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ARTHUR YOUNG & COMPANY 

Honorable Donald R. Wright 
Chief Justice of California 
Chairman of the JUdicial Council 
State Building 
San Francisco, California 94102 

Dear Chief Justice Wright: 

520 CAPITOL MAl-I.. 

SACRAMENTO. CALIFORNIA 95814 

October 6, 1972 

We are pleased to present this final report for the Integrated 

Court, Automation/Information System project. The project was con

ducted at the request of the Judicial Council of California and 

financed by a federal grant under provisions ,of the Omnibus Crime 

Control and Safe Streets Act of 1968 (PL 20-351) through the 

California Council on Criminal Justice. 

The goal of the project was to develop conceptual designs for 

improving the information systems of the municipal and superior 

courts and to produce comprehensive guidelines to maximize the eco

nomical and effective use of manual and automated techniques in the 

internal administration and control of court operations in the 

1970's. Implementation of the recommendations contained in Section 

I of this report will bring about the achievement of this goal. 

The final report on the project is contained in two volumes. 

Volume I contains the recommendations, general system description, 

and implementation guidelines for the project, and gives an overall 

summary of the project results. Volume II contains the conceptual 

designs. of the Integrated Court Automation/Information System (ICAIS) 

along with an overview of the system concepts. The conceptual 

designs are presented in flow chart form with accompanying narrative 

to facilitate the detailed design and implementation of ICAIS. 
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ARTHUR YOUNG & COMPANY 

Honorable Donald R. Wright -2- October 6, 1972 

Many of the design concepts of rCArS presented in this report 

reflect the most effective procedures being used by the courts 

studied during this project, including certain courts outside of 
California. We recognize that the detailed court information 

system design of individual courts, based upon the conceptual 

rCArS guidelines, may vary to meet their specific requirements 

including the stage of development of projects in their courts 

and the need to coordinate activities with the county data proces

sing organizations. To achieve the necessary refinement of the 

rCArS design concepts, we have recommended nine prototype imple

mentation projects described' in Section r of this report. 

We received excellent cooperation from the judges and clerical 

and administrative personnel participating in this project. Each 

of the interim reports prepared during the project were submitted 

in draft form to the 14 participating courts for their review and 

comment prior to final publication. A number of meetings were held 

with a broad cross section of personnel working for and with the 

courts to review preliminary findings and obtain ideas for design 

concepts.. We believe this in-depth participation of peopJLe 

involved in the judicial process has helped insure the development 

of 

in 

a conceptual design for rCArS that will be of practical value 

the operations of the courts. 

Tentative findings and preliminary recommendations w'ere 

reviewed and discussed during the project with the members of the 

Technical Advisory Committee. The Committee, under the chairmanship 

of the Honorable Donald R. Franson, Judge of the Superior Court, 

Fresno, was instrumental in guiding our efforts during the project. 

Members of the Committee were: 

Honorable Donald R. Franson, Judge of the Superior 
Court, Fresno, Chairman 

Honorable James W. Cook, Judge of the Municipal 
Court, North Orange 
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ARTHUR YOUNG & COMPANY 

Honorable Donald R. Wright -3- October 6, 1972 

Mr. Ira B. Isbell, Chief, Division of EDP Services, 
Department of Motor Vehicles 

Mr. R. B. James, Director of the Law and Justice 
Agency, County of San Diego 

Mr. Clinton Moore, EDP Coordinator, Los Angeles 
Municipal Court. 

We also wish to acknowledge the special assistance and contri

butions made by Mr. Ralph N. K1eps, Mr. Norman E. Woodbury, and the 

staff of the Administrative Office of the Courts . 

Particular appreciation is extended to Mr. Perry L. Stauffer, 

the Project Supervisor, for his guidance and advice throughout the 

project. 

While much of the information contained in this report resulted 

from the review and recommendations of the courts studied during the 

project, it should be noted that the opinions, findings and conclu

sions expressed in this publication are those of Arthur Young & 
Company and not necessarily those of the State of California or the 

Law Enforcement Assistance Administration. 

We appreciate the opportunity to have worked with the Judicial 

Council on this-challenging project. We will be pleased to discuss 

any aspects of this report with you. 

Yours very truly, 
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I. SUMMARY OF RECOMMENDATIONS 

The recommendations resulting from the Integrated Court Auto

mation/Information System (ICAIS) project are-summarized in this 

first section of the final report. Exhibit I, following this page, 

shows the organization and interrelationships for implementation 

of ICAIS and adoption of the recommendations discussed under the 

following headings. 

1. 

Augment Judicial Council Staff with Systems Capability 

Establish an ICAlS Steering Committee 

Conduct Information Sessions 

Recommend Legislation to Improve Clerical and Adminis
trative Activities 

Encourage and Coordinate Prototype Implementation 
Projects 

Recommend That All Court Information Systems Projects 
For Which Federal Funds Are Requested Be Submitted To 
The Judicial Council For Its Information 

Improve the Present Statewide Statistical Reporting 
Procedures 

Encourage the Establishment of Six Policies Relative 
to Agencies Working with the Courts 

Adopt Rules to Facilitate the Implementation of ICAIS. 

Each of these recommendations will be discussed in this section. 

AUGMENT JUDICIAL COUNCIL STAFF WITH SYSTEMS CAPABILITY 

There is a current need for a central source to which the 

courts can turn for assistance and advice in improving their infor

mation systems. This need stems mainly from a condition that is 

not unique in the court system: that of court personnel being 

unfamiliar with data processing capabilities and county data pro

cessing personnel being unfamiliar with the activities and needs of 

the courts. The prospect of significant growth in the improvement 

-1-



of both automated and manual information systems in the court points 

to a need for a continuing source of expertise, and coordination to 

assist the courts to achieve maximum effectiveness at the lowest 

possible cost. 

One of the primary functions of the systems personnel would 

be to assist in the timely implementation of the recommendations 

contained in this report. More-specifically the duties of the 

systems personnel would include the following: 

Assist in the development and review of proposed changes 
in the statutes and California Rules of Court pertaining 
to rCArS 

Assist the courts in the development of plans for the 
use of improved information systems, and specifically 
assist in the development and installation o~ prototype 
projects based on the designs of lCAlS 

Assist in the development and review of all ~rant requests 
related to the courts 

Maintain communications with the courts on the effects 
of the use of improved information systems 

Review technological developments in the use of compu
ters, microfilm, forms, storage files, etc. for possible 
application in the courts 

Initiate and coordinate changes in forms to insure com
patibility of their use as an input medium in EDP systems 

Develop and maintain a long range plan that will help 
insure that the courts receive the maximum benefit from 
improved information systems. 

Personnel selected to perform these functions should have capa

bilities and qualifications which include the f61~owing: 

• 

• 

An in-depth understanding of the clerical and adminis
trative activities of the court from a management point 
of view 

Demonstrated systems analysis skills and a working 
knowledge of the use of computers in the courts 

The capabilities that will engender the confidence of 
judges and clerical and administr.a tive personnel of 
the courts 
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1he ability to acquire and maintain rapport with the 
county and state data processing personnel and the 
representatives of the court. 

The Judicial Council should move, as soon as possible, to 

acquire the capability to fulfill this need. 

2. ESTABLISH AN ICAIS STEERING COMMITTEE 

The systems personnel added to the staff of the Judicial Coun

cil will require the advice and guidance on a continuing basis of 

people engaged in improving court processes. The Judicial Council 

should authorize the establishment of a steering committee with the 

membership to be named and the committee operational by the end of 

1972. Membership should be distributed among the judiciary, cleri

cal and administrative personnel of the courts, and other people 

associated with the judicial process. Th~ membership could be 

altered from time to time to provide a broad base of representation. 

Meetings should be held at least on a quarterly basis to review the 

activities of the staff systems analysis personnel and to provide 

guidance in the installation of the court information system pro

jects. 

Speci~l sub-committees of appropriate people should be created 

for specific projects as needed and terminated upon completion of 

the respective projects. In addition, the ICAIS Steering Committee 

should arrarige for periodic general meetings of representatives of 

the judiciary, clerks of the court, court administrators, and data. _ 

processing personnel as a means for reviewi~g the progress of 

improved information systems in the courts. 

3. CONDUCT INFORMATION SESSIONS 

To obtain the maximum benefit from the project, key judicial, 

clerical and administrative personnel from the municipal and super

ior courts and other people associated with them should become 

familiar with the ICAIS design concepts and other data processing 

applications. While distribution of the final report to all courts 

-3-
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workHhop approach that provides for discussion among the partici

pants is most beneficial in communicating key points. 

Sites should be selected at four or five key locations in Cali

fornia. Facilities should be selected to handle general sessions 

of up to 100 people with separate workshop sessions of 25 to 30 

each. The invitation to participants and the organization of the 

sessions should be done in a manner similar to the workshop sessions 

conducted earlier in the year on the project at the Department of 

Motor Vehicles. 

The infornation sessions should include both discussions of a 

general nature regarding the implementation of improved information 

systems in the courts: and more detailed workshop sessions on how 

ICAIS would function. The e~phasis should be on participation of 

the attendees to p:rovide feedback as well .l.,s orientation on the 

design concepts. 

A program should be authorized by the Judicial Council to con

duct a series of information sessions during 1973 on ICAIS and other 

data processing applications. 

4. RECOMMEND LEGISLATION TO IMPROVE CLERICAL AND ADMINISTRATIVE 

ACTIVITIES 

The Judicial Council should request legislative enactment of 

a statute giving the Council authority to adopt Rules of Court 

for improvement of the administrative and clerical processes of 

the courts now governed by statutes, particularly those contained 

in the Government Code, Penal Code and the Code of Civil Procedure. 

Specifically, this new statute would provide the Judicial Council 

the authority to establish policies and procedures limited to the 

area of the method, media, and timing of the court activities of 

record keeping and retrieval of information. This approach to 

improving the legal requirements related to the clerical and admini

strative activities of the court would be most effective for the 

following reasons: 

-4-
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Statutes governing the maintenance of court records 
exist in many different code sections and, in some 
instances, may be contradictory with respect to 
their intent, coverage and specifications as they 
apply to the municipal and superior courts. 

The clarification and improvement of clerical and 
administrative requirements by means of rules would 
help insure that full advantage be taken of the 
latest concepts in court information system design 
and technology. 

The rule-making process provides for analysis and 
review by all interested persons on a statewide 
basis prior to adoption. This insures that the 
rules receive thorough consideration before they 
become required procedure. 

Although no attempt has been made to draft the authorizing 

statute in final form, it could be framed somewhat as follows: 

"Notwithstanding any other provision of law relating to 

recordkeeping in the courts of the state, the Judicial 

Council may provide by rule for the practice and procedure 

governing such recordkeeping when it determines that the 

rule is necessary for the installation or maintenance of 

recordkeeping and infornia tion retrieva}. systems." 

Legislation to authorize these changes should be prepared for 

introduction early in the 1973 legislative session. Specific sug

gested rule changes are described uncter Recommendation 9. 

5. ENCOURAGE AND COORDINATE PROTOTYPE IMPLEMENTATION PROJECTS 

The Judicial Council, through the Administrative Office of 

the Courts, should encourage and coordinate a series of prototype 

implementation projects based on the concepts of ICAIS. 

Exhibit II, following this page, lists nine recommended proto

type implementation,projects. The projects would be installed on 

a multi-jurisdictional basis (i.e., superior/municipal courts, or 

multiple municipal courts) in accordance with the basic concepts 
) 
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of ICAIS. By establishing nine separate projects covering dif

ferent groups of modules, complete coverage for all modules is 

provided while not burdening one court with total implementation 

over a long ins talla tion period. In addition, the following bene

fits would be achieved through the implementation of these proto-

type projects. 

An Operational System of Benefit to the Court Would 
Result. 
Courts should be selected to serve as the prototype 
courts in accordance with the implementation guidelines 
described in Section III of this report. This will 
insure that the resulting modules installed will pro
vide tangible benefits to all of the courts. 

The ICAI~ Design Concepts Will Be aefined. 

While many of the design concepts of ICAIS were "bor
rowed" from currently successful court practices, there 
is a need to test these concepts and other innovative 
concepts in an integrated form prior to implementation 
on a broad basis. The prototype projects will serve 
as the basis for any necessary modifications to the 
ICAIS conceptual designs. 

The Factors Involved in the Courts Sharing a Common 
System Will Be Identified. 

In certain counties, municipal courts have successfully 
shared a common system, typically for processing high 
volume traffic matters. Except for limited applications 
in the area of jury services, the sharing of a common 
system between a municipal court and superior court has 
not taken place. One of the key concepts of ICAIS 
will be tested through the prototype projects, that of 
providing a uniform design for processing certain muni
cipal court and superior court cases. Careful atten
tion should be given during the prototype implementa
tion to an identification and documentation of the steps 
involved in successfully achieving this system sharing. 

The Factors Involved in Transferring Modules Will Be 
Identified. 

One of the key benefits of the modular approach to the 
design of ICAIS is that the transference of systems 
from one county to another would be promoted. During 
~he i~p~eme~tation of prototype projects, a partial 
ldentlflcatlon of the factors involved in successfully 
transferring the modules will take place. 
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A full identification of the factors involved in the 
transference of all of the modules will take place 
subsequent to the implementation of the prototype pro
jects when all of the modules are transferred to other 
courts. 

Installation Costs Will Be Documented in Detail. 

During the implementation of the prototype projects r 
detailed documentation of all time and expense charges 
incurred should be maintained. This information will 
be of value in determining the benefits of module trans
ference versus design in detail for each court. 

The development of a specific implementation schedule and 

a detailed estimate of costs for the nine prototype projects is 

dependent on a number of factm's including those listed below. 

The Specific Courts Participating 

Based on the cost/benefit guidelines shown in Section 
III of this report, certain courts should begin to auto
mate their clerical and administrative functions. 
Included in this group of courts are ones who have 
expressed a willingness to implement ICAIS on a proto
type basis. The specific costs and schedule for imple
mentation will depend on the characteristics of the 
courts and county participating. These characteristics 
include: 

the type and availability of EDP equipment for 
use by. the court 

the current condition of automated and manual 
procedures in the courts 

the availability of' EDP systems design and pro
gramming capability. 

The Availability of Funds to Carry Out the Prototype 
Implementation Projects 

As shown on Exhibit I, a number of sources are av.ailable 
to ~he courts for the funding of projects to improve their 
operations. Some of these sources. are described below. 

CCCJ Grants - The California Council on Criminal 
Justice (CCCJ) serves as the planning and approval 
agency for the allocation of Law Enforcement Assis
tance Administration (LEAA) funds for specific 
projects aimed at improving the criminal just~ce 
system. Recent efforts of CCCJ have been concen
trated on the improvement of the courts portion 
of the criminal justice system. 
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OTS Grants - The Office of Traffic Safety COTS) 
serves as the planning and approval agency for 
the allocation of National Highway Traffic Safety 
Administration (NHTSA) funds. In the courts, these 
funds have been utilized in improving the opera
tions of the "traffic courts." 
LEAA Grants - LEAA also distributes a limited amount 
of money for projects in the form of discretionary 
grants, money in addition to that already allocated 
to the states for distribution. 
County Government - Some counties have chosen to 
fund court improvement projects on their own using 
county data processing personnel in conjunction 
with court representatives. 

Another possible source for funds would be special funds 
set aside by the Legislature for improvement projects 
on a statewide basis. 

The Priority Given to Improving the Information Systems 
of the Courts 
The major factor impacting the implementation timing 
for these prototype projects will be the priority they 
receive in relationship to other projects in the criminal 
justice field. The priority received should be high 
for the following reason. The installation of improved 
information systems is an important initial step towards 
improving the operation of the courts. Without accurate 
and timely management information on the status of 
cases and overall operations, the courts will not have 
the diagnostic information required to proceed properly 
in making the changes necessary to t'educe delay and pro
vide services more responsive to the needs of the public. 

Certain courts have already received approval for the imple

mentation of court information systems and are in the early stages 

of installation. These courts as well as those still in the plan~ 

ning stages should be considered for possible use as prototype 

courts. 

6. RECOMMEND THAT ALL COURT INFORMATION SYSTEMS PROJECTS FOR 

WHICH FEDERAL l'UNDS ARE REQUESTED BE SUBMITTED TO THE 

JUDICIAL COUNCIL FOR ITS INFORMATION 

One of the primary objectives of the ICAIS project was to assist 

the courts through the design of information systems on a uniform 
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busis theroby reducing the duplicntion of developmental efforts. 

A number of court information system projects are planned or 

in the initial stages of development in California. To insure 
that maximum benefit is received from the ICAIS conceptual designs, 

the Judicial Council through the Administrative Office of the 

Courts should be provided descriptions of all court information 

systems projects for which federal funds are requested including 

those in the early stages of design and implementation. 

7. IMPROVE THE PRESENT STATEWIDE STATISTICAL REPORTING PROCEDURES 

The present statewide statistical reporting procedures are 

manual in nature with the exception of certain local court appli

cations which automatically prepare statistical reports. These 

reports are then manually processed by the Administrative Office 

of the Courts on a central basis. The purpose of this recommended 

project would be to improve the present system by automating the 

central processing of statistics and by accepting machine readable 

information from locally automateu systems. 

These improvements would provide a better basis for deter
mining the existing conditions of the state's trial court system, 

and better permit an analysis of trends. To this end, the project 

should: 

Improve the definition of statistical categories and 
rep.orting methods in order to match filings to corre
sponding dispositions and to eliminate such problems 
as counting a case as a felony filing, and then 
counting its disposition as a misdemeanor should the 
charge be reduced in municipal court 

Improve methods of collecting data from the individual 
courts to help reduce the cost of reporting 

Determine the feasibility and merits of reporting at 
the case level versus reporting only summary statis
tics of filings and dispositions 

-9-
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Implement statistical reports, such as disposition 
analysis reports, which better portray the flow of 
litigation through the courts and the effect of pre
trial activities on the timing and method of dispo
sition. 

