c" 
TviJ 

~ 
---C.., 



'!:i 
lr\. 

Work cycle 

Cycle code 

Taking notes of hearing events 

1-6-7 

Power of attorney 
for each litigant s 

attorney 

Circuit Clerk 

Note 

Location Courtroom Trigger Handling the case dUring 
document the heanng 
Frequency Pending heanng date and 

order of case In the case 
roll 

Identification of ..-1.-1-----( 
litigants 

litigants 

CircUit Clerk 

Heanng date I'- 1 attendance of I.- Note litigants 
litigants attendance 
attorneys 

Hearing notes Hearing notes 

-1,,1"' 
'-vV 



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

Work cycle Taking notes of hearing events Location Courtroom Tngger Handling the case dunng 1 

document the heanng 
Cycle code 1-6-7 Frequency Pending hearing date and 

order of case In the case 
roll 

...oIl Witnesses litigants oral 
Witnesses I D 

~ 

requests 

-.A .A 

t ~ 

Circuit Clerk CirCUit Clerk 

Registration of 
Note witnesses ... A .... litigants ..... 

attendence 
~ B , I ..... 

requests 

+ 1 
Hearing notes Hearing notes 

-./ 

-1 ..... ""7 

~ 
.-.), 

~ 



Work cycle 

Cycle code 

~ 
...J 

Taking notes of hearing events Location Courtroom 

1-6-7 

Circuit Clerk 

Note 
documents 
submission 

Hearing notes 

Documents or 
briefs agreed 
to be attached -

-1 ..... 0 
IvU 

Trigger Handling the case dUring 
document the hearing 
Frequency Pending hearing date and 

order of case In the case 
roll 

-_._--

Documents or ... 141-----4 
briefs 

litigants 

Judge 

Receive 
documents or 

briefs from 
litigants 



~ 
OQ 

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

Work cycle 

Cycle code 

Taking notes of heanng events Location Courtroom Tngger 

1-6-7 
document 
Frequency 

Judge Circuit clerk Judge 

Announce 

Signs and M Ceglster court H :=J-l decIsion and 
ratifies heanng decIsion In Court deCISion relgster In 

notes heanng notes Judge's case 

Hearing notes 

139 

roll 

Judges case 
roll 

Handling the case dunng 
the heannQ 

Pending hearing date and. 
order of case In the case I 

roll 



Work cycle 

Cycle code 

~ 
-.JJ 

Taking notes of heanng events 

1-6-7 

CircUit clerk 

Attach hearing 
notes and 

Judges case 
roll to case file 

Location Courtroom 

-1.111"\ 
I "-tv 

Hearing notes 
ratified by the 
Jud~ 

Tngger Handling the case dunng 
document the heanng 
Frequency Pending hearing date and 

order of case In the case 

-- ----------
roll i 



vl 
0<:0 
o 

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

Work Cycle description Taking notes of hearing events 

Job DescriptIOn and Remarks 
Take notes of litigants' presence CirCUit clerk takes notes of htlgants' presence In person, and takes down 10 Information If the 

IItlQant attends In person 
Take notes of litigants' attorneys' Circuit clerk takes notes of litigants' attorneys' presence and writes down Information of power 
presence of attorney 
Take notes of witnesses' presence Circuit clerk takes notes of witnesses' presence and writes down their 10 Information In I 

hearlnQ 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 recordlnQ of IlIeQal requests In hearlnQ minutes 

Take notes of documents submission Circuit 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 Judge records the deCISion on the case roll form 
case roll form 
Record court deCISion In heanng Circuit clerk records court deCISion In hearing minutes 
minutes 
Sign and ratify hearing minutes Judge signs the hearing minutes Issued by the CirCUit clerk and delivers case file, judge's case 

----
roil forrTl~nd h~arlng minutes to the circuit clerk to attach to the file 

.. A .. p-n 



Work cycle Record heanng results 

Cycle code 1-6-8 

~ 

LocatIon 

CircUIt clerk 

Note 
documetns 
submitted 
durmg the 

hearing to add 
to case file 

CIrcuIt clerk's 
offIce 

... .1'1 
P"tZ: 

N 

Tngger 
document 
Frequency 

Case file 

Heanng adjournment 

AccordIng to heanng dates 

CircUIt Clerk 

Take note on 
case fiel 

docket with 
court decIsion 
taken dUring 
the heanng 

Heanng notes 

Case file with a 
L...----il note on It 



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

Work cycle Record hearing results Location Circuit clerk's Trigger Hearing adjournment 
office document 

Cycle code 1-6-8 Frequency AccordlnQ to hearing dates 

I 

Hearing 
agenda 

-

~r 

CircUit Clerk 

Hearrng Register 
agenda With deCISion In the 
registered ~ agenda on ...oL A ., -. 
Judgment Judgments - page 

--
-

-------

..... " 
w r"t.:J 

~ 



Work cycle 

Cycle code 

~ 

Record heanng results Location Circuit clerk's Trigger Heanng adjournment 

1-6-8 

CircUIt Clerk 

Execution of 
court decIsion 

office 

I... 1 of continuance 1~41-----1 
by moving the 

Adjourned 
Heanng 

agenda after 
registration 

cases to next 
set date 

;fAA 
I~Lf 

document 
Frequency According to heanng dates 

Circuit clerk 

Registration of 

14 1 court decIsion 1<11411------4 
In the agenda 
on bnefs page 



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

Work Cycle description Record hearing results after adjournment 

Job Description and Remarks I 

Take note of court decIsion on case Circuit clerk takes a note of court decIsion (summary) on case docket as well as next hearing 
docket date In case continuance IS decided for any reason 
Take note of documents submitted Circuit clerk makes a list of documents submitted to be attached to the file on the case docket 
dUring the hearing on case docket and give them senal numbers contrary to order of attachment and according to date of 

attachment and also wntes down number of pages and date of submiSSion 
Record decIsion In the agenda In For each hearing two lists are made In the agenda, one for the decIsions In cases not 
bnefs pages or record Judgment In disposed yet and the decIsion IS recorded dunng the heanng The other list Includes cases 
ludgment page disposed dUring the hearing 
Execution of continuance deCISion by Circuit clerk copies information of case to be continued to the slit of case son the heanng date 
shifting the case In the agenda to which case IS postponed Case order In prevIous heanng IS taken Into conSideration while 

arranging cases for next heanng Reasons for deCISions of case continuance differ For 
example 

1 Continuance for Item attachment 

2 Continuance for non-receipt of experts report 

3 Continuance for non-receipt of forenSIcs report 

4 Continuance for prosecution opInion 

5 Continuance upon request by litigants to submit documents or bnefs 

6 Continuance upon request by litigants for reconCIliation 

7 Continuance for Investigations by one of the litigants ~ 

8 Continuance for Investigations by court Clerks Dept 

145 

~ 
-f'.,.. 



\G{ v, 

Job Descr!l~tlon and Remarks 

9 Admin Continuance decIsion for Inability of holding the hearing for any reason 

10 Continuance for Inability of deliberations 

11 Continuance for experts deposits payment 

12 Continuance for Judgment announcement 

13 Extend continuance for Judgment announcement 

14 Continuance for Introduction of new litigants 

15 Continuance for calling on litigant committed with wnt of execution 

16 Continuance for payment of Intervention or Introduction fees 

17 Continuance for servIcing requests by Intervening or Introduced litigant 

18 Continuance for servIcing requests for withdrawal from case 

19 Continuance for amendment of plaintiff's request 

20 Continuance for servIcing requests amendments 

21 Continuance for reservlclng requests amendments 

22 Continuance for servIcing renewal of dismissed case 

23 Continuance for enhancement of stalled case 

24 Continuance for enhancement of abandoned case 

25 Continuance for servIcing witnesses 

... Aco 
l"-tU 



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

Job 

~ r 

Description and Remarks 

26 Continuance for calling on witnesses 

27 Continuance for proceeding with objection for forgery 

28 Continuance for filing a sub-case 

29 Continuance for court to make a decIsion 

30 Continuance for servIcing litigants of withdrawal of one of the litigants 

31 Continuance for payment of expenses of evacuation cases 

32 Continuance for rent payment 

33 Continuance for servIcing forgery eVidence 

34 Continuance for introduction of new litigants 

35 Continuance for servIcing preliminary Judgment 

36 Continuance for servIcing admln Continuance decIsion 

37 Continuance for submitting documents from another authority 

38 Continuance for servIcing return of dismissed case to case roll 

39 Continuance for handling a case with another case 

40 Continuance to attach another case file 

41 Continuance to notify probate prosecution 

42 Continuance for servIcing sub-case 

-1,,7 ,Ln 



---, 

Job Descnptlon and Remarks 

43 Continuance to register wnt of summons In Registration Office 

44 Continuance to Introduce guarantor 

45 Continuance for servIcing litigants 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 litigants of submission of report of experts, forenSIcs or roster 
expert 