Determine the feasibility and merits of having the 
Judicial Council make available to interested courts, 
particularly the smaller courts not able to justify 
automation, management-oriented statistical reports 
derived from the collected data which would reflect 
trends, forecast work load and identify exceptional 
conditions 

Provide for the development and installation of an 
automated statistical reporting system within the 
Administrative Office of the Courts for the processing 
and preparation of reports for all courts throughout 
the State. 

The resulting system should be compatible with law enforcement 

offender based statistics as well as improve court management 

through improved statistics. 

8. ENCOURAGE THE ESTABLISHMENT OF SIX POLICIES RELATIVE TO 

AGENCIES WORKING WITH THE COURTS 

The Judicial Council should encourage the establishment of a 

series of policy statements relative to certain agencies working 

with the courts. These policy statements should cover the type and 

format of information interchange required by the courts, as deter

mined by this project, to perform properly their required activi

ties. Following are the recommended policy statements. 

The Municipal Courts Should Acquire from the Depart
ment of Motor Vehicles the Statewide Driver History 
for Persons Charged With Moving Traffic Violations. , ~ 

A policy should be adopted to acquire and utilize 
statewide driver history data retrieved from DMV for 
all adults and juveniles charged with a moving traf~ 
fic violation. In courts utilizing manual processes 
retrieval should be accomplished via teletype and ' 
should be limited to "selected" traffic violations 
and the more, serious non-selected Violations. In 
automated courts, retrieval should be accomplished 
primarily by Off-line communications and by teletype 
for priority inquiries. 
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Driver history data should be printed for the judi
ciary fOr use during bail setting and sentencing; 
and to identify those persons who should be ordered 
to court for a mandatory appearance. Driver history 
information can direct the court's attention to 
drivers who demonstrate a repeated disrespect for 
traffic laws and court orders, and thereby promote 
the interests of traffic safety. 

The Department of Motor Vehicles Should Eliminate the 
Current Requlrements for the Furnishing of Printed 
Conviction Abstracts for Certain Offenses, and stan
dardize Abstract of Judgment Information for Juveniles 
and Adults. 

Current DMV policy requires the courts to furnish 
printed conviction abstracts for serious violations 
which are likely to lead to administrative action. 
These printed abstracts are required of courts even 
if they possess the capability to produce essentially 
the same information on magnetic tape. In these 
courts, special procedures are required to prepare and 
process printed abstracts. 

It would be helpful to the courts with automated 
abstract preparation capability to eliminate the dupli
cate processes and to provide all abstract data to DMV 
on magnetic tape. 

Current abstract information required by DMV for juve
nile offenders iSi in a different format from that 
required of adult offenders. Standardization of the 
data, including the disposition codes, would provide 
the necessary compatibility and facili tatet'he imple-
mentation of rCAIS. . 

The Local Pros~cutor Should Acquire from the Department 
of Justice the Criminal History for Defendants Accused 
of a Felony or Serious Misdemeanor • 

In the recommended system design for ICAIS, criminal 
history for defendants accused of a felony or serious 
misdemeanor should be acquired from local law enforce
ment files and from the Department of Justice via law 
enforcement teletype terminals and by mail. This 
information should be made available to the courts 
through the prosecuting attorney's office at the time 
bail is set, to determine the merits of an O.R. 
release application, and at sentencing, including 
instances of reduction in sentence or negotiated plea. 

-11-
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The Department of Justice Should Assist the Local 
Criminal Justice Agencies in Establishing Criteria 
for Reporting Juvenile Arrests and Dispositions. 

Currently, there are differences in practices among 
local criminal justice agen.cies with respect to ~he 
reporting of juvenile matters to the Bureau of Identi
fication. Clarification is required from the Depart
ment of Justice and the Judicial Council as to the 
conditions if any under which arrest and disposition , , 
data should be reported on defendants under 18 years of 
age, and the content to be furnished. 

The Department of Justice Should Consider a Modifica
tion of the State Criminal Justice Information System 
(CJIS) to Facilitate the Furnishing of Court-Oriented 
Criminal Histories. 

Statewide criminal history in felony and serious mis
demeanor· cases 'is of interest to the arresting agency, 
prosecuting attorney, probation office and the courts. 
Ideally, the judiciary needs a clear and concise synop·
sis of the defendant's criminal record that is easily 
comprehended and free of extraneous information not of 
interest to the courts. Further, the printout should 
contain the defendant1s: 

prior convictions 
outstanding wants and warrants -
current conditions of parole 'and probation 
pending criminal cases. 

The new CJIS criminal summary teletype printout repre
sents a major step in the achievement of this require
ment. Except for perhaps the listing of pending criminal 
cases, the other content elements listed are either 
planned for or implemented in the current CJIS design~ 

The Department of Justice Should Develop the Means for 
Accepting Arrest/Disposition Data from the Courts on 
Magnetic Tape. 

The information required by the Bureau of Identification 
to maintain its criminal history files is collected 
from several sources.. The courts presently complete 
the CII-15 Arrest/Disposition Report on persons arrested 
and fingerprinted by supplementing previously entered 
arrest and prosecutor data with the court disposition. 
This is a time consuming activity that is prone to cler~ 
ical error and which duplicates data already entered ih 
the recommended IeAlS. 

Given the current constraints of the Bureau of Identi
fication with respect to the 'inability to accept court 
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dispositions separately from the arrest data, the 
following reconunended alternatives exist for improving 
the present manual procedures. 

In counties with integrated criminal justice 
systems, the CII-15 (or the newer Bl-8715) form 
can be totally printed on the computer or be made 
available on magnetic tape to the Bureau of Identi
fication. 

In counties without an integrated criminal justie8 
system but with an automated court system, the 
disposition portion of the form should be computer-
printed and then attached to the CII-15 by the 
court. 

In courts without automated systems, the disposi
tion portion of the arrest disposition form would 
be completed by the courts and then forwarded to 
the Bureau of' Identification. 

Following a sufficient period of testing the operations under 

these policy statements, appropri'ate rules should be adopted by 

the Judicial Council to provide for their uniform application on 

a statewide basis. 

9. ADOP'l~ RULES TO FACILITATE THE IMPLEMENTATION OF ICAlS 

Following the passage and approval of the legislation describod 

j.n recommendation number four above, the Jud icial Council shoul d 

adopt a series of rules to facilitate the implementation of reArS 
and improve certain clerical and a~ministrative processes. Work 

should begin on drafting of the rules by the Judicial Council staff 

in January, 1973 and implementation of the, .. rule changes should 

occur during the latter half of 1973. 

The changes recommended are not the product of an exhaustive 

analysis of the relevant st~tutes, and the following examples are 

illustrative onlyo The recommended changes may have ramifications 

affec~ing statutes'or codes other than those referenc~d. 

Set Standards for Register of Actio~s Entries 

In courts utilizing manual methods only or otherwise 
maintaining a hard copy Register of Actions, there is 
a need to define the types and the content of entries 
onto the Register of Actions. 

-13-
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CUrrently most courts make an entry for virtually 
every doc~ment filed in the case folder, including an 
abstract of major court actions. This procedure requires 
time consuming clericnl effort and often cnusos updating 
backlog. Accordingly, the Judicial Council should 
adopt rules prescribing the types, content and entry 
method of necessary Register of Actions entries which 
are consistent with its use and which recognize the 
associated cost of maintenance. 

Define Acceptable Methods of Recording Criminal Court 
Proceedings 
Provision should be made in the rules to define the 
nature of acceptable minutes and docket entries for pur
poses of recording proceedings. Further, the design of 
ICAIS necessitates the use of minute orders and a Regis
ter of Actions in serious criminal matters in the muni
cipal courts as well as in the superior courts, and the 
use of standardized entries on preprinted dockets for 
citation filings, 

Allow the Courts to Substitute MicrophotogFaphic, 
Electronic, or Mechanical Pile Rec,?rds for Court Files 
~f Original Documents and Records 
A rule should be enacted to. permit the municipal and 
superior courts to utilize microphotographic, electronic, 
or mechanical files for storing the indexes 1 judgment 
book and any other court records. 

Statutes already in existence permit the usa of such 
substitutes for the hard copy Register of Actions. By 
extending the coverage to other files, the court would 
have greater flexibility in the design of th~ir infor
mation systems and the implementation of rCAlS would 
be facilitated. 

Provide for Consistent Purging Rules for Both the 
Municipal and Superior Courts --

Currently, Section 69503 G.C. prescribes conditions 
under which the superior courts may optionally substi
tute microfilm for hard copy case-related documents. 
Section 71007 G.C. (as limited by Section 72052 G.C.) 
provides a similar capability for the municipal courts. 
Differences between these' laws hinder integration of 
systems and otherwise make purging and case file C011-
trol difficult. 

The requirements relating to substituting microfilm 
repro?uctions for hard-copy case-related documents should 
be allgned for the superior and municipal courts and 
Shoul~ reco~nize the use of microfilm as an operational 
S~bstl~u~e ln instances where cases have proceeded to a 
dl~posltl0n and the,expiration of their 'appeal pel.'iod. 
ThlS can best be accomplished by: 
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setting the shortest possible waiting time before 
case-related documents can be destroyed after 
microfilming 

tolling the purge waiting period from the date 
of judgment, or from the commencement of the pro
ceeding when no judgment is rendered 

deeming microfilm reproductions of all case
related documents as originals for purposes of 
litigation (i.e., remove limitations in Section 
69844 05 and 71007 G.C. as to types of microfilmed 
documents to be deemed originals) 

including all case-related documents as applicable 
to changes. 

Although destruction of microfilm records is of subor
dinate concern because of its minimal space requirements, 
nevertheless consideration should be given to extending 
the applicability of Section 69503 0 1 G.C. to cover case 
types and case records currently designated with infinite 
life in both courts. Should this recommendation be accep
ted, criminal records should have a life greater than the 
30 year limit currently prescribed in the statute in 
instances where the imposed sentence is not completed. 

Modifications should be made.to, permit microfilming and 
destruction of juvenile records five years after dismissal 

__ ~.:r_om jU~5:.nil~co.ur~ j.~.?:,.!§_di.C!~ i.on .9!' illlIl!.~51.ta tely after a . 
juvenile reaches 18 years of age (Section 826 W & I). Uti
lization of juvenile case records after a juvenile reaches 
his majority is generally limited to sealing actions and 
occasional in.quiries as permitted by court orders. 

Permit Substitutions of Chronologically Sequenced 
Minutes for Minute Books in Municipal Courts 

The superior courts are currently permitted to file 
minutes chronologically in the case folder in lieu of 
a Minute Book (Section 6984407 G.C.). This provision 
should be extended to the municipal courts, provided 
that a Judgment Book is maintained for civil actions. 
This will reduce unnecessary record keeping activities 

-and provide for uniformity with superior court practice. 

Prescribe Uniform State/County Citation Numbering Method 
Rules should be established to prescribe citation num
bering procedures on a state and countywide basis. The 
numbers should be in a format identical for all counties 
and an issuing agency prefix should be prescribed to 
eliminate the possibility of interagency duplication"of 
citation numbers. 

-15-
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Currently law enforcement agencies within a ~ounty (and 
the Calif~rnia Highway Patrol on a statewide basis) set 
their own policies with regard to the format and. sequen
ces of their citation numbers. Consequently, these num
bers vary in length and format, and sequenqes may be 
skipped. 

This procedure would, assist the courts in storing, 
retrieving and filing of citations in their open and 
closed citation files. . 

Provide the Courts with the Option to Utilize Blanket 
Complaints for Traffic and Parking Warrants 

Each year, the courts generate thousands o~ warrants 
for persons who fail to appear to answer alleged traffic 
or parking offenses. In many instances, the violator 
either is never served w~th the warrant or the ease is 
disposed through bail forfeiture accepted i~ lieu ot a 
court appearance. Yet, the municipal courts are obliged 
to complete, and attach to the violator's records, an 
individual complaint alleging the original ~harges and 
a failure to payor appear under Section 40508 CVC. 

The courts should be provided with the optio,n to utilize 
a blanket complaint in. lieu of individual complaints for 
failure to appear. rrhe blanket complaint, would be filed 
and then referenced on the violator's docket thereby 
amending the original charges. This procedure would 
avoid the time and effort required to pri~t and attach 
a complaint document to the citation. It would also 
standardize complaint preparation practices which vary 
from the issuance of individual failure to appear com-
plaints in most courts.to non-issuance unless demanded 
by the defendant in a few courts. 

Simplify Issuance Proc~dures for Juvenile ~raffic Warrants 

Rules should be adopted which permit the issuance of 
arrest warrants in juvenite traffic cases where the min.or 
fails to answer, and which eliminate the need to file a 
petition under Section 601 W & I. Currently, many juvenile 
courts do not issue juvepile warrants because of the time 
and effort required by the probation office and the court 
in obtaining a delinquency petition. ~ 

Establish Uniform Rules for Dismissing Cases with Out
standing Warrants 

Uniform rules should be established on a statewide basis 
for dismissing cases with outstanding warrants for lack 
of prosecution. In particular, dismissal ~u1es are,needed 
for warrants issued in parking, traffic and other misde
meanor.cases for failure to appear qr f~iluie to pa~ a 
court-~mposed fine. 
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Define Policy for Adjudicating Failure to Appear (FTA) 
and Failure to Pay (FTP) Violations from Other Courts 

With the availability of statewide driver history as 
recommended through rCAIS, courts can identify, nnd cause 
to appear, persons who have outstanding traffic warrants 
issued (per Section 40508 CVC) by another court. Since 
extradition or transfer in these cases,is not always 
practical, some alternate method should be prescribed 
for enforcing the ~uthority of a court other than the 
court of original jurisdiction. 

Possible approaches to resolving this situation are as 
follows: 

Require persons to post bail for each outstanding 
FTA or FTP violation from another court noted on 
their statewide driver history at the time they 
dispose of their current citation. The bail 
amount would then be transferred to the other 
court, along with a transmittal list indicating 
each citation number for which bail is posted and 
the corresponding amount collected. The defendant 
would have the option of forfeiting the posted 
amount or making a voluntary court appearance in 
the other court for adjudication of the original 
case, 

Continue the imposition of sentence pending satis
faction of the outstanding.FTA or FTP. 

Place the defendant under p:cobation with a condi.:.. 
tiol1 of probation being the satisfaction of the FTA 
or FTP within a prescribed time. 

Clarify and Update Juror Selection Requirements 

The present procedures for selecting jurors as specified 
in the Code of Civil Procedure are interpreted in vary
ing ways in different jurisdictions. 

Clarification and standardization is required for the 
following provisiotis of the statutes: 

the requirement to provide an annual list of 
qualified jurors if a continuous process is 
utilized to provide jurors for trials 

the criteria and methodology for qualifying jurors, 
including questionnaire format and content and the 
use of interviews 

the responsibility of clerks, administrators, and 
judges in selecting jurors once qualified by the 
Jury Commissioner 

1 -_~~" .. ,_~~~_. ~==~~~""'-"_' .. _ ....... , .. ,"", ,-_ ... _ ..... _ ...... 
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the need to incorporate multiple randomization pro
cedures provided summoning and impaneling procedures 
do not bias the juror population initially selected 
in a random manner 
the current practice, in some courts, of providing 
juror panel lists in advance of the voir dire pro
cess 
a requirement that the jury services function be 
combined for municipal and superior courts to 
elimin~te duplicate services 
the criteria for the fulfillment of juror service 
including the maximum number of appearance days, 
the maximum number of trials or trial days, and 
the maximum period during which a juror may be sum
moned 
the permissible use of computers in selecting, sum
moning, notifying, impaneling, and juror service 
recording procedures. 

Clarify the Option to Maintain the Civil Active List 
in Other than Printed Form 

Presently, the California Rules of Court (Rules 207 and 
508) specify the preparation of a civil active list of 
cases at-issue. 

The rules should be revised to permit options on the 
form of the civil active list so as to be in conformance 
with present practice and the design concepts of the 
reArs. 

The adoption of these rule changes will facilitate the imple

mentation of lCAlS and improve the clerical and administrative 
activities of the court. 
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I I. GENERAL SYSTEM DESCRIPTION 

The purpose of this section is to summarize the key features 

of the Integrated Court Automation/Information System (ICAIS). 

The system will be described und~r the following topics. 

System Design Criteria 

General Module Structure 
Identification and Definition of Modules 

Principal Design Characteristics 

The design concepts for rCAlS were derived from a number of 

gen~ral design criteria. These criteria are discussed in the fol-

lowing portion of the report. 

1. SYSTEM DESIGN CRITERIA 

The criteria described in th~ following paragraphs constitute 

the foundation for the design of the modules by stating certain 
assumptions and .. ,by speci,fying design factors relating to the achieve

ment of the goals of the project~ 

The overall goal of this project is to develop a plan for ,an 

Integrated Court Automation/In~ormation System that will maximize 

the economical a.nd effective use of automated techniques ,in the 

internal administration and, control of the mun.icipal and superior 
court operations in the 70's. To achieve this goal, theobjec-

~ 

tives and criteria to be met by tlie conceptual designs can be 

stated as follows: 

Satisfy Fundamental Information Requirel1}.ents 

The conceptual designs must satisfy the fundamenta~ 
information requirements of the courts. Portions of' 
the statutes and Rules of Court specify the form and 
the timing constraints 'for many information requirements. 
The conceptual designs satisfy t4e intent of such spe
cifications, but recommendations for change are made 
where important to, achieve improved procedures •. Although 
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the conceptual designs are predicated on the assump
tion that recommended changes in the statutes and Rules 
of Court will be.adopted, they are designed to accommo
date existing interpretation and policy. 

Improve the Availability of Court Management Informa
tion Necessary to Expeditiously Process Cases 

Increased court case load has led to actual or potential 
problems of excessive backlog and delay in the courts. 
~he ICAIS conceptual design not only provides the means 
to more expeditiously process case related data, but also 
provides information for use by judiciary, administrators, 
and clerks in improving the court processes. 

Develop Approaches to.Provide for the More Efficient 
and Effective Utilization of Court Resources 

The proper use of improved manual and automated concepts 
can result in more efficient and effective utilization 
of the clerical and administrative manpower within the 
courts. This will help provide the capability to han
dle expanding case loads within existing manpower 
levels or substantially suppress staff and expenditure 
increases when growth occurs. The rCAlS designs must be 
capable of handling volumes five to ten years hence. _ _ • __ -t.! __ • ~ 

Provide Info~mation Services Necessary to Other ~gencies 
and the PubllC Involved with Court Proceedings 

The conceptual designs consider the need to provide 
services to other agencies and the public by improving 
the accessibility of information while maintaining 
the security and integrity of the data. In addition, 
the design concepts for highly automated court systems 
c~nsider the present trend toward total criminal jus
tlce systems and the interaction of such systems. 
Although ~he.total deSign of a criminal justice system 
was not wlthln the scope of this project, the conceptual 
designs provide the proper means for the integration of 
rCAIS into a criminal justice system. 

Address the Needs of the Broad Range of Court Size 
Although the fundamental information requirements of 
the courts are similar regardless of size, the methods 
used to provide required information may differ. To 
the extent POSSible, design concepts apply to small 
courts a~ well as large courts. The conceptual designs 
and the 1mplementation guidelines provide a direction 
for the development of methods to be employed in the 
future growth of the courts of various size. 
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Provide for the Development of Improved Work Methods 
on a Uniform and Orderly Basis, and Reduce the Dupli
cation of EDP Development Efforts through the Mutual 
Interchange and Transference of Procedures 

These are the underlying criteria for the development 
of modular conceptual designs. To satisfy these cri
teria, modules were designed to: 

be oriented to the need for information outputs 
or to clerical processes rather than oriented 
to existing types of court organizations or case 
categories, thereby providing a module design 
applicable to as many case categories as practical 

combine related processes or outputs which would 
be impractical to separate 

not be so large or encompassing as to hinder 
orderly development, implementation and adoption 
of changes, or to unnecessarily prevent use by 
small courts 
promote the use of efficient manual and automated 
procedures, particularly with respect to minimizing 
redundant data entry and processing 
optimize court work flow and resource utilization 
associated with the court's high volume case cate
gories. 

The design concepts of ICAIS were also developed in relation 

the general modular structure described below. 

2. GENERAL MODULE STRUCTURE 

A modular approach was taken in developing the conceptual design 

for ICAlS. A module can be described as a group of clerical and 

administrative activities which are separable and which 
produce certain specific outputs. The modular approach allows 

for the implementation in small, medium or large courts of only those 

modules which are best suited to their particular needs. It also 
allows for the instal1.a"t·ion of the modules on an orderly basis one at 

a time or in groups over an extended pel'iod. 

A conceptual illustra.tion of the modular approach is shown 

on Exhibit III. The exhibit shows that the clerical and adminis

trative activities can be analyzed and classified from three 

separate viewpoints: 
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tho clerical and administrative function 

the case category 

the level of automation. 

Each of these factors has been studied and refined throughout 

the project so that the final conceptual designs of ICAIS can be ori

ented to a realistic and efficient interrelationship among the mod

ules. The module factors used as a basis for the conceptual designs 

are defined in the following parag~aphs. 

(1) Clerical and Administrative Functions 

The following clerical and administrative functions 

of the court fall within the scope of this project: 

Case Following 

Calendaring 

Jury Services 
Financial Accounting 

Statistical Reporting 

Internal Administrative Cont~ol. 

The functions are structured to cor.respond with the 

manner by which the courts typically orgE\,nize their work 

activities, and in a manner which may facilitate their 

improvement and, where appropriate ,1 their modular automa
tion. The functions are defined briefly in the following 
discussion. 

Case Following 
The case following function includes all clerical acti
vities that process, record, and disseminate information 
arising from court proceedings with respect to a parti
cular case or defendant. It also includes the collection, 
storage and retrieval of documents filed with the court 
in support of Ii tigati0J'1. Case following act;lvi ties 
typically consist of the following: 

initiation and maintenance of case files 

initiation and maintenance of Registers of Action 
or dockets 

preparation of minute orders 
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maintenance of minute order files and Judgment 
BookH 

iSf,;uu.nee 0:1' court orders 

notification to interested parties of individual 
case related actions including Criminal Identifi
cation and Investigation (CII) and Federal Bureau 
of Investigation (FBI) reports and Department of 
Motor Vehicles (DMV) abstracts 

preparation of court indexes 

exhibit control 

response to inquiries. 

Calendaring 
The calendaring function consists of all the activities 
required of the court to bring litigants, other inter
ested parties, and court resources together for the pur
pose of conducting the adjudication of a case. Speci
fically, calendaring activities include: 

the setting of appearance dates 
the notification of participants of the date, 
time, and place of appearance, excepting witnesses 
and jurors 
the assignment of departments to hear scheduled 
cases 
the preparation of court calendars for scheduled 
cases by date and department 

the preparation of reports to assist ~n. performing 
the foregoing activities. 

Jury Services 
The jury services function includes those activities 
required to supply a sufficient number of qualified 
jurors to permit the court to conduct jury trials. 
These activities typically consist of: 

·";:;tablishing a list of qualified jurors 

drawing and summoning jurors to appear 
providing the necessary number of jurors to 
a courtroom for a specific trial 
maintaining juror attendance records and statis
tics related specifically to jury services. 
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Financial Accounting 
The financial accounting function consists of the 
collection of court revenues, maintenance of trust 
accounts and the distribution of payments in accor
dance with law particularly as specified in the 

,~ ~ 

California Government Accounting Manual and GovernmenL 
Code. These activities typically include: 

collection and distribution of revenues from ser
vice fees, fines, and forfeitures 

installment fine payment accounting 

cash bail and bond control 
authorization of disbursements from trust accounts 

payment of jurors, witnesses and court reporters. 

Statistical Reporting 

The statistical reporting function consists of those 
activities which result in the preparation of reports 
summarizing the activities of the court in relation 
to the processing of cases. These reports are prepared 
at the request of court management, the judiciary, or 
outside agencies. Statistical reporting includes the 
preparation of: 

Judicial Council reports on filings and disposi
tions, condition of calendar, and judicial assis
tance 
historical case load statistics'necessary for 
internal resource planning, evaluation, and develop
ment of master department schedules 
statistical reports fpr the evaluation and develop
ment of court procedures and local court rules 

special reports requested by the judiciary. 

Internal Administrative Control 

This function consists of those administrative activi
ties which monitor and control internal court resources. 
Specifically, these activities include: 

annual budgeting and control 

personnel and attendance records 

operaticnal expenditure and encumbrance accounting 
(as opposed to the financial accounting of couri 
revenues) 

forms inventory control 

physical inventory control. 
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Each clerical and administrative function will be per

formed in a varying manner depending upon case categories 

which are defined in the following paragraphs. 

(2) Case Categories 

At the outset of this project case categories were 

defined in a manner similar to the breakdown utilized by 

the Judicial Council for statistical reports. These cate
gories by municipal and superior court were as follows: 

Municipal Court Case Categories 

Parking 
Non-parking Traffic 
Misdemeanors 
Felony Preliminaries 
Civil 
Small Claims 

Superior Court Case Categories 

Criminal 
Juvenile Traffic 
Juvenile 
Mental Health 
Probate 
Appeals 
Family Law 
Other Civil 

Clerical and administrative functions were studied and 

analyzed for each of the above case categories. As a result 

of the analysis, case categories were combined where s~mi

larities or direqt relationships existed from an information 

or procedural point of view. These combined categories pro

vide for identical conceptual design~-for municipal and 

superior courts for both civil and criminal complaint case 

categories. Although the designs are identical, they could 
be implemented separately for each court. When combined, the 

ide'nti ty of speci fic case type and status of litigation by 

court will be retained in the system by assigning code desig-
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nations. The following case categories were used for the 

development of conceptual designs: 

Parking Citations 
This case category encompasses the processing of parking 
citations which are disposed of by bail forfeiture or 
at arraignment. If contested, further citation pro
cessing is conducted as a criminal complaint case cate
gory. 

Other Citations 
Moving traffic and minor misdemeanor citations which 
are disposed of by bail forfeiture, at arraignment, or 
at juvenile traffic hearings are included within this 
case category. Cases requiring court or jury trials 
after arraignment are reclassified to the criminal 
complaint case category. 

Criminal Complaint 

This case category includes the processing of all selected 
traffic, non-cited misdemeanor filings, felony preliminary, 
felony, and other types of cases resulting from a com
plaint or Grand Jury indictment. Also included are 
criminal appeals from the lower court to the superior 
court appellate department. 

Juvenile 

Juvenile dependency and delinquency processing is 
included in this case category. 

Other Civil 

The civil case category encompasses the processing of 
municipal and superior civil cases, family law, mental 
health, criminal insanity, probate, small claims trial 
de novo, adoptions, and other civil oriented case pro
ceedings. Also included are civil appeals from the lower 
court to the superior court appellate department. 

Small Claims 

Processing of small claims cases in municipal court 
is covered under this category. 

(3) Level of Automation 

Depending upon numerous factors including the volume of 

filings and the availability of automated equipment, clerical 
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functions may be conducted with the assistance of automated 

techniques. For design purposes we have classified the extent 

of automated assistance into the following three major levels 
of automation: 

Manual Level (No Automation) 

All procedures are performed manually unassisted by 
punched card, or computer techniques. 

Sequential Batch Level 

System concepts designed for this level of automation 
utilize punched card and computer applications oriented 
to magentic tape, card, or disk files with data organized 
sequentially. 

On-line Level 

On-line system concepts expand the computer processing 
techniques to include the storage of information on ran
dom magnetic card or disk file devices organized for 
the direct retrieval of data via on-line terminals. 

It should be emphasized that the clear distinction between 

levels of automation, as described above, is for conceptual 

design purposes. Detailed automated system design must be 

performed by each court taking into account the specific type 

of 'EDP equipment available. A court may utilize modules 

Simultaneously at ~ore than one level of automation depending 

upon the local environment and needs of the court. Design 

concepts utilizing automation, as described in Volume II of 

this report, include the definition of related manual proce

dures. These procedures have'been d~signed to tbe extent 

pOSSible, to minimize change as automated modules a.re imple
mented. 

Microfilming techniques are incorporated in the sequen

tial batch and on-line conceptual designs. However, this 

does not preclude their use in the manual modules. Similarly, 
random access data files are described as being related to the 

on-line level of automation since the prime benefit of random 

access is to accommodate direct access to stored information 

through on-line terminals. However, a court ~nticipating a 
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future need for on-line terminals should utilize random access 

files in the sequential batch design concepts. Considerations 

such as these are'more fullY add~~~sed in Section III of this 

report·" Impl-ementa ticm GUiClel:tnes. 

Exhibit IV illustrates the information flow in ICAIS for the 

sequential batch and on-line levels of automation. 

The case following function will serve as the focal point 

of rCAIS. Case related information regarding case description 

and parties involved, the dates and nature of various actions that 

take place in processing the case, and the description of the final 

disposition will enter IeAIS via the case following function. 

For the sequential batch and on-line levels of automation, this 

case related record will be stored on a computer mastel' file (called 

the Case Data Base) used in the case following function. The 

information in the Case Data Base can then be transmitted by means 

of the computer to "sub-data bases" utilized by the calendaring, 

. statistiqal reporting, and financial aCQounti~g ~unctions. Infor

mation for the Juror Data Base, which is juror related rather than 

case related, will come from other sources. 

Information from the calendaring function will be provided 

to jury services in the form of jury trial calendars for use in 

determining the number of prospective jurors to call. Trial 

setting dates from the calendaring function will also be utilized 

in the statistical reporting function to prepare the Judicial 

Council statistical reports. 

Juror fee and mileage payment data will be supplied to the 

financial accounting function by the juror services function for 
juror paymen t • 

The Case Data Base will actually be made up of' four case 

following master files and associated indexes. The master files 

employed in ICArS will encompass the following case categories: 
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Ca .. m li'ollowilll-( 
Master :F'ile 

Applicable 
Case Categories 

Citation 1 
Parking Citations 

Other Citations 

Criminal Criminal Complaint 

Civil Other Civil 

Juvenile Juvenile 

A cross reference index file will be employed in the pro

cessing of small claims cases since the clerical and administra

tive activities are of a relatively minor nature dealing generally 

only with filing and disposition statistics and calendaring of 
the court appearance. 

The four master files making up the Case Data Ba~\e will 

include a number of different types of information called'lIdata 

elements." These data elements are listed in detail in the appen

dix to Volume II of the final report. Examples of the types of 

data elements that will be included in the Case Data Base, the 

Juror Data Base and the sub-data bases are listed below. 

Person and Case Identifiers 

Person Identification and Locatioh 
Person Descriptors 
Attorney Descriptors 
Case Identifiers 
Case Type 

Case Characteristics 

Filing Date 
Charge/Violation Descriptors 
Warrant Descriptors 
Amount of Claim 

Case History/Status 

Prior TraffIc Violations 
Case Activity to Date 
Next Action Set 
Custody Status/Location 

Case Disposition Description 

Exhibit Identification 
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Juror Service Description 

Juror Descriptors 
Service Descriptors 

Accounting Data 

Information will be entered into the Case Data Base as the 

case progresses through the various stages of processing. Initial 

entry of the data setting up the case record, and removal of the 

data from the Case Data Base will take place at different points in 

the process depending on the case category. Exhibit V, following 

this page, summarizes the data base retention criteria for each 

case category. It should be noted that removal of the case records 

from the Case Data Base would normally be done to a hard copy 

record for retention and additional processing on a manual basis. 

The next portion of the report identifies the specific modules 
designed. 

3. DEFINITION AND IDENTIFICATION OF MODULES 

The modules comprising ICAIS are identified in Exh"'bit 

VI, following Exhibit V. The modules are listed in matrix form by 
clerical and administrative function and case category. The iden

tification code for each module has a unique number and a direct 
reference to the detailed module flow charts contained in the appen
dix to Volume II of this report as follows: 

S -

A unique module number. This 
the same for situations where 
may be used for more than one 
(e.g., exhibit control). 

number will be 
the same module 
case category 

}A number code indicating the initial appendix 
~----------( page number of the module. 

lA letter code indicating the degree of auto
~--------------- mation as manual (M), sequential batch (S), or 

on-line (0). 

~------------------lA letter code indicating the appendix section 
of Volume II containing the flow charts. 
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CLER ICAL AND 
AOMIHISTRATIVE 

FUNCT I ON 

CASE 
FOLLOW I NG 

CALENDAR INO 

IURY 
SERVICES 

F INANC IAL 
ACCOUNT INO 

STATISTICAL 
REPORTING 

INTERNAL 
ADM I N ISTRAT I VE 

CONTROL 

EXHIBIT VI 
IDENTIFICATION OF MODULES 

MODULE NUMBER AND VOLUME II APPENDIX LOCATION 

MODULE TITLE 

INTAKE AND 
FILE MA I NTENANCE 

RECORD OF 
PROCEED INOS AND 
IUD le/AL SUPPORT 

CROSS REFERENCE 

NOTJF/CATION OF 
COURT ACT IONS 

AD INO AND PURO INO 

VEHICLE REO ISTRAT ION 
DATA RETR IEVAL 

STAH""'DE DRIVER 
HISU~Y RETRIEVAL 

JUVENILE CITATION 
PROCESS I NG 

6A I L SCHEDULE 
NAJNTENANCE 

STATEWIDE CRIMINAL 
HISTORY RETRIEVAL 

~XH I BIT CONTROL 

~PPEARANCE 
SCHEDULING 

NOT IFICAT ION OF 
COURT APPEARANCES 

CALEN~·.R 
PRE PI.~AT ION 

OEPARTMENT 
ASS IGNNENT 

JUROR SELECT ION 

ACCOUNT INO FOR 
FItIEs, SERVICE 
FEES, AND 
FORFE ITURFS 

ACCOUNTS 
RECE IVABLE 

BAIL, BONO AND 
TRUST ACCOUNTING 

DISBURSEMENTS 

STAT 1ST ICAl 
REPORT INS TO 
OUTSIDE AGENCIES 

PARKING 
CITATIONS 

AM-I-OIl 
AS-I-021 

AM-3-041 
AS-5-051 

10-071 
AS-9-081 

AM-O-lOl 
AS-S-111 

AM-8-tOI 
AS- 7-171 

OTHER 
CITATIONS 

8M-8-041 
8S-7-051 
80-7-081 

8M-7-071 
8s-12-081 
80-12-091 

8M-13-IOI 
BS-14-111 
80-14-121 

IM-I,·eUl 
JS-I-aD2 
10-1-603 

IM-2-e! I 
IS-2-612 

JM-4-B21 
J5-4-622 
10-4-023 

JM-B-B31 
JS-5-632 
10-S-633 

KM-I-7Dl 
KS-I-702 

CRIMINAL 
COMPLA tNT 

CM-O-042 
CS-11-052 
CO-I 1-082 

CS-t7-0BI 
CO-17-09t 

CN-IS-IOI 
CS-I a-lIt 
CO-IS-12t 

CS-1S-192 
CO-15-202 

J UVEN I LE 

DM-4-042 
DS-6-052 
00-8-082 

LE COD I NG EXAMPLE: 

OTHER 
elV IL 

EM-8-043 
ES-7-053 
EP-1-0G3 

ES-S-082 
Eo-a-002 

SMUL 
CLA INS 

FM-I-015 
FS-I-D25 

FM-B-OH 
FS-7-054 

FM- to-012 
FS-8-U82 

FM-'-I03 
FS-O-113 

UN I QUE MODULE NUMBER 

'--____ INIT IAL PAGE NUMBER WITH 
THE APPEND IX 

'-------LEVEL OF AUTOMATION 

L-------~mN~~~R~~CTlON OF DEW 
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The above example is the "intake and file maintenance" module 

that may be used for both the "parking citations" and "other cita

tions" case category and designed for the "sequential batch" degree 

of automation. The detail flow charts for this module start on 

page 1 of the sequential batch section of Appendix A for the "park

ing citations" category and page 1 of the sequential batch section 

of Appendix B for the "other citation" case category. 