49 Continuance for re-servlclng of Writ of summons 

50 Continuance till receipt of onglnal 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 onglnal attorney 

55 Continuance for dictation 

I 56 Continuance for attachment of potential eVidence I 
I 

A AO 
I""tU 

v' 
~ 



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

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 Writs 

Judgment draft 

CirCUit Clerk Circuit clerk 

Judge 

Receive case Deliver 
file and TYPing the judgment draft 

judgment draft Judgment 
to TYPing pool 

from the judge 

Judgment 
summary 

~ 
... AI"'\ 
1""1'7 



Work cycle Preparation and ratification of 
Judgment 

Cycle code 1-6-9 

No 

~ 
~ 

Location Circuit clerk's 
office 

CircUit Clerk 

RevIsion of 
Judgment and 1'11141----1 

signature 

-1(:("\ 
I...JI,,) 

Typed 
Judgment 

(ongmal + 2 
copies) 

Tngger Judgment draft 
document 
Frequency Hearing date 

CircUit Clerk 

Receive typed 
14 1 Judgment from 1/<1141------4 

tyPing pool 



~ o 

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

Work cycle 

Cycle code 

Preparation and ratification of 
judgment 
1-6-9 

CircUit Clerk 

Judgment IS 

filed In case 
file 

yes 

---

Location Circuit clerk's Tngger Judgment draft 
office document 

Frequency Heanng date 

Judgment 
typed Judgment draft 

No 

-fC-f 
1'-" 

CircUit Clerk CircUit clerk 

judgment from judgment with 
Receive H Deliver typed 

judge draft to judge 
for ratification 



Work cycle Preparation and ratification of Location CircUit clerk's Trigger Judgment draft 
Judgment office document 

Cycle code 1-6-9 Frequency Hearing date 
-~ ----- ---_ .. _- -

Typed 
Judgment 

~ 
CIrcUIt clerk CIrcuIt Clerk 

Return 
File Judgment .... Judgment to .... j 

In case file .... 
tyPing pool for .... , 

corrections 

~ 

Correct typed 
Judgment 

'--

AL,", 
Iv£. 

~ 



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

Work Cycle description Preparation and ratification of judgment 

Job Description and Remarks 
Receive case file and judgment draft Circuit clerk receives case file Including judgment draft from judge after a decIsion IS made 
from the Judge 
Deliver judgment draft to tYPing pool Circuit clerk delivers judgment draft to tYPing pool as well as all Writs In case file to use In 

taking names of litigants as well as judgment preamble The receiver at tYPing pool sings In 

tYPing log for circuit clerk 
Receive typed judgment from tYPing Circuit clerk receives typed judgment and signs In tYPing pool log 
pool 
Proofread and sign judgment Circuit clerk revises typed judgments to make necessary corrections before obtaining Chief 

Judqe's signature 
Deliver typed and draft judgment to Circuit clerk delivers typed judgment after proofreading to Chief Judge for revIsion and 
judge for ratification ratification then judge returns It back to circuit clerk for filing or retYPing If there are stili 

mistakes needing retYPing 
Keep Judgment In case file CirCUit clerk keeps typed judgment In case file 

153 

~ 

"" 



Work cycle 

Cycle code 

~ 
\hi 

Execution of a preliminary Judgment of Location Circuit Clerk 
referral or return of case to Experts Office 
Office or even delegation of a 
committee of three experts 
1-6-10 

CirCUit Clerk 

Preparation and 
Register case 

In General 
register of 

Experts Office 
wlthm 24 hours 

J... J ratificatIOn of 
Judgmnet 

"'LA I-J"f 

Trigger Preliminary Judgment of 
document referral of case to Experts 

Office 

Frequency Upon announcement and 
tYPing of the Judgment 

Prellmmary 
Judgment to 
refer case to 

Experts Office 

I 



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

No 

~ 
.....c.. 

Location Circuit Clerk 
Office 

No 

-t~~ 
Ivv 

Trigger 
document 

Frequency 

Typed 
Judgment 

Preliminary Judgment of 
referral of case to Experts 
Office 

Upon announcement and 
tYPing of the Judgment 



~ 
"\ 

Work cycle 

Cycle code 

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 
1-6-10 

Circuit clerk 

Register case 
In hearings 

agenda 

Hearings 
agenda 

Location Circuit Clerk Trigger Preliminary Judgment of 
Office document referral of case to Experts 

Office 

Frequency Upon announcement and 
tYPing of the Judgment 

">4 I payment of 
deposit 



-------------------
Work cycle 

Cycle code 

'£ 
l" 

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 
1-6-10 

Accounting 
Dept 

Settlement 
note 

memo of 
cheque receipt 

(onglnal + 
copy) 

Receipt of 
settlement 
note from 

Accounting 
Dept 

Location Circuit Clerk Tngger Preliminary Judgment of 
Office 

CirCUit clerk 

Issue a memo 
of cheque 
receipt to 

Accounting 
Dept 

~c::., 

Ivl 

document 

Frequency 

Circuit clerk 

Receive the 
cheque 

Circuit clerk 

Receive 
receipt of 
deposit 
payment 

referral of case to Experts 
Office 

Upon announcement and 

Cheque with 
Experts 

deposit from a 
government 

authonty 

tYPing of the Judgment 

Receipt of deposit 
payment 



Work cycle 

Cycle code 

~ 

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 
1-6-10 

CircUit Clerk 

Deliver anginal 
file, letter of 
referral and 

payment 
receipt to 

Experts Dept 

Location Circuit Clerk Tngger Preliminary judgment of 

I 
Office document referral of case to Experts 

Office 

I 

Frequency Upon announcement and I 

tYPing of the judgment 

Case file 

CircUit clerk CircUit Clerk 

Issue letter of H Make notation 
referral to on the file and 1<1'411-----4 

Experts Office open a sub-file 

Referral letter 
to Experts 

Dept 

-11::0 
".IV 



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

'1:1 ... 
~ 

Work cycle 

Cycle code 

Continuation of Execution of a 
preliminary judgment of referral ore 
return of case to Experts Office or 
even delegation of a committee of 
three exp_erts 
1-6-10 

I'" Office of incoming 
and outgoing to 

\.... Experts Office 

Circuit Clerk 

keep sub-file 
Instead of I ... 

""" 
onglnal file 

Location CircUit Clerk Tngger Preliminary judgment of 
Office document referral of case to Experts 

Office 

Frequency Upon announcement and 
tYPing of the juc!gment 

,.,.. "") ~ 

Onglnal Case ... 
""" A~ 

... 
file 

"'- "" 

Letter of 
referral 

..... ... 
J 

j 
Payment , 
receipt or ... 

settlement note 
... 

-....., 
-

C -.. 
... 