As shown in the exhibit, only the case following function mod

ules differ by case category. The calendaring, jury services, 

financial accountin~, and statistical reporting modules were 

designed for all case categories. Summary concepts of the internal 

administrative control modules are contained in Volume II of this 

report. Internal administrative control modules were not designed 

in dStail since this function is heavily dependent upon local 

county-wide.administrative procedures. 

The appendix to Volume II of this report contains a complete 

set of flow charts for the module groups. The appendix is organized 

to group modules for the same case category and level of automation 

together. The same module (e.g., exhibit control) is repeated in 

each "applicable portion of the appendix to maintain continuity. 

4. PRINCIPAL DESIGN CHARACTERISTICS 

The design concepts of ICAIS have certain key characteristics 

that evolved from observations during the data collection phase of 

the project, from analysis of methods to satisfy court information 

needs, and from extensive review meetings and interviews with court 

personnel during the course of t~e project. 

For the purposes of system definition and discussion, the key 

characteristics are described under the following headings: 

Court Organization 

Support of the Judicial Function 

Information Interchange with Outside Agencies 

Recordkeeping and Controls 

Utilization of Court Resources. 
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In the following paragraphs, the specific design characteris

tics, their justification, and their scope in terms of applicable 

case categories and degree of automation are described. 

(1) Court Organization 

Under this heading, design characteristics which relate 

to organizational matters within the courts are discussed. 

Uniform Design for the Processing of Municipal 
and Superior Court Cases 

The design of the modules for all levels of automa
tion specify: 

one system design to encompass the civil case 
processing in both the municipal and superior 
courts 

one system design to service the criminal case 
category in the superior court, and all criminal 
matters in the municipal court resulting in a 
criminal complaint (or acceptable subs:ti tu-te) 

one system design to service parking, traffic 
and misdemeanor citations disposed of by bail 
forfeiture or upon fnitial court appearance. 

This uniformity will be accomplished through: 

Recognition that two levels of recordkeeping and 
control are required. For instance, a misde
meanor citation, or any other violation that is 
unlikely to go on appeal or require extensive 
litigation, can be processed for expedience (e.g., 
handwritten docket entries, no individual case 
folders, etc.), while the more serious matters 
should utilize stringent recording and record
keeping techniques which are consistent for both 
municipal and superior courts. 

Standardization of forms and certain clerical 
procedures, particularly those affecting auto
mated data entry 

Flexibility in the design of the automated system 
to handle the unique processing requirements of 
either court which do not lend themselves to 
standardization (e.g., lower court pre-trial 
release processing, notifications requirements 
unique to each court, etc.) 

Changes to, and extensions in the coverage of, 
statutes affecting the definition of required 
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court records, length of storage, and acceptable 
substitutes for original copies of documents. 

Uniform design and integrated processing will minimize 
duplication of systems and will reduce the cost of 
systems development and maintenance. In addition, the 
cost of operating fewer automated systems will, in all 
likelihood, be less than operating individual systems, 
particularly with respect to on-line applications. 

Court Responsibility for Intake and Control of Court
Related Data 

A key characteristic of ICAIS is that the court retains 
responsibility for administration and control of its 
case-related information stored in the automated data 
bases. This will be accomplished by: 

Assigning court management the responsibility 
and authority for the personnel performing 
data intake and key entry activities 

Implementing procedures assuring adequate 
screening and control of incoming and court
generated documents 

The design of court data bases whose content, 
accessibili·ty,. and utilization are adminis
tered by the court. 

Personnel performing data intake and key entry should 
be well acquainted with court clerical procedures· and 
policies, and should be directed by court supervisory 
personnel. This would assure.the requisite high 
quality of data entered in the computer; and would 
provide appropriate security for certain types of 
cases and/or documents (e.g., adoptions and juvenile 
cas~s, probation reports, etc.) 

The design of the data entry procedures for the sequen
tial batch and on-line versions of ICAIS ~pecify cen
tralized controls and key data entry activities per
formed by court personnel in their clerical area. All 
incoming documents will be reviewed by a controls 
clerk. In addition, the controls clerk will review, 
verify, and code court-generated documents, principally 
minute orders. Snapout copies of documents requiring 
fairly extensive data entry will be forwarded to court 
data entry personnel. Miscellaneous entries will be 
forwarded on transmittal forms prepared by the controls 
clerk. 

The controls clerk will screen data entering to mini
mize the likelihood of bad data input, and assure that 
all necessary data is properly routed to the key entry 
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staff. By performing key data entry near its source 
using trained personnel knowledgeable in court pro
cedures and nomenclature, the control over data 
entered in the automated system and its quality will 
be enhanced. Court personnel will be more discrimina
ting in interpreting the various types of data input 
they will encounter since they can more readily 
resolve questions as they arise. 

Once the data is entered in the computer, it will be 
retained in court-admirtistered data bases which will 
be separate from, but coordinated with, specialized 
data bases maintained principally for other criminal 
justice agenciGs. This approach will: 

provide the court with control over tbe 
accuracy, accessibility and retention 
period of the data 

provide for orderly steps in the implemen
tation of a criminal justice system 

reduce the complexity of data base manage
ment 

This concept of a separable data base takes cognizance 
of practical considerations with respect to questions 
of data base. control, information security; and the 
varying requirements for data organization, content, 
accessibility and longevity in the system. 

Centralized Screeni.ng 'Of Documents Filed with the Court 

In the IeAIS design, the court will initially accept 
any submitted document meeting the requirements of Rule 
201. Under the criminal complaint group of modules, no 
documents will be accepted by the court prior to the 
filing of a complaint or indictment except pre-arraign
ment release documents. Subsequent to submittal, the 
same controls clerk who is responsible for the screening 
of court-generated documents will review the submitted 
documents to determine their appropriateness as to 
timing and the necessity of court-initiated action (e.g., 
request for a clerk's default judgment). Acceptable 
documents will then be file stamped and entered in the 
automated system and/or document files. Depending on 
local policy, the court may: 

file the documents not meeting the requirements 

return the unacceptable documents to the submitter 

inform the submitter that his documents are 
unacceptable. 
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This procedure takes cognizance of the court's legal 
and ethical responsibility with respect to document 
review, but does not burden the court with time con
suming and unnecessary screening procedures that are' 
the responsibility of others. The centralized con
trols activity specified in the design makes more 
efficient use of court staff time and reduces delays 
caused by screening at the counter. 

Centralized Financial Collections Activity 

The collection of installment accounts of court
imposed fines (or other payments) and the collection 
of fines, service fees and bail forfeitures is often 
diffused among several agencies, including the county 
clerk, probation office and the courts. Accordingly, 
these agencies maintain similar financial accounting 
activities which are duplicative in nature. The recom
mended ICAIS design will facilitate the establishment 
of a countywide collections agency for receivables 
and administrative centralization of (1) one-time pay
ments for fines, service fees and forfeitures, (2) bail, 
bond and trust accounting, and (3) disbursements. 

This concept has been $uccessfully implemented in 
several counties including San Diego and Alameda Coun
ties. The benefits achieved will include better finan
cial control, higher rate of collections, reduced oper
ating personnel requirements, and reduced systems 
development costs. 

(2) System Facilities Directly Supporting the Judicial 

Function 

In this group, the design characteristics that provide 

information supporting the adjudicative process are described. 

Ariquisition of Criminal History in Felony and Serious 
Misdemeanor Cases 

Statewide criminal history is of interest to the arrest
ing agency, prosecuting attorney, probation office and 
the courts. The judiciary needs a clear and concise 
synopsis of the defendant's prior convictions, outstand
ing warrants, pending cases and current conditions of 
parole or probation in order to set bail, determine the 
merit of "own recognizance" release or reduction of 
charges, and to properly impose sentence. 

The prosecuting attorney will be the responsible party 
for the timely retrieval of statewide criminal history 
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utilizing law enforcement staff, files and/or commu
nications facilities. 

Acquisition of Statewide Driver History and Calcula
tion of Graduated Bail 

Driver histories will be retrieved in the other cita
tions and criminal complaint groups of modules by either 
teletype or off-line telecommunications facility for 
adults and juveniles charged with moving traffic viola
tions (in courts utilizing manual processes, this 
retrieval would be limited to "selected" traffic viola
tions and the more serious non-selected violations). 
This information will be utilized: 

at the courts option, to compute graduated bail 
based upon prior convictions 
.to determine the need for a mandatory court 
appearance based upon an analysis of prior 
convictions, driver's license status and out
standing failures to appear or pay fine 

to assist the judiciary in sentencing of per
sons appearing for a mandatory or voluntary 
court appearance 

to identify outstanding FTA or FTP warrants 
from other courts. 

statewide driver history and graduated bail computacLm 
equitably focus the court's attention on the driver who 
has demonstrated repeated disrespect for traffic laws 
and provides a more equitable basis of penalties. 

Provision of Case Setting History 

For selected court appearances in the civil a'nd crimi
nal complaint groups of modules, ~ summary of prior 
and future calendar settings made in the case, the rea
son for the setting, the requesting party and the out
come will be made available to the judiciary. 

This information is intended to assist the judiciary 
in implementing a calendar management policy leading 
to reduced court congestion, particularly with respect 
to priority settings and continuances. 

(3) Information Interchange with Outside Agencies 

In this group, the design characteristics which relate 

to the method of information interchange between the courts and 

others are defined. 

-36-

I n ~.~-~"--- ~-' ----,~ 

'I~ 
,) 

.. ' '] 
r 

.1 

-.~ 
.~ .~I 

w 

~~ 
-~ , 

r 
r • 

r 

Provision of Machine·-Readable Media to the Department 
of Motor Vehicles and the Department of Justice 

The sequential batch and on-line versions of ICAIS 
provide for the use of machine-readable media, pre
ferably magnetic tape, for situations when the courts 
furnish large volumes of case-related data to state 
agencies for the purpose of updating their automated 
files. Specifically, the design provides that 
Department of Motor Vehicles abstracts and Bureau of 
Identification arrest disposition data be forwarded 
to these agencies on magnetic tape through the mails. 
In addition, the modules will generate district attor
ney filing statistics for the Bureau of Criminal Sta
tistics since this information is readily available 
in the Case Data Base. 

A primary objective of providing data in machine
readable form is to assist state agencies in the pro
cessing of court information. Recognizing that there 
are instances where state agencies require printed 
information, ICAlS modules are designed to optionally 
provide data in hard copy form. 

Provision of Data From the Department of Motor 
Vehicles 

The ICAlS design specifies that the request and 
retrieval of driver history data from the Department of 
Motor Vehicles be accomplished f0r persons charged with 
moving traffic violations using a magnetic tape trans
mission faciLity and/or teletype. For the automated 
gro~ps of modules, most requests will be generated auto
mat1cally as a function of the citation master file up
date ~ctiv~ty. In instances of retrieval exceptions or 
w~en 1~ed1a~e ~esponse is required, the teletype faci
l1ty w1ll be ut1lized. The manual group of modules will 
retrieve driver history data via teletype on selected 
and other serious traffic violations only. 

The ICAIS design assumes, but is not dependent upon the 
provision of vehicle registration data from the Depart
ment of Motor Vehicles on magnetic tape. This media 
will preclude the use of punched cards or lists and is 
therefore less susceptible to errors resulting from the 
mishandling (e.g., through loss or mutilation) of 
punched cards or the key entry of data from lists. 

(4) Recordkeeping and Controls 

In this group, the design characteristics are defined that 

affect the method of recording court proceedings and the 

storage and retrieval of case-related documents and automated 

records. 
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,Assignment of Meaningful Case Numbers 

Cases will be controlled by unique identifying numbers 
assigned on the following basis: 

In parking and other citations module~, the ~ita
tion number (and issuing agency code 1f requ1red 
to insure uniqueness) will control the case 
until it proceeds past arraignment. 
In juvenile modules,., a court-assigned case number 
will be allocated to each minor. 
In all other groups of modules, including cases 
initiated by the filing of a citation but proce~d
ing past arraignment, a court-assigned number w11l 
be allocated to each case. 

The case number to be assigned consists of three parts: 

Case Category Code 
The case category code will be assigned by the court 
of original jurisdiction. It will indicate the case 
type at filing. The final disposition code ~ill ~e 
matched against the original filing code to 1dentLey 
reclassification of cases. 

Case Serial Number 
A serial number, consisting of the filing year, 
court/branch code and a unique sequence number will 
be assigned to each case filed with the court. This 
number will be assigned permanently at the time of 
initial filing~ As such, the court/branch code 
would be assigned once by the court of original 
jurisdiction. 
Plaintiff, Defendant and/or Parcel Identification 
Number' 
In cases involving multiple plaintiffs or defendants, 
and in eminent domain cases involving multiple par
cels, there is a need to identify court actions and 
submitted documents associated with particular par
ties to the action. This will be accomplished by 
assigning to each plaintiff, defendant or parcel at 
case initiation time a unique two digit identifica
tion number, while in civil cases, each plaintiff and 
defendant (or parcel) is provided a number. When a 
particular court action (e.g., disposition) or sub
mitted document affects only particular parties, the 
applicable identification numbers must be encoded to 
complete the case number. Otherwise, identification 
numbers will be omitted and the entered data will 
apply to all parties to the action. 

The case number may be aSSigned centrally in criminal mat
ters and utilized by the other criminal justice agencies 
as their case identifying number if they so desire. The 
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use of a single case number for all agencies from com
plaint filing time onward would be highly desirable in 
counties with integrated criminal justice systems. How
ever, ICAIS provides a numerical cross-referencing capa
bility so that criminal cases can be located when the 
other agency's case numbers are known. 

While the recommended case number provides the means of 
uniquely identifying case records both manually and in 
the computer for case following purposes the following 
additional data elements are required for external 
reporting purposes in order to properly classify and 
analyze the filings: 

date of filing 
code of county with current jurisdiction 
code of court with current jurisdiction 
total number of defendants or parcels 
total number of plaintiffs. 

Automated ~rransfer of Citation-Initiated "Not Guilty" 
and "Warrant Arrest" Cases in the Verified Complaints 
Group 

The verified complaints group will take cognizance of 
cases initiated by citation after a not guilty plea is 
entered or when a person is arrested on a warrant for 
failure to appear or pay fine. In these instances, the 
original citation will be cleared from the other cita
tions group and will be transferred to the criminal com
plaint group. For- Jud'icial Council statistical reporting 
purposes, this process will be treated as a single filing. 

In the on-line and sequential modules, when a not guilty 
plea is entered, the corresponding automated citation 
record will be closed and copied ,onto the not gu~lty 
interface file for automatic transfer onto the criminal 
master file. 

When a warrant for failure to appear or pay fine is 
issued, the automated other citation group will retain 
cognizance of the case for a predetermined time span or 
until the defendant is arrested. Up unti~ his arrest, 
the defendant may dispose of his citation in the other 
citations group. If his automated records are still 
active (i.e., not closed and purged due to their e~ceed
ing the predetermined time span), a regular disposition 
will be entered. If his automated records are' purged 
from active status, the citation data will be re-entered 
along with the dispOSition. If the defendant is arrested 
on the warrant, the automated citation records will be 
closed and automatically transferred from the automated 
other citations group on the not guilty interface file 
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if still active; otherwise, the case will be initiated 
by manual data entries. 

Microfilm Substitutes for Register of Actions and 
Judgment Book 
The automated modules will provide for the widespread 
use of microfilm to reduce the number of document 
files maintained and accessed by clerical personnel. 

Microfilming will produce three common types of output 
media: 

Rolls or Cassettes in which the documents are 
filmed and retrieved sequentially on spools 

Microjacket in which the individual microfilm 
frames are inserted into a card carrier 

Microfiche in which the microjacket is "photo
graphed" thereby becoming a permanent card 
which cannot be supplemented. 

In all systems, microfilming will be utilized as soon 
as permissable to facilitate purging of hard copy case 
files and as a substitute for large computer-produced 
reports that have an extended life. 

Microfilm will also be utilized as a substitute for 
the traditional Register of Actions and Judgment Book. 
The procedure will operate in the following manner: 

Virtually all documents will be microfilmed after passing 
through the controls activity. The res~ltant film will 
be placed in a micrOjacket and filed by case number. The 
microjacket then will serve as the Register of Actions, 
and together with case status data generally available 
either on-line or on printed reports, provide sufficient 
backup to the case folder and serve as a reference for 
answering most inquiries. The Judgment Book will also 
be microfilmed in lieu of hard copy and provide a means 
of locating misfiled jUdgments. 

The use of microfilming in this manner will eliminate 
much of the clerical effort required to maintain the 
traditional Register of Actions and Judgment Book; it 
will improve case file control anc backup; it will 
facilitate case file purging at the earliest possible 
time; and, reduce document and file maintenance require
ments. Microfilming can be performed on a regular sche
dule to meet or exceed existing maintenance cycles of 
the Register of Actions or Judgment Book in most courts. 
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Automated Case Monitoring and Notification 

In the design, the automated groups of modules will 
take cognizance of cases at filing time and monitor 
their progress until purged. Notifications of sched
uled appearances and of court action will be automa
tically prepared at the proper times. 

Hence, the computer's role will encompass not only 
routine processing, but also analysis of case status. 
Exceptional conditions will be reported to the clerk 
to assure conformity to legal requirements, parti
cularly those that are time-dependent, and to inform 
the clerk when manual intervention is required. For 
example, the following will be monitored: 

unprosecuted filings, including those eligible 
for dismissal under Sections 581 and 583 C.C.P. 

cases ready for warrant issuance 

cases ready for dismissal due to lack of filing 
an Information (Section 1382 P.C.) 

progression of criminal cases to assure timely 
adjudication 

defendants released prior to arraignment but 
for whom no complaint is filed 

dissolution cases for which an interlocutory 
decree has been granted but for which a final 
decree has not been requested 
age of juveniles under jurisdiction of juvenile 
court 

cases under submission 

probate cases in Which an estate representative 
is not apPOinted, an inventory of assets is not 
on file, or a final distribution has not been 
made as required by law 

exhibit inventory status. 

Notices will b9 prepared as required, including but 
not limited to: 

courtesy notices to persons cited on a traffic 
or misdeme~nor violation 

DMV abstracts mainly via magnetic tape 

notices of entry of judgment, findings or 
entry of a pre-trial conference order 

notices of conservatorship termination and/or 
annual accounting 

notice of juvenile reaching age of majority 
or annual juvenile dependency review 
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information required to complete adoption and 
dissolution/nullity notices to state agencies 
notice of court appearance in civil and juve
nile actions when appearance dates are set by 
a calendar clerk or notice of hearing is 
required by law. 

In addition, a report will be prepared for attorneys 
listing their scheduled and unscheduled cases on the 
civil active list. The attorneys may then confirm 
their case status by returning an updated copy of the 
list to the court. 

Use of Multipart Snapout Forms 

Use will be made of multipart snapout forms which are 
prepared both manually and by computer. Use of these 
forms is predicated on the fact that many of the docu
ments produced by the court utilize several common data 
elements, such as case number, event date, case entitle
ment, party's name, attorney'''', name, and charges. For 
example, snapout forms will be utilized for: 

checkoff minute orders (case folder, data 
entry in automated systems, re:ferrals and 
other "informal" notices of court orders or 
judgments) 

manual citation processing (courtesy notice, 
index slip, Department of Motor Vehicles 
abstract, docket and referral) 

automated citation processing (docket/priors 
list and referral) 

hearing notices (case folder and sufficient 
copies for the parties to the action) 

automated warrant packages (warrant, warrant 
notice law enforcement index card if desired). 

The use of multipart forms can significantly reduce the 
effort expe~ded in document preparation, filing, and 
retrieval when commonality exists between data elements. 
Preparation of these forms should be coordinated with 
all interested parties to insure conformity to their 
requirements. 

On-line Case Summaries 

All the on-line modules will support on-line case sum
maries. The civil and juvenile groups of case sum
maries will consist principally of case setting for all 
previous and future court appearance dates, purposes, 
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outcomes and requestors. The other citations and 
criminal complaint case summaries will consist of 
case setting history, case status and defendant cus
tody data. In neither instance will the case summary 
be as comprehensive as, or replace, the microfilm 
Register of Actions. That is, entries not initiating 
calendaring, accounting, or transactions required for 
statistical data, such as the filing of depositions, 
will not be entered in the on-line system. 

On-line Indexes 

The on-line design will provide multiple cross
references to the case folder and to the on-line 
case summary. These indexes will locate case number 
by name in all systems, and by other criminal jus
tice agency case identifying numbers, warrant number, 
and consolidated case number in criminal matters" In 
addition, a cross reference of the parcel number to 
the master case number will be provided for eminent 
domain cases. 

Automated Indexes in the Sequential Batch Systems 

Two types of printed indexes will be produced by the 
sequential batch designs. The criminal complaint and 
other citations groups will prepare daily indexes of 
active cases in alphabetic sequence containing the 
same type of case summary data available in the corres
ponding on-line modules' case summaries. The remain
ing sequential batch systems will produce regular alpha
betic indexes of filings on a daily and cumulative 
weekly, monthly and annual basis. 

In lieu of the multiple reference indexes available 
on-line, the printed indexes will contain one or 
more columns of numerical cross references to the 
index entries. For example, a column on the index 
may be devoted to a sequential list of arrest numbers 
and the corresponding index entry line number. By 
placing the numericai cross-references on the same 
printout as the daily :~ndex of active cases, the auto
mated system will eliminate the cost and inefficien
cies of producing separate reports. 

Preparation and Filing of Minute Orders 

The module deSigns will provide for the preparation of 
minute orders by the court clerk on multipart forms 
using a checkoff p~Dcedure where possible. The minute 
orders need not be typed for non-trial activities. 

Following review by a controls clerk, a copy of the 
minute order will serve as the means for data entry 
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in the automated systems with the original copy filed 
in the folder in chronological order. This methDd of 
filing will eliminate the need for a Minute Book in 
superior court, per Section 69844.7 G.C. _ T~e Mi~u~e 
Book currently required in municipal court ;r.or C1Vll 
cases can be eliminated by statute change. In its 
place, a microfilm Judgment Book should be maintained, 
thereby providing consistency in this practice between 
the municipal and superior courts. 

Purging of Case Folders in Blocks 

Purging of case-related documents will be perfor~ed 
periodically in all systems. To the extent posSlble, 
purging will be performed in block~ ~f case nu~bers 
within case catecory to assure posltlve case flle 
control. A recommended statute revision will relate 
the purging cycle for all casas, except juve~i~e l"f 
cases to the date of judgment, or date of flllng 
no judgment is rendered, thereby facilitating bl(;~k 
purging. 

Blanket Complaint and Order to Issue for Traffic 
Warrants 
A blanket complaint and order to issue warrants for 
failure to appear or failure to pay a fine will be 
utilized in the parking and other citations groups 
in lieu of preparing-individual complaints. This pro
cedure will avoid the time and effort required to 
attach a full sized complaint document to the smaller 
citation which aside from the complaint, could be 
easily filed in books or compact document files. 
Instead of the individual complaint, the, docket will 
be updated and a reference 'will be made to the blanket 
complaint and order which will be filed separately. 

The legality of this procedure, which is subject to 
question, should be clarified. 

Utilization of Violator's Citation Copy in Lieu of 
Court Copy <-

The automated modules will utilize the violator's cita
tion copy if presented by the defendant in lieu of the 
court copy unless a court appearance is to be made. 
The automated module data files will be updated to main
tain the status of allcltatfons ~~-- ----- -_.-------

The use of the violator's copy will eliminate searches 
of the open citation file in many instances. Since the 
modules will provide notification to the c~e~jcal ~l~i~ 
of which ci ta tions and dockets are to be pulled at war
rant issuance time, the .remaining citations in the open 
ci tation file may be di'scarded after an appropriate 
waiting pe:r:iod. 
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Provision of Calendaring, Financial Accounting, and 
Statistical Data by the Case Following Modules 

The case following modules are designed to provide 
the majority of information required by the calen
daring, financial accounting, and statistical report
ing modules. This applies to manual as well as 
automated designs. This approach will enhance the 
concept of a central document intake function and 
improve the element of control. 

In the automated sequential batch and on-line mod
ules, interface magnetic tape files (which can be 
considered temporary transaction files) will be uti
lized to transmit data from case following to the 
other modules. These files will contain only the 
data specifically required by each system. This data, 
having been edited and screened with respect to the 
case following master file, should have a higli degree 
of reliability. -

The degree to which other modules can be developed 
around the case following modules will depend upon 
the data elements selected during detailed design 
for maintenance in the case following master file. 
For example, implementation of that portion of the 
"intake and file maintenance" module dealing with the 
initial filing of a case will permit the implementa
tion of a statistics module which would be limited to 
the reporting of filing statistics. Numerous courts 
have developed systems limited to this level of mas
ter file maintenance. Others have expanded the 
scope of automated applications by maintaining case 
setting, disposition, or financial data with the 
master file. By designing and installing the case 
following module initially, the effort to initiate 
other applications will be reduced •. 

In addition to filing and disposition stat~stics, the 
automated case following modules will provide the sta
tistical reporting modules with the case setting history 
of finally disposed cases. Statistical reports prepared 
from this data will trace key events, and their timing, 
leading to final disposition. This type of statistical 
reporting, sometimes referred to as "disposition t;ree" 
statistics, will alleviate the problem of currently com
piled dispositions not being related to filings reported 
in the same period. 

Interfaces in manual systems 
key points in document flow. 
fol10w~ .lg procedures include 
cial accounting transactions 
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for the respective modules. The calendar interface 
will be accomplished by the preparation of a calendar 
card at the time of filing as a by-product of prepar
ing other case initiating do~ume~ts. Once created, 
the calendar card will be ma1nta1ned separately from 
case following records to monitor and control case 
status. The calendar card will provide a means. to 
compile "disposition tree" statistics not pract1cally 
available in most manual systems. 

(5) Utilization of Court Resources 

The increase in case load, the changing nature of litiga

tion, and the increased demands on available funds have directed 

attention to methods for effective utilization of court resources. 

The design objectives include the provision of information to 

assist courts in improving the utilization of court resources. 

The designs under this heading emphasize the following key 

characteristics r0lated to utilization: 

Scheduling of appearance dates 

Notification of involved parties 

Organizing and planning of available resources. 

The major design characteristics pertaining to each of 

these areas are discussed below: 

Scheduling of Appearance Dates 

The calendaring modules have been designed considering 
two fundamental types of court appearances. For pur
poses of discussion, court appearances can generally be 
categorized by those for which work load (required court 
resources) can be predicted relatively accurately, and 
those having a high degree of unpredictability. The 
underlying assumption is that a court which is able to 
accurate~y predict work load can more effectively plan 
and mar~~e case flow. 

Court resources required to adjudicate a given ·:h~mber of 
traffic , parking, small claims, civil default$ and other 
short duration, high volume actions, can usually be 
relatively accurately prediated. The calendaring modules 
are designed to schedule ap~earances in these types of
actions in court, at the counter upon filing, or at the 
time of citation issuance. Criminal arraignment and bail 
setting bearings, although less predictable due to lower 
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volume, will be scheduled as necessary due to the high 
priority of prompt hearing, thus requiring the court to 
adjust schedules as necessary for excep~ional criminal 
case loads. 

Long cause court and jury trials are less predictable in 
terms of work load since they are more variable both in 
frequency of occurrence and in duration. A calendaring 
system unable to manage long cause cases may create 
severe backlogs. The designs are based on a system 
established to control and schedule long cause cases. 

The calendar preparation modules will produce court cal
endars for scheduled cases except for parking, other 
citations, and small claims cases regardless of the use 
of master or individual calendaring procedures. When 
individual calendars are maintained, dates scheduled in 
court will be recorded and entered on minute orders. 
The only major difference in the modules employing mas
ter and indivi'dual calendars would be the determination 
of the department assigned for hearing the action. 

Since court calendars will be centrally prepared by the 
system, the modules can also prepare minute orders pre
printed with the necessary heading information. In addi
tion, the minute orders will include check off boxes 
for recording standard entries, thereby further reduc~ng 
the clerical effort in the preparation of minutes. 

The calendaring modules are not designed to schedule 
court actions. The emphasis is placed upon the provision 
of adequate information for manual scheduling. Automated 
scheduling systems have not been successful to date and 
generally create problems in notifying involved parties 
of appearance dates. 

Notification of Involved Parties 

The system designs promote the concept of notifying 
parties of futuTe appearance dates in person. For 
example: 

at the point of citation issuance 

upon appearance at the counter for filing or 
bail forfeiture 

upon release from custody 

in court 

at pretrial conference. 

Where formal notification is required by law in civil and 
juvenile actions and notification in person is not practi
cal, involved parties will be notified of appearance by 
mail. 
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The modules are not designed to automatically prepare 
witness subpoenas because in the case of a w~t~e~s for 
the prosecution the issuance is the respons~b~l~ty of 
the prosecuting'attorney, while defense witness~s usu
ally appear voluntarily. The benefits of enter~ng 
data for defendant witnesses does not appear to be jus
tified when the cost of data input and maintenance is 
considered. 

The automated sequential batch and on-line systems will 
provide the capability of avoiding many attorney conflicts 
when setting trial dates. This capability will be pro
vided by maintaining an attorney master file which includes 
previously scheduled dates by attorney. 

The provision of jurors for trials will be an indepen
dent proce$s from other modules. related only when sche
duled jury trials are imminent.' There are two charac
teristics of the jury services modules which represent 
significant deviations from current practices. First, 
the juror selection and qualification process will be 
continuous and not related to an "annual list of quali
fied jurors." Jurors will be qualified at a rate deter
mined necessary on the basis of projections from juror 
statistical data. Second, jurors will be "randomized" 
only upon selection rather than also at summoning, and 
impaneling time. The jury services group of modules 
will take cognizance of the fact that the selection of 
subgroups from a random group of individuals is also 
random. This concept will permit streamlining clerical 
processing related to juror selection by eliminating 
redundant randomization procedures while retaining the 
intent of unbiased juror selection. 

Organizing and Planning Available Resources 

The case following and calendar modules are designed 
to provide data for statistical reporting. Fundamen
tally, the requirement for statistical data is estab
lished by the need to report filings and dispositions 
to the Judicial Council and the Bureau of Vital Statis
tics (family law cases only). The statistical reporting 
group of modules will provide the capability of pro
ducing these statistics as well as preparing reports 
for the internal administration of the courts. Poten
tial use of statistics includes: 

the development of the master department schedule 

the development of guidelines for scheduling 
appearance dates for the variety of court hearings 

the preparation of operational budgets 
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the analysis of the effects of pre-trial 
hearings and continuances upon final case 
dispositions. 
information for use in determining the need 
for additional clerical or judicial personnel. 

It should be emphasized that the mere capability to 
produce such statistics will not justify their produc
tion. The full use of statistical reporting should be 
accompanied with an equal commitment to provide admin
istrative resources for the analysis and resolution of 
existing problems in case flow. 

Many of the system characteristics discussed above are depen
dent upon the recommended revisions in current statutes, Rules of 

Court, and policies described in Section I of this report. 
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IlL IMPLEMENTATION GUIDELINES 

The purpose of this section is to provide general guidelines 

for the use of the module designs of the Integrated Court Automa
tion/Information System. The guidelines are intended to assist the 

courts which become involved in projects recommended in Section I 

of this report or which desire to apply the module designs to pre

sent or planned projects. 

The following discussion reviews the cost/benefit factors to 

be considered when evaluating the potential of automation and the 

steps involved in progressing from manual procedures to procedures 

taking full advantage of automation. 

1. COST/BENEFIT CONSIDERATIONS 

At a time when automation is looked to as a means for solving 

the problems of the courts, there sometimes exists a tendency to 

automate for the sake of automation. Addressing the problems which 

arise during the complex automation process' often causes those 

involved to lose sight of the original objectiveS and the true user 

benefits of automation. It s'hould be st~ongly emphasized that rea

listic plans be developed which clearly state goals, objectives, 
specific benefits to be obtained, and the associated costs of imple
mentation and operation. The plans should include a method of eval

uating progress during project development and subsequent to its 

completion in terms of the original objectives. 

The following paragraphs identify the general benefits of ~auto":' 

mation, establish guidelines as to the sizes of courts which should 

consider automation, and describe ~he key financial considerations 
involv~d. 

(1) Benefits of Automation 

There are a number of benefits that result from the auto-

mation of court clerical and administrative procedures. 

of these are discusR,3d below. 
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Automation Forces a Detailed Review of Present Methods. 

Effective automated procedures require a high degree of 
specification and documentation. In order to develop 
sound automated procedures which are oriented to the 
existing environment existing manual methods must be 
reviewed defined a~d revised to relate with automated 
procedur~s. This'results in the standardization of pro
cedures levels of recording, coding structures, and 
data c9~tent thereby improving the quality of data 
available to users. 

Some of the major benefits of automation result from 
this introspective process of preparing for automation. 

Large Volumes of Data Can Be Processed on a Timely 
Basis. 

Large volumes of data can be rapidly and efficiently pro
cessed through the use of automated procedures. For 
extremely large processing volumes, automation is some
times the only solution. It would be diffj.cul t to esti
mate, for example, the manpower which would be requi:ed 
to manually process citations in the Los Angeles Mun1-
cipal Court. Automated processing permits data to be 
organized for more efficient manual use. For example, 
automatically prepared indexes can practically be listed 
in true alphabetic sequenc~ on a daily basis even for 
large numbers of filings. 

Large data volumes, however, should not be the sole cri
teria for entering data into an automated system. The 
cost of data entry, storage, and maintenance is signifi
cant and only that data wnich will be reused should be 
entered. Data in an automated system can be reused f6r 
various reasons including identification, classifica
tion, status reference, control, or analysis for manage
ment purposes. Data which has low reuse or highly spe
cialized usage should not be entered into the automated 
system. For example, the detailed narrative portion of 
a minute order is primarily a specialized set of data to 
record proceedings and is not directly reused without 
specialized manual abstraction. On the other hand, cer
tain minute order data identifying the nature of the 
action should be entered into the system for reuse in 
notification, scheduling, determining case status, etc. 

Redundant Clerical Operations Can Be Reduced. 

Most court documents for a case contain identical data 
elements which must be manually copied and manipulated. 
Through the reuse of automated system information such 
as Gase number, entitlement, parties' name and addresses, 
etc., manual reproduction of data can be eliminated. For 
example, the ICAIS automatically prepares notices of 
appearance and minute orders containing case identifying 
information which was entered into the system upon filing. 
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The Quality, Accuracy, and Control of Data Can Be 
Improved 

As a result of standardization, data can be formally edi
ted for accuracy and validity by an automated system. In 
addition, automated systems are established to include 
controls upon numbers of documents, and quantity totals 
to be reconciled at key pOints in the process. Error 
correction procedures are also established to identify 
invalid data or unbalanced controls. These features of 
an automated system provide the basis for improved data 
accuracy and quality. 

Data controls in the automated system can be established 
which provides for the proper security of information, 
restricted access where required, and confidentiality of 
the data bases. This is particularly important in juve
nile cases, adoption cases, and selected information in 
other case categories. 

The improvement of data quality is normally a painful 
process since it exposes bad data that results from exis
ting manual methods. The importance of high quality data 
in an automated system must be emphasized , since the 
achievement of the benefits of automation depend largely 
upon the accuracy of the data in the system. The ultimate 
success of a system therefore depends to a large extent 
upon the practicality of its design and the training of 
data entry personnel. 