Sub-file """ 

-- .... 

olen ,-..:r.:r 



""', 

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 After announcement of preliminary judgment and before tYPing and ratification of the judgment, circuit clerk 
general book within 24 hours 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 IS typed Circuit clerk then 
walts till the party obliged to pay the experts deposit submits the payment receipt In thiS case, two heanng 
dates are set for the case one In case the experts deposit IS not paid and the second when the court 
receives the experts report Circuit clerk does not record the case In the first heanng except In case the 
experts deposit IS not paid 

Receipt of experts deposit If the obliged to pay the experts deposit IS a governmental authonty, then payment IS made by a cheque to 
cheque from a governmental be delivered to the circuit clerk who Issues a memo (onglnal and one copy) where the onglnal goes to the 
authonty Accounting department and the copy IS kept In the file Then he walts for receipt of settlement memo from 

the Accounting Dept which IS then considered a payment receipt Circuit clerk attaches the memo to the 
file If the obligor IS a common Citizen and not a governmental authonty, he pays the deposit In court to the 
Collection Dept, and Payment receipt IS given to Circuit clerk to attach to the file 

Make a notation on the file Circuit clerk makes a notation on the files, I e reviews the file and makes a list of all the documents In the 
and open a sub-file docket arranged according to date of attachment and In senal He also opens a new file where he keeps all 

heanng notes an judges' case roll forms only to use It In place of the onglnal file In handling the case while 
the onglnal file IS at the Experts Office 

Issue a letter of referral of Circuit clerk Issues a letter of referral of case to the Experts Office to send It with the onglnal file 
case to Experts Office 
Delivery of anginal file and Circuit clerk delivers anginal case file with letter of referral with payment receipt or settlement memo In case 
letter of referral along with of governmental authontles to Office of Incoming/Outgoing Correspondence with Experts Office to send the 
payment receipt at the file to the Experts Office after recording It In the Experts book 
Experts Office 
Keeping sub-file Instead of Circuit clerk keeps the sub-file Instead of the onglnal file with the next heanng files 

Jbe anginal file 
---- ----

Ar:-n 
IUU 

~ 
-.tl> 



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

Work cycle 

Cycle code 

.....c 
C> 

o 

----

Execution of preliminary Judgment 
with referral of case to ForensIcs 
1-6-13 

CircUit Clerk 

Register case 
In hearings 

agenda 

No 

Location Circuit Clerk Trigger 
Office document 

Frequency 

Procedures 
Deposit 

payment with 
Written order of 

payment 

14 I of objection 
for forgery 

-'It:'" ... 
lUI 

Preliminary Judgment with 
referral of case to ForensIcs 
Upon announcement and 
tYPing of the Judgment 

" 

Typed 
prellmmary 
Judgment 

.>} 



~ 
() --

Work cycle 

Cycle code 

Continuation of Execution of Location Circuit Clerk 
preliminary Judgment With referral Office 
of case to ForensIcs 
1-6-13 

Circuit clerk I I CircUit clerk 

referralto on the file and Case file With 
Issue leHer of H Make notation H - -

forensIcs open a sub-file wntten order of 

Letter of 
referral to 
ForensIcs 

162 

Tngger 
document 

Frequency 

Case file 

Circuit clerk 

Attach wntten 
order of 

payment to 
case file 

Preliminary Judgment With 
referral of case to ForensIcs 

Upon announcement and 
tYPing of the Judgment 

Objector 
fnr fnrnAnl , 

Wntten order 
of payment 



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

Work cycle Continuation of Execution of 
preliminary Judgment with referral 
of case to ForensIcs 

Cycle code 1-6-13 

RegIstratIon 

A 
o 

~ 

Location Circuit Clerk 
Office 

Letter of 
referral 

WrItten order 
of payment 

report on 
attorneys fees 

1~') 
rvv 

Tngger 
document 

Frequency 

Secured 
documents 

CIrcuIt Clerk 

ReceIve 
secured 

document from 
the safe 

Preliminary Judgment with I 

referral of case to ForensIcs 

Upon announcement and 
tYPing of the judgment 



'\ ---... 

Description of Work cycle Execution of preliminary judgment of referral of case to the ForensIcs 

Job Description and Remarks 
Record case In heanng In the preliminary judgment, the judge sets two hearrng dates the first IS held In case of non-payment of the 
agenda deposit to decide wither continuance of case till deposit IS paid or cancellation of referral> In case the 

obligor does not pay the deposit before the first heanng, the circuit clerk records the case In heanng 
agenda 

Attach money order to the file Circuit clerk receives money order and attaches It to the file 
Notation of file and open new Circuit clerk makes a notation on the files, I e reviews the file and makes a list of all the documents In the 
file docket arranged according to date of attachment and In senal He also opens a new file where he keeps all 

heanng notes and judges' case roll forms only to use It In place of the anginal file In handling the case while 
the onQlnal file IS at the ForenSIcs 

Issue letter of referral to Circuit clerk Issues a letter of referral of case to the ForenSIcs to send It with the anginal file 
ForenSIcs 
Receipt of secured document Clrc!]lt clerk receives from the safe an envelope where the document claImed to be forged IS put to attach 
from the safe to the case fIle and delivers the case fIle along with wntten order of payment and letter of referral to 

ReQlstratlon Department to send It to ForenSIcs (accordIng to weIght) 

At:'A 
I u'"t 

r+,. 
r,;, 
\"j 



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

Work cycle 

Cycle code 

{; 
-4 

Execution of preliminary Judgment 
With delegation of one of the 
Experts on the roster 
1-6-11 

Receipt of 
deposit 
payment ---

Circuit clerk 

Inform expert 
to make the 

oath and 
receive the 

deposit 

r.--J deposit 
payment 

Location Circuit Clerk Trigger 
Office document 

Frequency 

Case file 

Circuit clerk 

Deliver file to 
14 I experts office 

"Dr:: 
IV.,J 

to assign 
expert In turn 

Preliminary Judgment With 
delegation of an expert on 
the roster 
Hearing date 

Heanng date 

::. 



-C. 
o 

~ 

Work cycle 

Cycle code 

Continuation of Execution of 
preliminary Judgment with 
delegation of one of the Experts on 
the roster 
1-6-11 

Circuit clerk 

Inform expert 
office of date 

of start of 
mISSion 

Location Circuit Clerk Trigger Preliminary Judgment with 
Office document delegation of an expert on 

the roster 

FrequencY' Heanng date 

Circuit clerk 

Deliver case 
file to Expert 

delegated appears 
expert 

166 



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

.;c.. 
ci 
'6""' 

Description of Work cycle 

Job 
Deliver case file to Experts 
Dept In the court to assign 
expert on turn 
Notification of expert to come 
make the oath and receive 
the depOSit 
Deliver case file to the expert 
Notification of Expert Dept 
with date of start of mission 

Execution of preliminary Judgment with delegation of one of the Experts on the roster 

Description and Remarks 
Circuit clerk delivers case file to the Experts Dept to assign the expert according to the type of expertise I 
required In the court deCISion Name and address of expert IS put on the file and the circuit clerk keeps It I 

I 

one more till depOSit IS paid 
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 
Expert receives case file 
Circuit clerk notifies Experts Dept with date of dellvenng case file to the expert to record It 

167 



...(:. 
0-
~ 

Work cycle 

Cycle code 

Execution of a preliminary 
Judgment with changing expert on 
the roster 
1-6-12 

ReceIpt of 
deposIt 
payment 

CIrcUIt clerk 

Location Circuit clerk 
office 

mform expert 
to make the 

oath and 
receIve the 

deposIt 

14 1 deposIt 
payment 

168 

Tngger Preliminary Judgment with 
document changing expert on the 

roster 
Frequency Heanng date 

Case file 

CIrcUIt clerk 

Deliver file to 
Expert office to 1+---1 

14 1 assIgn expert 
Hearing date 

m turn 



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

.£.... 
o 
j:l 

Work cycle 

Cycle code 

Continuation of Execution of a 
preliminary Judgment With changing 
expert on the roster 
1-6-12 

Circuit clerk 

Inform Experts 
office of date 

of start of 
mission 

Location Circuit clerk Tngger Preliminary Judgment With I 

office document changing expert on the 
roster 

Frequency Heanl19 datt; 
--

CircUit clerk 

Deliver case 
Expert 

file to assigned 
appears 

expert 

169 



~ 

~ 

Description of Work cycle 

Job 
Deliver case file to Experts 
Dept In the court to assign 
expert on turn 
Notification of expert to come 
make the oath and receive 
the depOSit 
Deliver case file to the expert 
Notification of Expert Dept 
with date of start of mission 

Execution of preliminary Judgment with changing the expert on the roster 

Description and Remarks 
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 
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 
Expert receives case file 
CirCUit clerk notifies Experts Dept with date of delivering case file to the expert to record It 

-t7n rro 



-------------------
---., 

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 

Hearing date 
acknowledgment ... execution In 

... acknowledgment ~ ... .... ~ 

to Service Dept decIsions deCided by court 
execution book _/ 

i ~-

c ......... c ~ ---DecIsions DecIsions Acknowledgment 

execution book execution book 
'- --" ""- --- f 

~ "7~ 

...c II I 

.--

'" 



DescriptIon of Work cycle Execution of court order with service to be undertaken by Clerks Dept 

Job Description and Remarks 
Issue the acknowledgment Upon the court order which obliges Clerks Dept to execute the serVice, CirCUit clerk Issues the 
deCided by the court In Its acknowledgment 
deCISion 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 admln continuance and oblige Clerks Dept to undertake the service 
4 Continuance for servIcing litigants With referral of case 
5 Continuance for servlclnq receiving Experts report 

Record execution of deCISion Circuit clerk makes a note stating execution of decIsion by recording decIsion Information and date of 
In decIsions execution book acknowledgment Issuance In deCISions execution book 
Deliver acknowledgment to CirCUit clerk delivers acknowledgment to the Service Dept and the receiver sIgns In deCISIon executIon 
Service De21 ______ ~ __ boo~ ___________ 

.oj"" r ,?-

...c... ........ 