Automated Systems Are Able to Moni.tor Event Timing and 
Automatically Prepare Out12uts. " 

Once a case is entered into an automated system there are 
numerous subsequent events which can be monitored by 
establishing sequence or timing criteria. For example, 
notification of appearance can be automatically prepared 
once a court date is established; traffic notices and 
warrants can be prepared based upon failure to appear with
in specific time periods; calendars can be prepared 1ist-• ing all cases to be heard on a given date; criminal cases 
can be monitored to insure prompt adjudication. As a 
result of automated caSe monitoring, the adjudication pro
cess itself can be monitored, improved, and consistently 
applied. 

The Availability of Information is Im12roved 

In addition to providing many of the documents required 
for court operation, an automated system can su.pp1y infor
mation for case flow management, evaluation of local rules 
and policies, public reference, and imoroved adjudication 
~ractices. For example, the conceptual design for ICAIS 
1ncludes the preparation of a cnse setting history for the 
judiciary in such matters as assessing the merits of 
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motions for continuance. Statistical information on fil
ings, dispositions, and events leading to disposition is 
useful in establishing local rules, departmental sched
ules, and calendaring criteria. The benefits derived 
from the preparation of such management information are 
entirely dependent upon the active analysis and applica
tion of such data. 

Automated systems are beneficial when there is a need to 
provide information rapidly. Microfilm techniques are 
capable of indexing and retrieving copies of entire ori
ginal documents. Terminals which are on-line to a com
puterized file of data, can respond to user requests for 
information on request with adequate control of confiden
tial information. 

The use of on-line computer terminals in the courts should 
be considered carefully. A sequential batch system is 
highly capable of producing the vast majority of informa
tion required by the courts on a timely basis. On-line 
terminals for use by the courts are justified given one of 
the following conditions: 

Terminal Facilities Are Available as a Result of 
Being Justified for Computer Applications Outside 
the Court. 

When on-line computer capability already exists, the 
marginal costs of adding court terminals may be jus
tified by the benefits of rapid information retrieval. 

A Total Criminal Justice System Involving the 
Exchange of Information with Other Agencies is 
Established as an Objective 

When individual agencies depend upon data shared in 
a system, the practical means of exchange is via on
line terminals. When data is shared for purposes of 
multiple-agency access, there should be clear and 
distinct rules established for the maintenance of 
separate data bases in order to insure retaining data 
quality and confidentiality. 

The On-line Applications Improve the Operation of 
the Court Sufficiently to Outweigh their Operating 
Costs 

Court-oriented on-line applications are justified in 
terms of their henefits, whether or not they are 
quantitatively .. leasured, when the value of the bene
fits exceed the applications incremental cost .. 
These beneflts are often measured in terms of: 

a requirement for rapid access to information 
a requirement for man-machine interaction 
a substantial reduction in the volume of 

paper flowing through the court 
a ~ub~tantial improvement in the quality of data 
enter1ng the system because of improved screening 
and controls 
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Total Court Costs Can Be Reduced on a Long Term Basis. 
The benefits of automation discussed above are difficult 
to quantify in terms of dollar costs or savings. As a 
result, m.ost court applications are justified on the 
basis of improved information processing rather than dol
lar sav'ings. However, the results of a statewide court 
survey conducted during Phase I of this project indicates 
that total court costs are reduced in the long term as a 
result of automation. Exhibit VII, following this page, 
illustrates how total court costs relate to total court 
filings for courts responding to the statewide question
naire. The exhibit snows a total cost curve for those 
courts without data processihg and a separate curve for 
courts utilizing some level of automation regardless of 
how small. It can be concluded from the exhibit that 
courts without automation reach a point at which total 
costs increase sharply in relationship to filings. This 
probably occurs because at that point problems become so 
severe that staff must be increased significantly to 
keep up with the influx of filings. 

On the other hand, cLurts which have automated applica
tions reflect a significantly reduced rate of total cost 
increase as total filing volume~ increase. Although 
courts with automation initially have higher total costs, 
there is a point at which excessive cost increases are 
avoided thus resulting in long term savings. The exhibit 
does not reflect the effectiveness of automated proce
dures as opposed to manual procedures. It would be up to 
the judgment of an individual court whether the initially 
higher costs were justified on the basis of better and 
more information • 

Although Exhibit VII indicates that mam: -R\, procedures are 
effective (from a cost point of view) over a wide range of fil
ing volumes, the point at which automation should begin, occurs 
prior to reaching the point of rapidly increasing costs. This 

is discussed in the following paragraphs. 

(2) When to Begin Automation 

By referring to Exhibit VII it is possible to establish a 
range of total filing volumes within which courts should consi

der revising manual procedures to utilize automated techniques. 
This analysis is strictly from a cost point of view and does not 
take into account any of the specific problems of an individual 

court. Figure 1, on the next page, is a reproduction of the 

total cost curves for reference. 
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ADDED cosrs 
FROM AUTOMATION 

FIGURE 

COURTS WITHOUT 
AUTOMATION 

COURTS WITH 
AUTOMATION 

RANGE OF TOTAL ANNUAL FILINGS FOR INITIAL AUTOMATION 
Mu~!clpal = 60-80 thousdnd 
·:~up!!r ;or = 4-6 thousand 

TOTAL FILINGS 

To ini,tiate a" long term program of automation and to 

avoid severe processing problems, municipal courts should 

considel initial implem~ntation of automated modules when 
total filings reach a range of 60,000 to 80,000 filings per 

year. For superior courts, this point of initiation would 
be in the range of 4,000 to 6,000 total' filings per year. 
A discussion of the sequence in which automation should take 

place is presented later in this report. 

For purposes of refe~ence, Exhibit VIII following Exhibit 

VII summarizes the present municipal, and superior' court appli

cations in relation to total filings. The total volume 

criteria indicated above in Figure I is generally verified by 

comparing application areas to total filings for those courts 

utilizing automated techniques to some degree. 

As a result of the increased costs associated with auto

mation, it is important that objectives related to more 

effectj.ve processing be clearly' stated and understood for 
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ILLUSTRATION OF THE IMPACT 
OF AUTOMATION ON TOTAL COURT COSTS 

COURTS WITH 
NO AUTOMAT ION 

EXH IBIT VII 

COURTS WITH 
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• MANUAL COST EFFECTlVENE;~TO"TED 00" EFFECTIVENESS .' 
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purposes of justification and evaluation. More specifically, 

the long term goal of cost avoidance, as discussed in the 

following paragraphs, must be clearly identified. 

(3) Cost Factors Related to Automation 

Actual automation cost experience, as shown in Exhibit 

VII, indicates that costs will continue to increase but 

at a lower rate than without automation. On the long term, 
the lower rate of cost increase will result in cost avoidance 

and thereby offset the initial investment in automation. 

Figure 2 is a reproduction of the curves in Exhibit VII 

reflecting the eventual recovery of initial costs. 