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

....t:... 

~ 

-.., 

Work cycle Execution of court order of 
notification of outside authority 

Cycle code 1-6-15 

~ Registration ~ 
Onglnal 

notification 
.... .... 

./ 

Location Circuit clerk 
Office 

Circuit clerk 

Deliver anginal 
notificatIOn to notification 
Registration .... (anginal + one ~ 

and copy IS copy) 
kept In the file 

1 
~ :: 

Case file 

'- --

~7') 
IIi,.) 

Trigger End of hearing 
document 
Frequency End of hearing 

~ -. .-

Case file 

....... -1 -

Circuit clerk 
r 

Issue 
notification Hearing .... .... 

adjourned .... (anginal + one ......-

copy) J 



-;f­
\3J 

Description of Work cycle Execution of court order of notification of outside authonty 

Job Description and Remarks I 

Issue notification (onglnal Upon court order, circuit clerk Issues a notification to the authonty defined by court (onglnal and one copy) I 

and one copy) The follOWing are examples of the court orders accompanied by notification to be Issued by Clerks Dept 
1 Continuance for documents attachments and notification of authonty requested to attach the 

documents 
2 Continuance for not receiving experts or forensIcs report and enhance the report 

I 3 Continuance for Investigations with notification of police station I 

4 Continuance for notification of probate prosecution with eXistence of minors 
5 Contrnuance for attaching potential eVidence with notlficatron of authonty requested to attach the 

potential eVidence 
Deliver onglnal notification to Onglnal notification IS delivered to Registration Dept by signing the copy to send the notification to the 
Registration Dept and keep concerned authonty and circuit clerk keeps the copy signed by Registration Dept In the case file which IS 
the copy In the file considered an execution of court order 

A"7" 
II.., 



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

Work cycle 

Cycle code 

...c.. .-
-C.... 

'""\ 

Procedures of request of claiming Location Circuit clerk 
forgery Office 
1-6-17 

Circuit clerk Circuit clerk 

Keept onglnal 
'4 1 report In case 1"11 ... 1----------1 

Receive report and 
fees assessed on 

the 
acknowledgment file 

Case tile Litigant objecting 
for forgery 

Acknowledgme 
nt of objection 
for forgery with 
assessed fees 

"",r::. 
I I..J 

Trigger 
document 
Frequency 

Report on 
object for 
forgery 

(onglnal + one 
copy) 

Acknowledgme 

nt of objection 1<41"'1----1 
for forgery 

Report on claim of forgery 

Upon request 

Litigant objecting 
for forgery 



Work cycle 

Cycle code 

~ -V, 

"'"'"'\ 

Continuation of Procedures of 
request of c18Jmlng forgery 
1-6-17 

Safe 

Document 
claimed to be 

forged 

Circuit clerk 

document 
claimed to be 

forged In 

objections 
book 

secured 
envelope with 
the document 

Location Circuit clerk Tngger 
Office 

Registration 

176 

document 
Frequency 

Prosecution 
notification 

Copy of report 
on objection for 

forgery 

Report on claim of forgery 

CirCUit clerk 

Prosecution 
notification 

Upon request 



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

Description of Work cycle Procedures of request of claiming forgery 

Job Description and Remarks I 

Receipt 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 onglnal and copy of report on forgery claim The claim submitter signs on the claim 
Prosecution notification Circuit clerk sends a notification to the prosecution and attaches to It a copy of forgery claim so that the 

I prosecution follows up the criminal aspect In the case when the forensIcs report IS available 
Issuance and recording of Circuit clerk puts the document claimed to be forged In an envelope as a secured document and seals the 
the document In claims book ~~~<?pe With red wax and keeQs It In claims safe He also records case data In claims book 

~ 
~'7'7 
T" -'\) 



----. 

Work cycle ExecutIon of court order wIth fIne or 
exemptIon from fIne for one of the 
lItIgants or court employee 

Cycle code 1-6-18 

Personnel 

No 
Copies Dept 

s;.. -~ 

LocatIon CIrcuIt Clerk Tngger 
OffIce 

Report of file 
or exemption 

from fine 
(ongmal + one 

copy) 

.0170 
lTV 

document 

Frequency 

Circuit clerk 

Issue a report 
to be ratified by 

~ the Judge and 
register It In 

deCISions 
execution book 

Heanng notes 
I 

I 

Heanng date I 

'--__ ~I Heanng notes 



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

.J;­
~ 

Description of Work cycle 

Job 
Notes are Issues and • 
registered In decIsions 
execution book 

• 

....... 

Preparation of report with a fine or exemption from a fine 

Description and Remarks 
Circuit clerk, upon court order, Issues 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 IS delivered to Claims Dept to execute It If the obligor IS not a court employee In 
case the obligor IS a court employee, ngtes are delivered to Pel"solJn~1 

... ..,1"\ 
lTv 



Work cycle 

Cycle code 

~ 
,.5) 

"' 

ServIcing litigants of receiving 
experts report 
1-6-19 

Registration 

Notification of 
litigant of 
receipt of 

report and of 
next hearing 

Location CircUit clerk 
Office 

CircUit clerk 

Receive and 
review file and 

report and 
prepare 

notifications for 
the litigants 

-ion 
IUV 

Trigger 
document 
Frequency 

Case file 

Experts report 

Experts report 

Upon request 

RegistratIOn or 
mcomlng and 

outgomg to Experts 



------------~------
""" 

Descnptlon of Work cycle ServIcing litigants of receiving experts report 

Job Description and Remarks 
Receipt and reviewing of • CircUit clerk receives case file Including the report from the Registration Dept If the file was referred 
case file and report 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 IS complete 
Preparation of notifications Circuit clerk prepares notifications for litigants to Inform them of receiving experts report and next hearing 
for the litigants date 

Number of notifications IS set according to number of litigants, then notifications are delivered to 
Registration Dept to mall them 

,.t... 

~ 
01001 
lUI 



Work cycle 

Cycle code 

k 
~ 

----­\ 

Attaching requests to case file 

1-6-20 
--

CircUIt clerk 

Attach wnt to ~ 

case file ..... 

~r 
,..- -:: r-

Case file 

'-

Location Circuit Clerk Trrgger Request 
Office document 

Frequency Upon request 
-

CircUIt clerk 

Wnt for a 
Receive and .... request with .... r Index review ~ paid fees .... 

./ 

010'"1 
IU£. 



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

Descnptlon of Work cycle Attaching request to case file 

Job Descnptlon and Remarks 
Receipt and reVISion • Circuit clerk receives wnt of request from either the plaintiff or defendant and revises the wnt and 

fees payment 
Attaching request to case file Circuit clerk attaches wnt 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 onglnal request In the wnt of summons or change Its subject 
• Requests completing the onglnal request 
• Addition or change In case cause 
• Request for order for conservative or temporary procedure 
• Other requests after court's approval 

2) Requests submitted by defendant 
• ~~I ~ti.J1 '--li.b (Procedural law, Article No 125) 
• Request for compensation order because of harm to defendant from onglnal case or one of Its 

procedures 
• Other requests related to onglnal case after court approval 

3) Requests for Intervention or Introduction of litigants 

--

-In') 

L IU..J 

~ 



~\ 

Work cycle Execution or court order to refer Location CircUit clerk Tngger Court order 
the case to another circuit office document 

Cycle code 1-6-22 Frequency Upon request 

Draft decIsion 
of referral to Judge 
another circUit 

CircUit clerk 

Prepare and 

Case file arrange case 
file 

Case file 

-10,1 
roLf 

~ 



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

Work cycle Continuation of Execution or court Location Circuit clerk 
order to refer the case to another office 
circuit 

Cycle code 1-6-22 

CircUit clerk 

Deliver case I I set the 
file to the other" .. circuit 

circuit clerk 
Circuit clerk 

4- -iDe 
IU,,", 

~ 

Trigger 
document 

Frequency 

Court Chief 
Judge 

Court order 

Upon request 

No 



Descnptlon of Work cycle Referral of case to another Circuit In the same court 

Job Description and Remarks 
Preparation and delivery of Circuit clerk arranges and revises case file contents In order to deliver It to circUit clerk to which the case IS 
case file to circuit clerk to referred If the court order specIfies the other circuit, cIrcuIt clerk delIvers the file to the clerk of the other 
which the case IS referred CircuIt If court order does not specIfy a Circuit, like when the case IS 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 circUit clerk delivers the file to the other CircUit clerk 

186 

""" ~"\ 



~ 

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

Work cycle 

Cycle code 

Execution of court decIsion of non- Location Circuit clerk 
JUriSdiction and referral to another 
circuit 
1-6-21 

Case 
dispOSitIOn 

Case file 

Circuit clerk 

Attach 
judgment to 

case file 

office 

-LO.,. 
IV-' 

Typed 
judgment 

Trigger 
document 

Frequency 

Preparation and 
ratification of 

judgment 

DeCISion of non-Jurisdiction 
and referral to another 
circuit clerk 
DeCISion announcement 

DeCISion of 
non-Jurisdiction 
and referral to 
another court 



Work cycle 

Cy_cle code 

-c: 
~ 

Continuation of Execution of court Location Circuit clerk Trigger 
decIsion of non-JUriSdictIon and 
referral to another circuit 
1-6-21 

Registration 

CircUit clerk 

deliver case 
file to 

Registration 

offIce document 

Frequency 

Circuit clerk 

14 I Issue letter of I4I'411---l 
referral 

Case file after 
revIsion and 
all revIsion 

notations are 
executed 

-i_DO 
IUU 

DecIsion of non-JUriSdiction 
and referral to another 
circuit clerk 

DecIsion announcement 
---



-------------------
Description of Work cycle Execution of court decIsion of non-Jurisdiction and referral to another circuit 

Job Description and Remarks I 
Issuance of referral letter Circuit clerk carnes out procedures of referral He prepares a letter of referral to the court to which the case I 

IS referred and attaches It to the file, then gives It to Registration Dept to send It to the other court 
Non-JunsdlctJon could be because of case type or value (according to value of requests In the wnt of 
summons If the value IS less than the amount specified to court of First Instance, the case IS referred to a 
partial court) Non-Junsdlctlon could be also of terntory according to litigants addresses and the court 
responsible for their terntory of reSidence 

-lOr. 

..r,:. 
tu., 

~ 



Work cycle 

Cycle code 

"! ....:J) 

Receipt of request from the public 
to make hearrng date earlier 
1-6-26 

Circuit clerk 

Keept the 
claim In case 

file 

No 

Location Circuit clerk 
office 

CircUit clerk 

Receive the 
claim to 

present to 
Chief Judge 

-inn 
I VV 

Trrgger 
document 
Frequency 

Claim of 
omission 

Request of making heanng 
date earlier 
Upon request 

Public 



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

Work cycle Receipt of request from the public Location Circuit clerk Tngger Request of making heanng 
to make hearing date earlier office document date earlier 

C1'cle code 1-6-26 Frequency Upon request 

CircUIt clerk Circuit clerk 

keep claim In Change next 
case file hearing date 

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

.+. 
~ 

" ,," 1 ~ ;:11 



""' 

Description of Work cycle Receipt of request from the public to make hearing date earlier 

Job DescrlI!tlOn and Remarks 
Receipt of request to make CircUit clerk receives the claim and presents to Chief Judge to make his decIsion 
hearing date earlier from the 
public to present to Chief 
Judge 
Change of next hearing date Circuit clerk records case data In the page of hearing date set by the Chief Judge This IS done before 

hearing date previously set and makes a notation on the page of the cancelled hearrng of the new hearing 
date 

kE}p claim In case file Circuit clerk keeps claim either approved r refused by Chief Judge In case file 

" , ..... ) 
r.::J£. 

"5 



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

..c:.. 
"" ~ 

Description of work cycle data 
Job 
Name of Form I Book Form 

The Typed name code 
Hearing agenda 

Receipt of claim of negligence from the public 
Chanae next hearlna date for th 

Item Item mean! ng 

List type The list Includes briefs or 
Judgments 

Heanngtype Special or common hearing 

Date, time, and 
day of the week 
Judges' and circuit 
clerk's name 
Serial Number of case roll (case order) 

Case number and Case number and year of 
year of Initiation Initiation 
Litigants' names Names of plaintiffs and 

defendants 
Date of prevIous Date of last heanng 
heanng 
DecIsion of Summary for reason of 
prevIous heanng continuance to current hearing 

from prevIous hearing 
DecIsion Summary of court decIsion 

Symbol of judge 
announcing the 
judgment 

,of 'v"! 
• "'oJ 

Dept Circuit Clerk 

Changed Remarks 

• i 

• Special heanngs are not periodic 
and Chief Judge requests 
holding such hearings In case of 
too many cases 

• 
-• 

• i 

• 

• Primary plaintiff and primary 
defendant 

• 
I 

I • 

Only In case of judgments 



Work cycle 

Cycle code 

~ 

~ 

Receipt of request of Issuing 
certificates for case expenses 
1-6-27 

Litigant 
Request 
refused 

Location Circuit clerk 
Office 

Circuit Clerk 

Receipt of 
request to 

submit to Chief 
Judge 

194 

Trrgger 
document 
Frequency 

Request for a 
statement of 

case expenses 

Request for getting a 
statement of case expenses 
Upon request 

litigant 



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

~ 
~ 
~ 

Work cycle 

~Ie.code 

Continuation of Receipt of request 
of Issuing certificates for case 
expenses 
1-6-27 

lItJgant 

~" 

Location Circuit clerk Trigger Request for getting a 
Office document statement of case expenses 

Frequency Upon reguest 

Case file 

Circuit Clerk 

Request with 
expenses Write data on 

stated request 

------

195 



.."k. 
"oJ 
~ 

Description of work cycle Receipt of request of Issuing certificates for case expenses 

Job Description and Remarks 
Receive request and submit to Chief Judge Circuit clerk receives request from litigant and submits It to Chief Judge 
Wnte 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 IS used In reimbursement of 
expenses paid by a non-complYing litigant 

-Ir'lf" 
r.:TU 



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

Work cycle Assess fees on servIcing papers Location Circuit clerk Trigger Papers submitted by public 
submitted by j)ubllc Office document 

Cycle code 1-6-23 Frequency Upon request 

,... -to- -
Case file 

........ -
,Ir 

CircUit Clerk CircUit clerk 

Accepting & 
Papers 

Service papers Assess fees on examining 
submitted from r 

r- with assessed 
.... papers to be .... .... ... Litigants .... ... papers ... litigants for .... \. 

fees serviced RevIsion of 
court decIsions 

servlcmg 

-
"""-" 

,r 
r 
~ 

LItigant 
~ 

-C.. .. A7 
rClI 

~ 



c 
~ 

DescnptlOn of work cycle Assess fees on servIcing papers submitted by the public 

Job 
Receipt and examination of papers and 
reviewing court deCISion 

Assess fees on papers to be serviced 

Descnptlon and Remarks 
The clerk revises papers submitted for servicing along with court deCISion dUring the last heanng In the 
case file to make sure that court has approved servicing In case court approval IS reqUired Court 
decIsion that r~Ulres servicing are as follows 

1 Continuance for introduction of new litigants 
2 Continuance for litigating the obliged with Writ of 

execution 
3 Continuance for payment of Intervention or 

Introduction of litigants 
4 Continuance for servicing requests of the 

Intervening or Introduced litigant 
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-servlclng 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 litigants has pulled out of the case 
17 Continuance for Introduction of new 

litigants 
18 Continuance for servicing preliminary 

Judgment and obliging one of the litigants to 
undertake It 

19 Continuance for servicing admln 
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 

The circuit clerk assesses fees on papers based on fees regulations and according to the papers (e g 
return of opening wnt of summons with notation by CirCUit clerk to be served without fees) 

-11"'1n 
I;:;IU 



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

Work cycle 

Cycle code 

-4... 

~ 

, ....... 