~ ADDED COSTS 

~~~~~~a RECOVERED COSTS 

1<>1] COST AVOIDANCE 

FIGURE 2 

COURTS WITHOUT 
AUTOMATION 

INITIAL AUTOMATION 

TOTAL FILINGS 

COURTS WITH 
AUTOMATION 

As shown in Figure 2, automation results in added 

costs over manual procedures which, over a period of growth 

in total filings, will be recovered due to the reduced rate 

of total cost increase. In the case of automated citation 

processing systems, the cost line on Figure 2 should be 

analyzed taking into account the increased revenues resulting 
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from improved bail forfeiture rates and from the use of 
graduated bail. These added revenues could be considered 

an offset to the costs of court operation. 

Some of the factors related to automation which cause 

total costs to increase are as follows: 

Added court personnel for data intake and entry into 
the computer 

Computer operations including charges for computer 
time and program maintenance and supplies. 

The specific magnitude of these costs depends upon the scope 

of automated modules which are selected for ibplementation 

and the manner by which county data processing department 

charges (or does not charge) for their services. 

The costs experience.d and the benefits achieved by automation 

will depend upon a court's approach to automation. The following 

paragraphs discuss a stepwise approach to automation to mi'nimize 

costs and to achieve maximum benefits. 

2. MODULE IMPLEMENTATION STEPS 

The module designs presented in Volume II of this report 

encompass the broad range of court clerical and administrative 

functions as well as the different levels of automation. An 

individual court intending to automate certain functions mllst 

establish a sequential plan for the implementation of these 
modules. The plan m~st be developed to consider the local environ

ment including: 

The present use of automated applications 

The availability of equipment and ass,ociated services 

The immediate needs of the court to resolve present 
problems and those anticipated five to ten years 
hence 
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The d~velopme~ts occurring in other criminal justice 
agenc1es and 1n the case of jury services modules 
the level of automation of the voter registration' 
procedures 

The interrelationships between modules planned for 
implementation on a long range basis in order to reduce 
the need for redesign. 

~. is a general plan which can Exhibit IX, foll,ow~ng th4 s page, 

be used as a basis for more detailed planning by individual courts. 

The exhibit is a schematic development plan including initial 

implementation tasks, a sequential plan for implementing groups 
of modules, and the eventual integration of court modules into a 

total criminal justice system. The specific modules to be imple
mented in each of the six implementation groups are shown in 

Exhibit X following Exhibit IX. 

Exhibit IX illustrates that there are certain initial tasks 

to be performed prior to beginning the impleme~tation of m0du~e 
groups. ,The initial implementation tasks should include the fol-
lowing: I • 

Coordinate plans wi.th Judicial Council (Adminfstrative 
Office of tbe Courts), local regional and state plan~ .. " n1ng agenC1E!S and identify sources of, devel.opment funds. 

Establish a management advisory committee 

Identify interrelationships between municipal court, 
superior c01Llrt, and other justice agencies 

-. .. " 
Review and document present manual and automated pro-
cedures 

Review present and planned dev~lopments -in other 
jurisdictions 

Identify prl9sen't problem areas and those expected in 
the next five to ten ye~r period. - "/-

;Improve prase'nt m:anua"l apd automated systems and pro-
cedures· -

~ . 

Evaluate results of initial improvements 

Define goa1s and objectives for further improvements 
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Establish a. comprehensive work plan, schedule and 
budget. 

Initial,' planning prior to implementation is vital to assure ., 
adequate involvement of, and communication among, all interested 
parties. Once the proper planning has been performed, detailed 
design and implementation of one or more groups of modules can 

begin. The comprehensive work plan should identify the scope of 

the development program by identifying the sequence of module imple

mentation within a 5 to 10 year period. The implementation of each 
group of modules within the work plan, assuming availability of ade

quate staff, will involve the following tasks: 

Finalize conceptual design 
establish development task force 
revise objectives in view of results of prior 
module implementation 

review and evaluate alternative detailed designs 

select best alternative and prepare baseline (i.e., 
user-oriented system description) specifications 

develop a detailed implementation plan and schedule 

Design system in detail 
develop detailed design specifications including: 

system data flow 

. . 

program narratives 
forms design 
data entry controls and record retention criteria 
data reference controls 
data file organization 
data record formats 
document file organization 
document intake reqUirements 
output report formats 

acquire necessary equipment and facilities 
develop programming and test pian 
prepare computer programs 

test computer programs 

Implement module group 

develop procedural and policy documents 
develop operational and controls instructions 

develop and conduct training programs 
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conduct integra.ted test or parallel run of com
puter programs and manual procedures with adequate 
ad.ministrative review and control 

implement modules on an operational basis 

Post implementation 

evaluate results of module implementation 

maintain module design 

report to Judicia~ Cduncil for benefit of other 
courts on project reSults • 

The specific tasks performed during the implementation of each 

module group should fully consid.er subsequent module group implemen

tation. Referring to Exhibit IX, the courts implementing 

the manual modules in Group I should consider eventual automa-

tion as scheduled in their comprehensive work plan. Module Groups 

II, III, apd IV can be implemented independently of each other by 

courts embarkin~ on the use of automation. Citation processing 

Group III) and jury services (Group IV) modules can be implemented 

relatively independently of the implementation of other modules plan

ned in the ·future. However, the index modules (Group II) are an 

integral part of the case following function and should be designed 

and implemented in a way to permit the implementation of module 

Group.:=> V and VI. 

Courts which presently plan criminal and civil case following 

systems should develop plans encompassing the coordinated implemen

tation of module Groups II, V, and VI. In addition, specific provi-. 

sions should be made for the eventual intergration of court modules 

with criminal justice applications planned by other agencies. 

Note that Exhibit X identifies modules for the sequential batch 

and on-line levels of automation. The selection of the modules for 

the on~line level of automation should depend upon the criteria out

lined on page 53. When future on-line facilities or the eventual 

integration of court modules with criminal justice applications are 

anticipated but not specifically planned~the sequential batch mod

ules should be selected, but the data file structures should be 

designed for future random access devices. 
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FOREWORD 

This report is Volume II of the final report and contains the 

conceptual designs of the Integrated Court Automated/Information 

System (ICAIS). Volume II is intended for use by court and data 

processing personnel who wish to utilize the ICAIS conceptual . 
designs for detailed planning t design, and implementation of a court 

information system. Included in the volume is a general system 

description of ICAIS in Section II, an overview of the conceptual 

designs in Section III, and the IeAIS conceptual designs in the 

Appendix section of the report., 

Volume I of the final'report contains recommendations related 

to leAlS implementation, and cost/benefit and implementation guide

lines to assist courts in relating lCAlS to local requirements and 

planned implementation projects. Volume I also contains R general 

system description of ICAIS to aid those interested in obtaining a 

general overview of the project. 

Additional background information is contained in prior project 

reports as follows: 

Phase I Report, Present Applications Analysis, 
April 1972 

A comprehensive description of current cler
ical a~d administrative activities by .func
tion and case,category. The description 
applies gener~lly to the 14 courts which ~ere 
studied in detail during the project" with 
unique characteristics for specific courts 
highlighted 

A summary of present clerical and administra
tive costs 

·A description of the existing level of court 
use of automated techniques including a 

'detailed description of applications in courts 
studied in detail and a statewide inventory of 
court automated applications 
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Phase II Report, Potential Applications Analysis, 
May 1972 

A definition of the information required by 
the courts to effectively process the flow of 
litigation 

An evaluation of the transferability of court 
EDP applications presently operational in Ca1-
iforni a. In addition, app1ic at ions pr.ovided 
by equipment vendors and court applications 
operational in other states were evaluated for 
their potential use by California courts. 

During Phase III, two reports were published in draft form for 

review and comment by the 14 municipal and superior courts partici

pating in the project. The two reports were: 

Conceptual Design Criteria and Module Definition -
June, 1972 

Preliminary Conceptual Designs for an Integrated 
Court Automation/Information System - August 18, 
1972. 

These reports were distributed in draft form for review and 

comment by the 14 participating courts prior to publication in final 

form. Copies of the Phase I, Phase II, and both volumes of the 

Final Report are available from the Judicial Council of California 

upon request. These reports and the analysis of their contents 

were the basis for the ICAIS conceptual designs described in the 

following sections of this document. 

While much of the information contained in this report resulted 

from the review and recommendations of the courts studied during the 

project, it should be noted that the opinions, findings and conc1u~ 

sions expressed in this publication are those of Arthur Young & 
Company and not necessarily those of the State of California or the 

Law Enforcement Assistance Administration . . 
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! . GENERAL SYSTEM DESCRIPI'ION 

The purpose of this section is to summarize the key features 

of the Integrated Court Automation/Information System (ICAIS). 

The system will be described under the following topics. 

System Design Criteria 

General Module Structure 

Identification and Definition of Modules 

Principal Design Characteristics 

The design concepts for ICAIS were derived from a number of 

I general desi~n criteria. These criteria are discussed in the fol

lowing portion of the report. 

1. SYSTEM DESIGN CRITERIA 

The criteria described in the following paragra.phs constitute 

the foundation for the design of the modules by stating certain 

assumptions and by specifying design factors relating to the achieve

ment of the -goals of the project. 

The overall goal of this project is to develop a plan for an 

Integrated Court Automation/Information System that will -maXimize 

the economical and effective use of automated techniques in the 

internal administr~tion and control .of the municipal and superior 

court operations in the 70's. To achieve this goal, the objec-

tives and criteria to be met by the conceptual designs can be 

. stated as follows: 

Satisfy Fundamental Information Requirements 

The conceptual deSigns must satisfy the fundamental 
information requirements of the courts. Portions of 
the statutes and Rules of Court specify the form and 
the timing constraints for many information requirements. 
The conceptual des:i.gns satisfy the intent of such sp~
cifications, but recommendations for change are made 
where important to achieve improved procedures. Although 
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• d' t d on the assump
the conceptual designs are pre.1c~h: statutes and Rules 
tion that recommended changes 1n d S'gned to accommo
of Court will be adopted, they are ~ 1 
date existing interpretation and pol~cy. 

Improve the Availability of court Management Informa= 
tion Necessary to Expeditiously PrDcesS Cases 

Increased court case load has led to actual or potential 
problems' of excessive backlog and. delay i~ the courts. 
The ICAIS conceptual design not, only prov1des the means 
to more expeditiously process ca~e :e~ated dat~, ,but also 
provides infox'mation for use by Jud1C1ary $ adm1ll1strators, 
and clerks in improving the' court processes. 

Develop Approaches to Provide for the More Efficient 
and Effective Utilization of Court Resources 
The proper use of improved manual and a~tomat~d.con~epts 
can result in more efficient and effect1ve ut1l1zat10n 
of the clerical and administrative manpower within the 
courts. This will help provide the capability to han
dle expanding case loads within existing manpower 
levels or substantially suppress staff and expenditure 
increases when growth occurs. The ICArS deSigns must be 
capable of handling volumes five to ten years hence~ 

Provide Information Services Necessary.to Other AgeneJies 
and the Public Involved with Court Proceedings 

The conceptual designs consider the need to provide 
services to other agencies and the public by improving 
the accessibility of information while maintaining 
the security and integrity of the data. In addition, 
the design concepts for highly automated court systems 
consider the present trend toward total criminal jus
tice systems and the interaction of such systems. 
Although the total design of a criminal justice system 
was not within the scope of this project, the conceptual 
designs provide the proper means for the integration of 
rCAIS into a criminal justice system. 

Address the Needs o~ the Broad Range of Court Size 
Although the fundamental information requirements of 
the courts are Similar regardless of size, the methods 
used to provide required information may differ. To 
the extent possible, design concepts apply to small 
courts a~ well as l~rge c?urt~. The conceptual deSigns 
and the 1mplementat1011 gU1del1nes provide a direction 
for the development of methods to be employed in the 
future growth of the courts of various size. 
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Provide for the Development of Improved Work Methods 
on a Uniform and Orderly Basis, and Reduce the Dupli
cation of EDP Development Efforts through the Mutual 
Interchange and Transference of Procedures 

These are the under'lying cri teria for the development 
of modular conceptual designs. To satisfy these cri
teria, modules were designed to: 

be oriented to the need for information outputs 
or to clerical processes rather than oriented 
to existing types of court organizations or case 
categories, thereby providing a module design 
applicable to as many case categories as practical 

combine related processes or outputs which would 
be impractical to separate 

not be so large or encompaSSing as to hinder 
orderly development, implementation and adoption 
of changes, or to unnecessarily prevent use by 
small courts 
promote the use of efficient manual and automated 
procedures, particularly with respect to minimizing 
redundant data entry and processing 
optimize court work flow and resource utilization 
associated with the court's high volume case cate
gories. 

The design conceptp of ICAIS were also developed in relation 

to the general; modula'i' structure described below. 

2., GENERAL MODULE STRUCTURE 
<. 

A modular approach was ·taken in developing the.conceptual 

design for ICAIS. A module can be described as a group of cleri~ 
cal and administrative activities which are separa~le and which 

produce certain spec~fic outputs •. The modular approach allows for 

the implementation in sma~l, medium or large <?ourts of only.those' 
modules which are best suited to their particular needs. It also 

allows for the installation of the modules on an order.ly basis 

one at a time or in groups over an extended period o 

A conceptual illustration of the modular approach is shown on 

Exhibit I~ The exhibit shows that the clerical and administrative 
activities can be analyzed and classified from three separate view-

points. 
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the clerical and administrative function 
the case category 

the level of automation. 

Each of these factors has been studied and refined throughout . 

I d . s of IeAIS can be orl.the project so that the final conceptua eSl.gn 

ente~ to a realistic and efficient interrelationship among the mod

ules. The module factors used as a basis for the conceptual designs 
are defined in the fOllowing paragraphs. 

(1) Clerical and Administrative Functions 

The following clerical and administrative functions 
of the court fall within the scope of this project: 

Case Following 
Calendaring 

Jury SerVices 

Financial Accounting 

Statistical Reporting 

Internal Administrative Control. 

The functions are structured to correspond with the 
manner by which the courts typically organize their work 
activities, and in a manner which may facilitate their 

improvement and, where appropriate, their modular automa_ 

tion. The functions are defined briefly in the following 
discussion. 

Case Following 

The case following function includes all clerical acti
vities that process, record, and disseminate information 
ariSing from court proceedings with respect to a parti
cular case or defendant. It also includes the collection 
storage and retrieval of documents filed with the court ' 
in support of litigation. Case fOllowing activities 
typically conSist of the following: 

initiation and maintenance of case files 

initiation and maintenance of Registers of Action or dockets 

preparation of minute orders 
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maintenance of minute order files and Judgment 
Books 

issuance of court orders 

notification to interested parties of individual 
case related actions including Criminal Identifi
cati.on and Investigation (CII) and Federal Bureau 
of InveBtigation (FBI) reports and Department of 
Motor Vehicles (DMV) abstracts 

preparation of court indexes 

exhibit control 

response to inquiries. 

Calendaring 

The calendaring function consists of all the activities 
required of the court to bring litigants, other inter
ested parties, and court resources together for the pur
pose of conducting the adjudication of a ease. Speci
fically, calendaring activities include: 

the setting of ~tppearance dates 

the notification of participants of the date, 
time, and place of appearance, excepting witnesses 
and jurors 

the assignment of departments to hear scheduled 
cases 

the preparation of court calendars for scheduled 
cases by date and department 

the preparation of reports to assist in performing 
the foregoing activities. 

Jury Servic,es 

The jury services function includes those activities 
required to supply a sufficient number of qualified 
jurors to permit the court to conduct jury trials. 
These activities typically consist of: 

establishing a list of qualified jurors 

drawing and summoning jurors to appear 

providing the necessary number of jUl."ors to 
a courtroom for a specific trial 

maintaining juror attendance records and statis
tics related specifically to jury services. 
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Financial Acco~nting 

The financial accounting function consists of the 
collection of court revenues, maintenance of trust 
accounts, and the distribution of payments ill accor
dance with law, particularly as specified in the 
California Government Accounting Manual and Government 
Code. These activities typically include: 

c~llection and distribution of revenues from ser
Vlce fees, fines, and forfeitures 

installment fine payment accounting 
cash bail and bond control 

authorization of disbur,sements f rom trust accounts 
payment of jurors, witnesses and court reporters. 

§tatistical Reporting 

The statistical reporT' f 
activities which resul~nfn unction cons~sts of those 
summarizing the activities t~e preparatl~n of reports 
to the processing OIn 0 the court ln relation 

t cases. These repoit a the request of court s 'are prepared 
outside agencies Stat,m~~agement, the judiciary or' 
preparation of: . lS lcal reporting includes 'the 

,Judici,al Council 
t ' reports on filings and d' . lons, condition of c 1 d lSPOS1-
tance a en aI', and judicial aSS1S_ 

historical case load st . , 
internal resource Plann~~lstlcs nec~ssary for 
ment of master departmentg~c~:~1~atl0n, and develop_ 
statistical reports for th u es 
ment of court procedures a~devaluation and develop_ 
spe ' 1 local court rUles 

Cla reports requested by t 
he jUdiciary. 

Internal Administrativ~ Control 
T~is function consists - f ' 
~les,W~ich_monitor and ~on~~~~e,a~ministrative activi_ 
peclflCally, these activities ~~c~~~:7 court resources. 

annual budgetipg and control 
personnel and attendan ,ce records 
operational expenditure 
(as opposed to the f' a~d,encumbrance 
revenues) lna,nclal accounting accOunting 

, of court 
forms inventory control 
physical inventory control. 
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Each clerical and adminj.strat1ve fu.nction w.ill be per

formed in a varying manner depellQitlg 'Upon caseca:tegories 

which are dfafin~d in the following, paragraphs. 

(2) ~ Categories 

At the outset of this pJ;'Qjectca~e categories were 

defined in a manner simila.:t" to thebrea.kdown utilized by 

the Judicial CQuncil for statist::ical ,reports. These cate

gor,ies by municipal and superiQr.court were as follows: 

Municipal Court Case Categor~es 

Parking 
Non-parking 'l'raffic 
Misdemeanors 
Felonypi'eliminaries 
Civil 
Small Clai)'lls 

Superior Court Case Categories 

Criminal· 
Juvenile Traffic 
Juvenile 
Mental Health 
Probate 
Appeals 

. Family Law 
Other Civil 

Clerical and administrative functions were studied and 

analyzed for each of the above case categories. As a result 

of the analysis, case categories were .combined where s:tmi

lari ties or direct relationships existed from an j,nformation 

or procedural point of view. These combined categories pro

vide for identica"l -conceptual c;'Iesighs--for municipal and 

s.uperior courts for both civil and criminal c.omplaint case 

categories. Al though the' designs are identical, they could 

be .implemented separately for each 'court. When combined, the 

,identity of specific .case type an~ status of litigation by 

court will be retained in the system by assigning code desig-

-7-
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nations. 
were used for the 

The following case categories 

development of conceptual designs: 

Parking Citations 
the processing of parking 

This case category en~ompas~esf by bail forfeiture or 
citations which are d1spose 0 f ther citation pro-
at arraignment. If conteste~" ~~ complaint case cate
cessing is conducted as a cr1m1n 
gory. 

Other Citations 
m1'nor m1'sdemeanor citations which Moving traffic and , t or 

are disposed of b~ bail ~orfeitur~, ~td!~r!~~~~~nthis 
at juvenile traff1c hear1ngs are 1nc u , trials 
case category. Cases requiring court or Jur~ , 
after arraignment are reclassified to the cr1m1nal 
complaint case category. 

Criminal Complaint 
This case category includes the processing of all s:l:cted 
traffic non-cited misdemeanor filings, felony prel1m1nary, 
felony 'and other types of cases resulting from a com
plaint'or Grand Jury indictment. Also included are 
criminal appeals from the lower court to the superior 
court appellate department. 

Juvenile 
Juvenile dependency and delinquency processing is 
included in this case category. 

Other Civil 
The ci viI (~ase category -encompasses the processing of 
municipal and superior civil cases, family law, mental 
health, criminal insanity, probate, small claims trial 
de novo, adoptions, and other civil oriented case pro
ceedings. Also included are civil appeals from the lower 
court to the superior court appellate department. 

Small Claims 

Processing of small claims cases in municipal court 
is covered under this category. 

(3) Level of Automation 

Depending upon numerous factors including the volume of 

filings and the availability of automated equipment, clerical 
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functions may be conducted with the assistance of automated 

techniques. For design purposes we ~ave classified the extent 

of automated assistance into the following three major levels 
of automation: 

Manual Level (No Automation) 

All procedures are performed manually unassisted by 
punched card, or computer techniques. 

Sequential Batch Level 

System concepts designed fo~ this level of automation 
utilize punched card and computer applications oriented 
to magentic tape" card, or disk files with data organized 
sequentially. 

On-line Level 

On-line system concepts expand the computer processing 
techniques to include the storage of information on ran
dom magnetic card or disk file devices organized for 
the direct retrieval of data via on-line terminals. 

It should be emphasized that the clear distinction between 

levels of automation, as described above, is for conceptual 

design purposes. Detailed automated system design must be 

performed by each court taking into account the specific type 

of EDP equipment available. A court may utilize modules 

simultaneously at more than one level of automation depending 

upon the local environment and needs of the court. Design 

concepts utilizing automation, as described in the appendices 

of this report, include the definition of related manual pro

cedures. These procedures have been designed to the extent 

possible, to minimize change as automated modules are imple
mented. 

Microfilming techniques are incorporated in the sequen

tial batch and on-line conceptual designs. However, this 

does not preclude their use in the manual modules. Similarly, 

random access data files are described as being related to the 

. on-line level of automation since the: prime benefit of random 

access is to accommodate direct access to stored information 

through on-line terminals. However, a court anticipating a 
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future need for on-line terminals should utilize random 

accesS files in the sequential batch design conceptS. Con

siderations such as these are more fully addressed in Section 

III of Volume I of the final report, Implementation Guide-

lines. 

Exhibit II illustrates the information flow in ICAIS for the 

sequential batch and on-line levels of automation. 

The case following function will serve as the focal point 

of ICAIS. Case related information regarding case description 

and parties involved, the dates and nature of various actions that 