Wnte Information about a case on Location Circuit clerk 
l?C]pers submitted by litigants 
1-6-24 

LItigant 

Papers 
submitted by 

clerk with 
Information 

office 

Circuit Clerk 

Wnte 
informatIOn on 
the case on the 

submitted 
papers 

199 

,..., 

Tngger 
document 
Frequency 

papers 
submitted by 

public 

Papers submitted by public 

Upon request 

Litigant 



-C. 
\'''' ....g,. 

Description of work cycle writing Information about a case on papers submitted by litigants 

Job DescriptIOn and Remarks 
Writing 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 Information IS needed by the litigant In certain cases like submission of Writ 
of renewal of a dismissed case or enhancement Writ for a stalled or discontinued 
case so that IItlqant can reqlster the case In the Index Dept 

'"Inn z.= 



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

Work cycle Deliver official copy of a document Location Circuit clerk Trigger Request from public with 
from the file to the~ublJc office document paid fees 

Cycle code _1-6-25 Frequency Upon request 

Case file 

Circuit clerk 

Copy of Paid for 

Copies 
requested Copy request to get 

public 
document document an official copy 

r,f'\,f 
""VI 

~ 



.c 
~ 

Descnptlon of work cycle 

Job 
COPYIng documents 

Delrver offIcIal copy of a document from the fIle to the publrc 

Descnptlon and Remarks i 

The cIrcuIt clerk gIves the document to the IndIvIdual requestIng the copy and wIthholds hIS 
10 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 If he was not one of the case 
lItIgants 
(e g get an offIcIal copy of a Judgment to use as an example In another case) 
In some cases the Irtlgant needs an offIcIal copy of the hearrngs to Implement a court I 

deCISIon, lIke I 

1 ContInuance for submIssIon of documents from outsIde authontles The "tlgant IS to 
get the documents and needs an offIcIal copy of heanng notes to submIt to the 
concerned authonty to get the documents 

I 

2 ContInuance for regIstratIon of wnt In the RegIstratIon OffIce and litIgants receIves an 
offIcIal copy of the wrrt of summons I 

3 ContInuance for InvestIgatIon and authorizIng one of the Irtlgants to undertake the 
InvestlQatlon The authorrzed IrtlQants needs an offIcIal copy of the hearrng notes 

"'I,... .... z.= 



L 
...t!.. 
~ 

1 __________________ _ 

Work cycle 

Cycle code 

Closing case after disposition 

1-6-16 

CirCUit Clerk 

Execute 
RevIsion 
Notations 

Location Circuit clerk Tngger 

ReVISion of 
case file and 

fees 

office 

'11""\," z:= 

document 
Frequency 

Case file 

Circuit clerk 

Delivery of 
case file & 

Judgment to 
RevIsion Dept 

Ratified 
Judgment 

Ratified Judgment 

HeannQ date 

Judge 



Work cycle 

Cycle code 

-C-
~ 

Continuation of Closing case after Location Circuit clerk 
disposition 
1-6-16 

RegistratIOn 

Circuit clerk 

Notrfy 
prosecution 
that case IS 

closed 

Notification of 
prosecution 

office 

"nJl =9 

Trigger 
document 
Frequency 

Circuit clerk 

Wrltmg m 
record that 

case IS closed 

Objections 
book 

Yes 

Ratified Judgment 

Heanng date 



J..­
;.. 
.k 

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

Work cycle 

Cycle code 

-""",,-

Continuation of Closing case after 
disposition 
1-6-16 

CircUit clerk 

Register fees 
assessment 
and lawyers 

reprot In 

Copies Dept 

Location CircUit clerk 
office 

Fees 
assessment 

order 

Lawyers fees 
report 

"AC 
,V..J 

.---, 

Trigger 
document 
Frequency 

Circuit clerk 

Prepare fees 
assessment 
and lawyers 

fees and 
getting Judge's 

approval 

Ratified Judgment 

Heanng date 



Work cycle 

Cycle code 

~~ 

Continuation of Closing case after Location Circuit clerk 
diSposition 
1-6-16 

Copy and onglnal 
of wnt of 
summons 

Onglnal and copy of 
Judgment 

office 

Fees assessment 

Trigger 
document 
Frequency 

order registered In 1<111 .. ----.... 

Copies Dept 

Claims Dept Circuit clerk 

Delivery to 
Claims Dept 

'----i Lawyers fees 
registered In 

Copies Dept 

286 

, I Registered In 

i Copies Dept 

Ratified Judgment 
, 

! 

Hearing date 



.c.. 

..t.. 

"'" 

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

Work cycle Continuation of Closing case after Location Circuit clerk 
disposition office 

Cycle code 1-6-16 

Archive Case file 

""7 "-VI 

" 

Tngger 
document 
Frequency 

Circuit clerk 

Recording 
Judgment In 

Judgments 
draft ledger 

Ratified Judgment 

Heanng date 



-------, 

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 orrglnal case fIle from other authorrtles 

• Wrrte 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 In case of forgery obJection, data IS In the book, therefore, a note IS to be made of case 
of case closure 
Prepare fees assessment order and The clerk prepare the fees assessment order based on the fees assessed by RevIsion dept 
attorney's fees memo to be ratIfIed by as well as attorney's fees memo set by the court and submit to Judge for signature 
the judge 
Record Judgment In the Judgment The circuit clerk keeps a copy of Judgments In a file deSignated for CircuIt Judgments and 
draft book records judgments In the book 

208 

..4.. 
-:§ 



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

"" ~ 
~ 

Work cycle 

Cycle code 

-----

Issue monthly achievement report 
for Judges 
1-6-28 

CircUit clerk 

Prepare circuit 
statistics with ..... 

Judgments and ~ 

continuances 

"t 
Circuit statistics on 

Judgments and 
continuances 

...... 

Location Circuit clerk Trigger End of month 
office document 

Frequency Monthly 

,..- ::: r-
Heanng 
agenda 

...... .-

~-
CircUit clerk CircUit clerk 

Prepare monthly 
Prepare 

productivity 
End of month achievement ..... statistics for ~ 

~ 

report for the ~ 

each Judge In 
Circuit .r the circuit 

-~ t 
Circuit monthly Statistics report on 
achievement eachJudges 

report productivity - ..... 

209 
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~ 

Description of work cycle Prepare judges monthly achievement report 

Job Description and Remarks 
Prepare judge's productivity report • 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 

• 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 (flnallsub-judgments/others) and number 
of cases with continuance with a statement of sub-Judgments and final Judgments 

Prepare statistics of judgments and • CirCUit clerk calculates total number of cases categorized Into cases from prevIous 
continuances made by the circuit years, cases with more than two years and new cases He also calculates number of 

judgments for each kind of cases (final, sub-judgment, preliminary, and others) 

• Circuit clerk also calculates continuances for each kind categorized according to kind 
of continuance (document attachment, attachment of tax file, receipt of forensIcs report, 
other reasons) 

• He prepares thiS statistics from prevIous month statistics along with current month 
hearing agenda 

210 



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

,.c. v, 
C) 

Work cycle 

Cycle code 

Bankruptcy procedures and 
notification of concerned parties 

1-6-29 

Waiting for 
Experts 
Offcle 

Case file 

Location Circuit clerk 
office 

Case file 

Circuit clerk 

Sending case file to 
Experts Office to 
appoint an agent 
and two deputies 

211 

Tngger 
document 

Frequency 

Bankruptcy 
declaration 
Judgment 

Judgment of bankruptcy 
declaration against 
defendant 
Upon request 

Judgment 
hearing 



.,;;.. 
V, 
---

Work cycle 

Cycle code 

Bankruptcy procedures and LocatIon CIrcuIt clerk for 
notIfIcatIon of concerned authorrtles bankruptcy 
1-6-29 procedures 

----- ---

CircUit clerk 

Prepare a file 
,. , for bankruptcy "".11--'"1 CircUit clerk 

procedures 

Registration 

212 

Notification of 
concerned 
authontles 

Trrgger Judgment of declaratIon of 
document bankruptcy of defendant 
Frequency Upon request 

Case file with 
14 I experts name .-.14_._----1 

and address on 
the file 



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

Work cycle 

Cycle code 

.J:-

~ 

--.. 

Continuation of bankruptcy Location Circuit clerk for 
procedures and notification of 
concerned authorities 
1-6-29 

Inventory 
report 

Report for 
sealing with 

stamps 

Circuit clerk 

Conduct 
property 
Inventory 

bankruptcy 
procedures 

CircUit clerk 

Putting stamps 
on bankrupt 

property 

213 

Trigger 
document 

Frequency 

DecIsion of 
procedures 

hearing 

Judgment of declaration of 
bankruptcy of defendant 

Upon request 

Waiting for 
decIsion of 
bankruptcy 



Work cycle Continuation of bankruptcy 
procedures and notification of 
concerned authorities 

Cycle code 1-6-29 

CircUit clerk 

Attaching two 
14 1 1 newspapers to 

file 

~ 

t;) 

Location Circuit clerk for 
bankruptcy 
procedures 

Waiting for 
debtors 

attorney for 
declaration 

214 

Trigger Judgment of declaration of 
document bankruptcy of defendant 

Frequency Upon request 



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

...!... 
V\ 
~ 

c 

Work cycle 

Cycle code 

Continuation of bankruptcy 
procedures and notification of 
concerned authorities 
1-6-29 

CircUit clerk 

Attach to 
bankruptcy 

procedures file 

Location Circuit clerk for Tngger Judgment of declaration of 
bankruptcy document bankruptcy of defendant 
procedures 

Frequency Upon r~quest 

Waiting for 
Gluing report I... 1 debtors agent to 

glue 

215 



-I;.. 
v~ 
~ 

Work cycle 

Cycle code 

Continuation of bankruptcy Location Circuit clerk for 
procedures and notification of bankruptcy 
concerned authorities procedures 
1-6-29 

DecIsion to 
Waiting }-1 refer to ClrCU,t H Wa,bng for 

for CirCUit to appoint an bankruptcy 

decIsion agent controller 
decIsion 

216 

Trigger Judgment of declaration of 
document bankruptcy of defendant 

fre uency Upon request 
~ ~ -

CircUit clerk 

H Show file to 
bankruptcy 
controller 



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

13: 
~ 

Work cycle 

Cycle code 

Continuation of bankruptcy Location 
procedures and notification of 
concerned authorities 
1-6-29 

decIsion to 
publish to 

benty debts 

waiting for 
court 

decIsion 

Reglstralon 

Circuit clerk for Tngger 
bankruptcy document 
procedures 

Frequency 

CircUit clerk 

Appoint 
notify debtors 

agent 
1II1II 1 Debtors agent 

Notification 

Set followup 
heanng date 

217 

Judgment of declaration of 
bankruptcy of defendant 

Upon request 



Work cycle Continuation of bankruptcy 
procedures and notification of 
concerned authontles 

Cycle code 1-6-29 

Waiting 
141 Itlll case IS 

closed 

N 

8 

...c.. 
~ 

Location Circuit clerk for 
bankruptcy 
procedures 

Circuit clerk 

Attach 
docuemnts to 
procedures file 

218 

Trrgger 
document 

Frequency 

Judgment of declaration of 
bankruptcy of defendant 

Upon request 

Waiting for 
agent 



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

.4.... v\ 
~ 

Work cycle 

Cycle code 

, 

ContinuatIon of bankruptcy LocatIon CIrcuIt clerk for Tngger Judgment of declaratIon of 
procedures and notIfIcatIon of bankruptcy document bankruptcy of defendant 
concerned authorrtles procedures 
1-6-29 Frequency Upon request 

Circuit clerk 

Attach I I Accepted debt H Waltmg for 
procedures file. list bankruptcy 

controller 

219 



-f:­~ 

Work cycle 

Cycle code 

Continuation of bankruptcy 
procedures and notification of 
concerned authorities 
1-6-29 

Walt for 
solvency 

officer 

• ~ 

Location CircUit clerk for 

ConcliJatlon 
contract 

bankruptcy 
procedures 

'-''-'1"\ zz.u 

-_.-

Walt for the 
bankrupt 

Tngger Judgment of declaration of I 

document bankruptcy of defendant 
I 

Frequency Upon request I 

, 



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

...{:.. 
~ 
C 

Work cycle 

Cycle. code 

.-...." 

Continuation of bankruptcy 
procedues and notification of 
concerned authontles 
1-6-29 

CircUit clerk 

Attach to 
procedures file 

Location Circuit clerk for Tngger 
bankruptcy 
procedures 

Publication of 
concillatton In 

two 

"'''' .. L.z:I 

document 

Frequency 

Walt for 
the 

Imperatlv 
e agent 

Judgment of declaration of 
bankruptcy of defendant 

I 

Upon request I 



Work cycle Continuation of bankruptcy 
procedures and notification of 
concerned authorities 

Cycle code 1-6-29 

Circuit clerk 

Archive '4 Dehver file to 
Archive 

~ -

Location Circuit clerk for 
bankruptcy 
procpriures 

End 
bankruptcy 
procedures 

,..,,..,,.., 
LLL 

Tngger 
document 

Frequency 

Walt for 
Judges 
decIsion 

Judgment of declaration of 
bankruptcy of defendant 

Upon request 

CircUit clerk 

Present the 
matter to 
solvency 

officer 



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

~ 
I\i"" 

~ 

Work cycle 

Cycle code 

--... 

Continuation of bankruptcy Location Circuit clerk for Trigger 
procedures and notification of bankruptcy document 
concerned authorities procedures 
1-6-29 Frequency 

CIrCUIt clerk 

Walt for 
the 

ImperatIve 
agent 

hll I Attach heanng I (nnounce unrtyl _ I Walt for 
i notes to the file~ .. of possessIon ~ Imperatlv 

e agent 

,.,,.,...., 
LL-.J 

Define date 
and place of 

auctIon 

Judgment of declaration of 
bankruptcy of defendant 

Upon request 



Work cycle 

Cycle code 

.. c,: 
~ 

\t~ 
'~ 

Continuation of bankruptcy 
procedures and notification of 
concerned authorities 
1-6-29 

DlstnbutlOn list 
Signed by the 

Judge 
Onglnal + a copy 

Location CircUit clerk for 

Walt for 
the 

Imperative 
agent 

bankruptcy 
procedures 

Circuit clerk 

Attach 
... • newspapers to 

the file 

,..,,.,,4 
='7 

Trigger 
document 

Frequency 

Publcatlon of auction 
Inforamtlon In two 

newspapers 

Judgment of declaration of 
bankruptcy of defendant 

Upon request 



~ 
~ 

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

Work cycle 

Cycle code 

Continuation of bankruptcy Location Circuit clerk for Tngger Judgment of declaration of 
procedures and notification of 
concerned authontles 
1-6-29 

ArchIve 

DeposIts Dept 

bankruptcy document bankruptcy of defendant 
procedures 

Freguency Upon reguest 

CIrCUIt clerk CIrcuIt clerk 

Send 
procedures file HAttaCh the copy 

14111 1 to ArchIve after to the file and 
betng SIgned send ongtnal to f"'II4.----' 

by the Judge DeposIts Dept 

225 

Onglnal dlstnbutlon 
Itst ratIfied by the 

Judge 



Descnptlon of work cycle Bankruptcy procedures cycle 

Job Descnptlon and Remarks 
Seal bankrupt property Intenm credItors' attorney and cIrcuIt clerk close all bankrupt's shops and seal them, then they 

Issue 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 Irst of the Inventory IS made to 

------~ 

Include tY!2e of good or c()mmodlty and number of unIts 

""I"' Z::-LV 

--C:. 
.;:-v, 

-
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Description of work cycle 

Job 
Notification of concerned 
authorities 

Open file for bankruptcy 
procedures 

...c:.. 
~ 
~ 

----." 

Bankruptcy procedures cycle 

Description and Remarks 
As per the law, circuit clerk notifies the following authorities of Judgment of declaration of 
bankruptcy of defendant 

1 Public Prosecution For Info 
2 Taxes controller For Info 
3 Commercial Registrar Manager For Info 
4 Interim 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 

Case file IS transferred to bankruptcy procedures file With the same case number 
(case file IS put Into anoth_~r new file) 

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

'"1'"1"'7 
££-, 
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I 

\ 

Work cycle 

Cycle code 

Record case referred to the 
Experts 
1-8-1 

--------

( Circuit CI;~--.-

Location Office of 

Employee of 
outgomg 

Write reference 
number m 
General 

Correspondence 

Incoming! 
outgoing corres 
With E)(flerts 

Employee of 
outgomg 

Book on case file 

Record m 
General 

Correspondence 
Book 

, 
,-

-------'----
-----

Case file --
.......... 0 "u 

-] 
Experts 

Corresp Book 

Trigger Case file - hearing agenda 
document 
Frequency Upon request 

I 

Case file Circuit Clerk 

Case file 

, 



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

.--

Work cycle Record case after deposit payment Location Office of Trigger Case file - deposit payment 
Incoming I document receipt - hearing agenda 

Cycle code 1-8-2 outgoing corres Frequency Upon request 

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

With Experts -

---- ---/ 

Experts 
Correspondence book 

r § Employee of 
outgomg 

Circuit Clerk (0 Record data m Expert depOSit 
Experts payment r -

Correspondence I~ receipt 
Book 

-t.. "''''1"\ z.£-.:J 

\S"""-

oC 



Work cycle Record case after deposit payment 

Cycle code 1-8-2 

Circuit clerk 

-'"-
~ 
~ 

r 

Location Office of Trigger 
Incoming I document 
outgoing corres Frequency 
With Experts 

Employee of 
Experts Outgoing 

Record sequence In 

General 
Correspondence 

Book 

Experts General 
Correspondence 

Book 

""""1'"\ =u 

Employee of 
Experts Outgoing 

14 1 1 Record In Experts HI"I---4 
Special Book 

Case file - deposit payment 
receipt - hearing agenda 
Upon request 



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

Work cycle 

Cycle code 

..s:.-. 
~ 

Send case to Experts Location Office of Trigger 

1-8-3 

Employee of 
Experts Outgoing 

Record number 
and date of 

outgoing 
reference on the 
case file and the 

sub-file 

Employee of 
Experts Outgoing 

Record outgomg 
I.. 1 reference number 

m Experts Special 
book 

Incoming I 
outgoing corres 
With experts 

Employee of 
Experts Outgoing 

document 
Frequency 

-~~ 

Record In Experts I4-r--f 
Outgoing book 

"",A 
~vl 

Case file - sub-file 

Upon request 
--------

CircUit clerk 



Work cycle 

Cycle code 

~ 

Send case to Experts 

1-8-3 

Head of CIvil 
Dept 

LocatIon Office of Tngger Case fIle - sub-fIle 
Incoming I document 
outgoIng corres Frequency Upon request 
WIth experts 

Circuit clerk Sub-file 

'"\" ...... z.= 



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

.s::.. 
~ 

~ 

Work cycle 

Cycle code 
~---------.--

Send case to Experts 

1-8-3 

Registration 
Dept 

\ 

Location Office of 
Incoming / 
outgoing corres 
With eXl2erts 

Employee of Experts 
Outgoing 

Send parcel to 
Registration Dept 

..... ,.,,., 
£.iJv 

Tngger Case file - sub-file 
document 
Frequency Upon request 

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

Awalt 
approval of 

Head of CIvil 
Dept 



s::. 
~ 

---. 

Work cycle Receive case from Experts Dept 

Cycle code 1-8-4 

Experts Dept 
messenger 

Employee of 
Experts 

incoming 

SIgn receIpt of 
file for the 
messenger 

Form of receIpt 
sIgned by the 

employee 

Location Office of 
Incoming / 
outgoing corres 
With Experts 

Employee of 
Expel1s 

Incomllng 

RevIse case 
file 

'"1.-:1 A 
z.;o..J'T 

Trigger 
document 
Frequency 

Case file 

Experts report 

Form of 
ReceIpt 

Case fIle - Experts report 

Upon request 

Experts Dept 
Messenger 

-



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

-C. 
~ 
~ 

Work cycle 

Cycle code 

Receive case from Experts Dept 

1-8-4 

Employee of 
Experts 

incoming 

Awalt Head )1 Get CirCUIt 
of CIvil I number from 

Commercial Head of the 
I Tax Dept Dept 

Location Office of Tngger Case file - Experts report 
Incoming I document 
outgoing corres Frequency Upon request 
With Experts 

Index book 

Employee of Employee of 
Experts Experts 

incoming Incommg 

Walt for 
Microfilm 

Record m 
the 

experts report 
Experts 

microfilm Special Book 

235 



Work cycle Receive case from Experts Dept 

Cycle code 1-8-4 

Circuit clerk Case file 

.J.-
~ v'-

Location Office of Trrgger 
incoming I document 
outgoing corres Frequency 
With Experts 

Employee of 
Experts 

incoming 

Employee of 
Experts 

incoming 

Record In 

Case file - Experts report 

Upon request 

Deliver to 
circUit clerk 

incoming W CircUit number 1'11411---1 
correspondence 

book 

,.,,.,~ 

Z"-lV 



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

-C­
~ 
~ 

Description of work cycle 

Job 
ReVISion of case file 

~ 

Receive case from Experts Dept 

Descr~tJon and Remarks 
Documents In the file are revised according to documents list on the file 

1"\'"}"'7 
L..JI 



Work cycle Preparation of monthly reports Location Office of Trigger End of the month 
Incoming I document 

Cycle code 1-8-5 outgoing corres Frequency On monthly basIs 
With Experts 

~ - C -........ - "... 

outgoing outgoing 
correspondenc correspondenc 

........ .-' ........ .-' 

~ I Monthly report of ... 
Follow up "'" ... incoming 

Dept "'" H. correspondence Employee of Employee of 
...., Experts outorng Experts outolng 

Prepare a Prepare a Beginning of 

monthly report of monthly report of monthly report of + the month I .... I Outgoing the incoming "'" .. ~ the outolng .... .r ~ 

correspondence "'" correspondence correspondence -

+ + 
Monthly report of Monthly report of 

incoming outgoing 
correspondence L..- correspondence 

"-

"''"In 
L0U 

-C.. 
;3. 
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Work cycle Register commercial company Location 
establishment contract 

Cycle code 1-2-1 

Reglstartlon 
employee 

Contract H 
Partners 

summary with Write registration 

attorney 
M registration number on 

number contract summary 
and sign 

Commercial 
Dept 

-- -- ----

Reglstartlon 
employee 

Record In 

companies 
register 

Companies 
register 

239 

Trtgger Company establishment 
document contract + contract 

summary 
Frequenc~ UQQn request 

Contract 
summary 

Partners stamped H 
attorney "gluing report" 



Work cycle 

Cycle code 

::r 
~ 

Registration of amendment or 
termination of commercial 
company contract 
1-2-2 

Registration 
employee 

Commercial 
amendment 
registration 
Companies 

register 

Companies 
register 

Location Commercial dept Tngger Contract summary stamped 
document by Service dept 

"attachment report" 
Frequency Upon request 

Registration 
employee 

Commercial 
Contract 

summary H Partners registration stamped 
attorney Registration 

gluing report 
book 

"An 
.:.'"tV 
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Work cycle 

Cycle code 

--'-
'§ 

------

Registration of amendment or 
termination of commercial 
company contract 
1-2-2 

Partners 
attorney 

Location Commercial dept Trigger 

Contract 
summary with 

registration 
number 

.-,"'" L""tl 

document 

Frequency 

Registration 
employee 

Wnte registration 
number on contract ""41---1 

summary 

Contract summary stamped 
by ServIce dept 
"attachment report" 
Upon request 



---., 

Work cycle Registration of amendment or 
termination of commercial 
company contract 

Cycle code 1-2-2 

~ 

Location Commercial dept Tngger 

Companres 
register 

Registration 
employee 

Check If 
contract 

summary IS 
genuine 

,..,,,,.., 
Z;'"f.Z; 

document 

Frequency 

Request for 
copies 

Issuance with 
paid fees 

Number of 
microfilm 

copies 

Partners 
attorney 

Contract summary stamped 
by Service dept 
"attachment report" 
Upon request 
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Work cycle Registration of amendment or Location Commercial dept Tngger Contract summary stamped 
termination of commercial document by Service dept 
company contract "attachment report" 

Cycle code 1-2-2 Frequency Upon request 

I 

Registration 
employee 

Ratified Sign that 
Partners H microfilm 
attorney caples 

copies are 
genuine 

Reques~of 
Issuance 

signed with Registration 

partner~ refusal employee I No attorney 

Microfilm Sign With 
copies signed refusal on 

With refusal request and 
copies 

'"lA'l 
L'"t..J 

~ I 