take place in processing the case, and the description of the final 

disposition will enter ICAIS via the case following function. 

For the sequential batch and on-line levels of automation, this 

case related record will be stored on a computer master file (called 

the Case Data Base) used in the case following function. The 

information in the Case Data Base can then be transmitted by means 

of the computer to "sub-data bases" utilized by the calendar.ing, 

statistical reporting, and financial accounting functions. Infor

mation for the Juror Data Base, which is juror related rathe~ than 
case related, will come from other sources. 

Information from the calendaring function will be provided 

to jury services in the form of jury trial calendars for use in 

determining the number of prospective jurors to call. Trial 

setting dates from the calendaring function will also be utilized 
in the statistical reporting function to prepare the Judicial 
Council statistical reports. 

Juror fee and mileage payment data will be supplied to the 

financial accounting function by the juror services function for 
juror payment. 

The Case Data Base will actually be made up of four case 
following master files and associated ° d 

1.n exes. The master files 
employed in ICAlS will encompass the followl.0ng 

case categories: 
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INFORMATION FLOW FOR SEQUENTIAL BATCH 
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INTEGRATED COURT AUTOMATION/INFORMATION SYSTEM 
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CASE 
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Case Following 
Master File 

Ci tation 

Criminal 

Civil 

Juvenile 

Applicable 
Case Categories 

1 
Parking Citations 

Other Citations 

Criminal Complaint 

Other Civil 

Juvenile 

A cross reference index fiie wil~ be employed in the pro

cessing of small claims cases since the clerical and administra

tive activities are of a relatively minor nature dealing generally 

onl,y with filing and disposition statistics and calendaring of 

,the court ,appearance. 

The four master files making up the Case Data Base will 

include a number of different types of information called "data 

elements." These data elements are listed in detail in Appendix M 

of this report. Examples of the types of data elements that,will 

be included in the Case Data Base, the Juror Data Base and the sub

,dat,a bases are listed below. 

Person and Case Identifiers 

Person Identification and Location 
Person Descriptors 
Attorney Descriptors 
Case Identifiers 
Case Type 

Case Characteristics 

Filing Date 
Charge/Violation Descriptors 
Warrant Descriptors 
Amount of Claim 

Case History/Status 

Prior Traffic Violations 
Case Activity to Date 
Next Action Set 
Custody Status/Location 

Case Disposition Description 

Exhibit Identification 
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Juror Service Description 

Juror Descriptors 
Service Descriptors 

Accoun ting Data 

Information will be entered into the Case Data Base as the 
case progresses through the various stages of processing. IIIi tial 
entry of the data setting up the case record, and removal of the 

data from the Case Data Base will take place at different points in 

the process depending on the caSe category. Exhibit III, fOllowing 
this page, summarizes the data base'retention criteria for each 

case category. It should be noted that removal of the case records 
from the Case Data Base would nOrmally be done to a hard copy 

record for retention and additional processing on a manual basis. 

The next portion of the report identifies the specific modules designed. 

3. QEFINITION AND IDENTIFICATION OF MODULES 

---- -----------------
The mOdules compriSing ICAIS are identified in Exhibit IV, 

fOllowing Exhibit III. The modules are listed in matrix form by 

clerical and administrative function and case category. The iden_ 
tification code for each module has a . 

un~que number and a direct reference to the detailed module flow h 

c arts Contained in the appen_ dix to Volume II of' this report as fallows: 

S - 1 - 021 

T A unique mOdule nUmber. This ~{the Same for situations where 
may be Used for more than one 
(e.g., exhibit Control). 

~----______ IA number cOde indicating the initial appendix 1 page number of the module. 

nUmber Will be 
the same module 
case category 

-

{ A letter code indicating the d 
---------------- mation as manual (M) seqUenti=rr~etohf 

on-line (0).' a c auto_ 
(S), or ~-------------------IAletter cOde indicatin th .' 

IOf Volume II COntaininggth eflappend~x section 
e ow charts. 

'~ 

[ 
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CLER ICAl AND 
ADMINISTRATIVE 

FUNCTION 

CASE 
FOLLOWING 

CA!.ENDAR I NG 

JURY 
SERVICES 

F INANC IAl 
ACCOUNTING 

STATISTICAL 
REPORTING 

INTERNAl 
ADMINISTRAT IVE 

CONTROL 

MODULE TillE 

INTAKE AND 
FILE MAINTENANCE 

RECORD OF 
PROCEEO INGS AND 
JUDICIAL SUPPORT 

CROSS REFERENCE 

NOTIFICATION OF 
COURT ACT IONS 

AGINO AND PURDING 

VEHICLE REGISTRATION 
DATA RETR IEVAl 

STATEWIDE DRIVER 
HISTORY RETR IEVAL 

JUVENILE CITATION 
PROCESSING 

BA IL SCHEDULE 
MA INTENANCE 

STATEWlOE CRIMINAL 
HISTORY RElR IEVAL 

EXHIBIT CONTROL 

APPEARANCE 
SCHEDULING 

NOTIFICATION OF 
COURT APPEARANCES 

CALENDAR 
PREPARAT I ON 

DEPARTMENT 
ASSIGNtENT 

ACCOUNTS 
RECEIVABLE 

BA IL, BOND AND 
TRUST ACCOUNTING 

DISBURSEMENTS 

STATIST ICAL 
REPORT INS TO 
OUTS I DE AGENC I ES 

INTERNAL 
SUT ISTICAL 
RIiPORTING 

EXHIBIT IV 
IDENTIFICATION OF MODULES 

MODULE NUMBER AND APPEND!X LOCATION 

PARKIND 
CITATIONS 

AM-I-Oil 
AS-I-D21 

AM-3-041 
AS-5-051 

AM-IO-071 
AS-9-OBI 

AM-9-IOI 
AS-B-III 

AM-B-IDI 
AS- 7-171 

OTHER 
CITATIONS 

BM-B-041 
BS-7-D51 
BO-7-0BI 

BS-15.251 
&0-15-261 

JM-2-611 
JS-2-BI2 

3 

KN-1-7DI 
KS-I-7D2 

KM-2-111 
K5-2-712 

CRIMINAl 
COMPLAINT 

CM-9-042 
CS-11-052 
CO-II-OB2 

CM-H-071 
CS-17-0BI 
CO-17-0BI 

CM-15-101 
CS-IB-III 
CO-IB-121 

CM-13-182 
CS-15-192 
CO-15-2G2 

JUVENILE OTHER SMALL 
C IV IL CLAIMS 

FM-I-015 
FS-I-025 

OM-4-042 EM-6-043 FM-6-044 
05-6-052 ES-7-053 FS- 7-054 
00-B-062 EP-7-063 

FM-IO-072 
FS-B-OB2 

DM-7-101 FM-7-103 
OS-IO-III FS-9-113 
00-10-121 

FM-B-13B 
FS-10-14B 

UN I DUE MODULE NUMBER 

'------I~~TmE~~ii NUMBER WITHI 

'-------LEVEL OF AUTOMAT I ON 

'-------~r~~N~~!R~~CTION OF OETAI 
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The above example is the "intake and file maintenance" module 

that may be used for both the "parking ci tat ions 11 and Ilother ci ta

tions 11 case category and designed for the !1sequential batch!1 degree 

of automation. The detail flow charts for this module start on 

page 1 of the sequential batch section of Appendix A for the "park

ing citations" category and page 1 of the sequential batch section 

of Appendix B for the "other cita.tionl1 case category. 

As shown in the exhibit, only the case following function mod

ules differ by case category. The calendaring, jury services, 

financial accounting, and statistic~l reporting modules were 

desigm~d for all case categories. Summary concepts of the internal 

administrative control modules are contained in Section II of this 

report. Internal administrative control modules were not designed 

in detail since this function is heavily dependent upon local 

county-wide administrative procedures. 

The appendices of this report contains a complete set of flow 

charts for the module groups. The appendix is organized to group 

modules for the same case category and level of automation together. 

The same module (e.g., exhibit control) is repeated in each appli

cable portion of the appendix to maintain continuity. 

4. PRINCIPAL DESIGN CHARACTERISTICS 

The design concepts of ICAIS have certain key characteristics 

that evolved from observations during the data collection phase of 

the project, from analysis of methods to satisfy court information 

needs, and from extensive review meetings and interviews with court 

personnel during the course of the project. 

For the purposes of system definition and discussion, the key 

characteristics are described under the following headings: 

Court Organization 

Support of the Judicial Function 

Information Interchange with Outside Agencies 

Recordkeeping and Controls 

Utilization of Court Resources. 
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·fic design characteris-In the following paragraphs, the specl . , 
and their scope in terms of appl1cabie tics, their justification, 

case categories and degree of 

(1) Court Organization 

automation are described. 

deSl·gn characteristics which relate Under this heading, 

.,~ -

h · the courts are discussed. ~ to organizational matters wit 1n 

Uniform Design for the Processing of Municipal 
and Superior Court Cases 
The design of the modules for all levels of automa
tion specify: 

one system design to encompass the civil c~se 
processing in both the municipal and super10r 
courts 

one system design to service the criminal ~a~e 
category in the superior court, and all cr1m1nal 
matters in the municipal court resulting in a 
criminal complaint (or acceptable substitute) 

one system design to service parking, traffic 
and misdemeanor citations disposed of by bail 
forfeiture or upon initial court appearance. 

This uniformity will be accomplished through: 

Recognition that two levels of recordkeeping and 
control are required. For instance, a misde
meanor citation, or any other violation that is 
unlikely to go on appeal or require extensive 
litigation, can be processed for expedience (e.g., 
handwritten docket entries, no individual case 
folders, etc.), while the more serious matters 
should utilize stringent recording and record
keeping techniques which are consistent for both 
muniCipal and superior courts. 

Standardization of forms and certain clerical 
procedures, particularly those affecting auto
mated data entry 

Flexi~ility in t~e design of the automated system 
to handle the un1que processing requirements of 
either court which do not lend themselves to 
standardization. (e.g., lower. court pre-trial 
re~ease proCess1ng, notifications requirements 
un1que to each court, etc.) 

Changes to, and extensions in the coverage of, 
statutes affecting the definition of required 
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court records, length of storage, and acceptable 
substitutes for original copies of documents. 

Uniform design and integrated processing will minimize 
duplication of systems and will reduce the cost of 
systems development and maintenance. In addition, the 
cost of operating fewer automated systems will, in all 
likelihood, be less than operating individual systems, 
particularly with respect to on-line applications. 

Court Responsibility for Intake and Control of Court
Related Data 

A key characteristic of ICAIS is that the court retains 
responsibility for administration and control of its 
case-related infcrmation stored in the automated data 
bases. This will be accomplished by: 

Assigning court management the responsibility 
and authority for the personnel performing 
data intake and key entry activities 

Implementing procedures assuring adequate 
screening and control of incoming and court
generated documents 

The design of court data bases whose content, 
accessibility, an.d utilization are adminis
tered by the court. 

Personnel performing data intake and key entry should 
be well acquainted with court clerical procedures and 
policies, and should be directed by court supervisory 
·personnel. This.would assure the requisite high 
quality of data .. ,Bntered in the computer; and would 
provide appropriate security for certain types of 
cases and/~r documents (e.g., adoptions and juvenile 
cases, probation reports, etc&) 

The design of the data entry procedures for the sequen
tial batch and on-line versions of ICAIS specify cen
tralized controls and key data entry activities per
formed by court personnel in their. clericaL area. All 
incoming documents will be reviewed by a controls 
cL k. In addition, the controls clerk will review, 
ver1fy, and code court-generated documents, principally 
minute orders. Snapout copies of documents requiring 
fairly extensive data entry will be forwarded to court 
data entry personnel. Miscellaneous entries will be 
forwarded on transmittal forms prepared by the controls 
clerk • 

The controls clerk will screen data entering to m1ll1-
mize the likelihood of bad data input, and ~ssure that 
all necessary data is properly routed to ~~~ key entry 
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staff. By performing key data entry n~ar its source 
using trained personnel knowledgeable ~n court pro
cedures and nomenclature, the control over d~ta . 
entered in the automated system and its qual~ty w~ll 
be enh;nced Court personnel will be more discrimina
ting in int~rpreting the various types of da~a input 
they will encounter since they can more read~ly 
resolve questions as they arise. 

Once the data is entered in the computer, it will be 
retained in court-administered data bases which will 
be separate from, but coordinated with, specialized 
data bases maintained principally for other criminal 
justice agencies. This app~oach will: 

provide the court with control over the 
accuracy, accessibility and retention 
period of the data 

provide for orderly steps in the implemen
tation of a criminal justice' system 

reduce the complexity of data base manage
ment 

This concept of a separable data base takes 
of practical considerations with respect to 
of data base control, information security 
varYin~ :e~uirements for data organization; 
access~b~l~ty and longevity in the system. 

cognizance 
questions 
and the 
content, 

Centralized Screening of Documents Filed with the Court 

In the I?AIS design, the court will initially accept 
any subm~tt~d document meeting the requir t f 
201. Under the criminal com laint emen s 0 Rule 
documents will be accepted b~ th gro~p o~ modules, no 
filing of a complaint or indictm:n~o~~c pr~or to th~ 
ment release documents Sub t ept pre-arra~gn-
same controls clerk wh~ is r::~~~~ibi~ ;~~m~ttal, the. 
of court-generated documents will r' he screenlng 
documents to determine their a e~~ew the submitted 
t· . ppropr~a teness as to 
~m~ng and the necessity of cou t ... 

request for a clerkYs default .rd-~n~tlated action (e.g., 
documents will then be file st~ gment). Acceptable 
automated system and/or docum tPe~ and entered in the 
local pOlicy, the-court may: en flIes. Depending on 

file the documents t 
no meeting the requirements 

return the unacceptabl d 
' e ocuments to the submitter 

inform the Submitter th 
at his documents are unacceptable. 

-16-

. ~"-""'~~'---------"-~ ----,.~.-... 
""-~--:::-, 

f" 

liIT--

1-
,'- -. \ 

I 

Ir.---

0, 

~--

--. ,,'" 

ir 

1- -
I. 
I. 
I 
ll...o-

This procedure takes cognizance of the court's legal 
and ethical responsibility with respect to document 
review, but does not burden the court with time con
suming and unnecessary screening procedures that are 
the responsibility of others. The centralized con
trols activity specified in the deSign makes more 
efficient use of court staff time and reduces delays 
caused by screening at the counter. 

Centralized Financial Collections Activity 

The collection of installment accounts of court
imposed fines (or other payments) and the collection 
of fines, service fees and bail forfeitures is often 
diffused among several agencies, including the county 
clerk, probation office and the courts. Accordingly, 
these agencies maintain similar financial accounting 
activities which are duplicative in nature. The recom
mended ICAIS design will facilitate the establishment 
of a countywide collections agency for receivables 
and administrative centralization of (1) one-time pay
ments for fines, service fees and forfeitures, (2) bail, 
bond and trust accounting, and (3) <.lisbursemen-ts. 

This concept has been successfully implemented in 
several counties including. San Diego and Alameda Coun
ties. The benefits achieved will include better f~nan
cial control, higher rate of collections, reduced oper
ating personnel requirements, and reduced systems 
development costs. 

(2) System Facilities Directly Supporting the Judicial 

Function 

In this group, the deSign characteristics that provide 

information supporting the adjudic~tive process are described. 

Acquisition of Criminal History in Felony and Serious 
Misdemeanor Cases 

Statewide- criminal history is of interest to the arrest
ing agency, prosecuting attorney, probation OffiC~ and 
the courts. The judiciary needs a clear and conc~se 
synopsis of the defendant's prior convictions, outstand
ing warrants, pending cases and curren~ conditio~s of 
parole or probation in order to set ball, determlne the 
merit of "own recognizance" release or reduction of 
charges, and to properly impose sentence. 

The prosecuting attorney will be the responsible party 
for the timely retrieval of statewide criminal history 
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(3) 

utilizing law enforcement staff, files and/or commu
nications facilities. 

Acquisition of Statewide Driver History and Calcula
tion of Graduated Bail 

Driver histories will be retrieved in the other cita
tions and criminal complaint groups of modules by either 
teletype or off-line telecommunications facility for 
adults and juveniles charged with moving traffic viola
tions (in courts utilizing manual processes, this 
retrieval would be limited to "selected" traffic viola
tions and the more serious non-selected violations) • 
This information will be utilized: 

at the courts option, to compute graduated bail 
based upon prior convictions 
to determine the need for a mandatory court 
appe~ra~ce base~ upon an analYSis of prior 
convlctl0ns, drlver's license status and out
standing failures to appear or pay fine 

to assist the judiciary in sentencing of per
sons appearing for a mandatory or voluntary 
court appearance 

to identify outstanding FTA or FTP warrants 
from other courts. 

Statewide driver history and graduated bail computatl.'on 
equitably focus the t' 
has demonstrated cour s attention on the driver who 
and provides repeat~d disrespect for traffic laws 

a more equltable basis of penalties. 

Provision of CaSe Setting History 

For selected Court appearances i '" 
nal complaint groups of modules n the Cl.vll and ?rimi
and future calendar settin s mad a,summary of prl.or 
son for the setting the g ~ l.n the case, the rea-
com 'II b ,requestl.ng part d e Wl. e made availabl t th . . ~ an the out-

e 0 e JUdlclary. 
Thi~ _ information is intended t .. 
in lmplementing a calendar 0 asslst the jUdiciary 
to re~uc~d court congestionmanage~ent POlicy leading 
to pr l0rl.ty settings and con't~artl.CUlarly with respect 

lnuances 

Information I t 
n erchange with OutSl.'de 

Agencies 
In this group th d . , e eSlgn charact . . 

to the method of informat" erl.stl.CS which relate 
l.on lnterchang b t 

others are defined. e e ween the courts and 
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Provision of Machine-Readable Media to the Department 
of Motor Vehicles and the Department of Justice 

The sequential batch and on-line versions of rCAIS 
provide for the use of m~cnl.ne-readable media, pre
ferably magnetic tape~ for situations when the courts 
furnish large volumes of case-related data to state 
agencies for the purpose of updating their automated 
files. Specifically, the design provides that 
Department of Motor Vehicles abstracts and Bureau of 
Identification arrest disposition data be fOl~arded 
to these agencies on magnetic tape through the mails. 
In addition, the modules will generate district attor
ney filing statistics for the Bureau of Criminal Sta
tistics since this information is readily available 
in the Case Data Base. 

A primary objective of providing data in machine
readable form is to assist state agencies in the pro
cessing of court information. Recognizing that there 
are instances where state agencies require printed 
information, ICAIS modules are designed to optionally 
provide data in hard copy form. 

Provision of Data From the Department of Motor 
Vehicles 

the ICAIS design specifies that the request and 
retrieval of driver history data from the Dep2rtmont of 
Motor Vehicles be accomplished f0r persons charged with 
moving traffic violations using a .magnetic tape trans
mission faci~ity and/or teletype. For the automated 
gr6ups of modules, most requests will be generated auto
matically as a function of the citation master file up
date activity_ In instances of retrieval exceptions or 
when immediate response is required, the teletype faci
lity will-be utilized. The manual group of modules will 
retrieve driver.history data via teletype on selected 
and other serious traffic violations only. 

The IeAIS design assumes, but is not dependent upon the 
provision of v~hicle registration dat~ from the Depart
ment of Motor Vehicles on magnetic tape. This media 
will preclude the use of punched cards or lists and is 
therefore less susceptible to errors resulting from the 
mishandling (e.g., through loss or mutilation) of 
punched cards or the key entry of data from lists. 

(4) Recordkeeping and Controls 

In this group, the design characteristics are defined that 

affect the method of recording court proceedings and ,the 

storage and retrieval of case-related documents and automated 

records. 
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, f I Case Numbers 
Assignment of Meanlng u , ' numbers 

b nique ident1fYlng 
Cases will be controlled b u's' 
assigned on the following aSl. 't _ 

The 

'tations modules, the Cl ~ 
In parking and ot~er ~~ agency code if required 
tion number (and lSSUl ~ ontrol the case 
to insure uniqueness) wll1 ~ t 
until it proceeds past arralgnmen . 
In juvenile modules, a cour~-aSSigned case number 
will be allocated to each mlnor. , 

f modules includlng cases 
In all other group~ ~ f ~ tat ion but proceed-
initiated by ~he fl11ng 0 at~~ssigned number will 
ing past arralgnment, a cour . 
be allocated to each case. 

case number to be assigned consists of three parts: 

Case Category Code 
The case category code will be ~ssi~ne~ by the court 
of original jurisdiction. I~ wll~ :ndlcate t~e case 
t pe at filing. The final dlSposltlon code ~lll ~e 
m~tched against tht original filing code to ldentlfy 
reclassification of cases, 

Case Serial Number 
A serial number consisting of the filing year, 
court/branch code and a unique sequence number wil~ 
be assigned to each case filed with the court. ThlS 
number will be assigned permanently at ehe time of 
initial filing. As such, the court/branch code 
would be assigned once by the court of original 
jurisdiction. 

Plaintiff, Defendant and/or Parcel Identification 
Number 
In cases involving multiple plaintiffs or defendants, 
and in eminent domain cases involving multiple par
cels, there is a need to identify court actions and 
submitted documents associated with particular par
ties to the action. This will be accomplished by 
assigning to each plaintiff, defendant or parcel at 
case initiation time a unique two digit identifica
tion number, while in civil cases, each plaintiff and 
defendant (or parcel) is provided a number. When a 
particular court action (e.g" disposition) or sub
mitted document affects only particular parties the 
applicable identification numbers must be encod~d to 
complete the case number. Otherwise, identification 
numbers will be omitted and the entered data will 
apply to all parties to the action. 

The case number may be assigned centrally in criminal mat
ters and utili~ed b~ nt~e other criminal justice agencies 
as their case ldentlIYlng number if they so desire. The 
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use of a single case number for all agencies from com
pl.aint filing time onward would be highly desirable in 
counties with integrated criminal justice systems. How
ever, ICAIS provides a numerical cross-referencing capa
bility so that criminal cases can be located when the 
other agency's case numbers are known. 

While the recommended case number provides the means of 
uniquely identifying case record~ both manually and in 
the computer for case following purposes the following 
additional data elements are required for external 
reporting purposes in order to properly classify and 
analyze the filings: 

date of filing 
code of county with current jurisdiction 
code of court with current jurisdiction 
total number of defendants or parcels 
total number of plaintiffs. 

Automated 'rransfer of Ci tation- Initiated "Not Guilty" 
and "Warrant Arrest ll Cases in the Verified Complaints 
Group 

The verified complaints group will take cognizance of 
cases initiated by citation after a not guilty plea is 
entered or when a person is arrested on a warrant for 
failure to appear or pay fine. In these instances, the 
original citation will be cleared from the other cita
tions group and will be transferred to the criminal com
plaint group. For Judicial Council statistical reporting 
purposes, this process will be treated as a single filing. 

In the on-line and sequential modules, when a not guilty 
plea is entered, the corresponding automated citation 
record will be closed and copied onto the not guilty 
interface file for automatic transfer onto the criminal 
master file. ~ 

When a warrant for failure to appear or pay fine is 
issued, the automated other citation group will retain 
cognizance of the case for a predetermined time span or 
until the defendant is arrested.- Up until his arrest, 
the defendant may dispose of his citation in the other 
citations group. If his automated records are still 
active (i.e., not closed and purged due to their exceed
ing the predetermined time span), a regular disposition 
will be entered. If his automated records are purged 
from active status, the citation data will be re-entered 
along with the disposition. If the defendant is arrested 
on the warrant, the automated citation records will be 
closed and automatically transferred from the automated 
other citations group on the not guilty interface file 
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will be initiaied if still active; othepvise, the case 
by manual data entries. 

for Register of Actions and Microfilm Substitutes _ 
,Judgment Book 

I rovide for the widespread The automated modules wil ~h mber of document 
use of microfilm to reduce ·debnuclerical personnel. 
files maintained and accesse y 

Microfilming will produce three common types of output 
media: 

Rolls 0; Cassettes in which the documents are 
filmed and retrieved sequent~ally on spools 

Microjacket in which the individual ~icrofilm 
frames are inserted into a card carrler 

Microfiche in which the microjacket is "photo
graphed" thereby becoming a permanent card 
which cannot be supplemented. 

In all systems, microfilming will be utilized as soon 
as permissable to facilitate purging of hard copy case 
files and as a substitute for large computer-produced 
reports that have an extended life. 

Microfilm will also be utilized as a substitute for 
the traditional Register of Actions and Judgment Book. 
The procedure will operate in the following manner: 

Virtually all documents will be microfilmed after passing 
through the controls activity. The resultant film will 
be placed in a micrOjacket and filed by case number. The 
microjacket then will serve as the Register of Actions, 
and together with case status data generally available 
either on-line or on printed reports, provide sufficient 
backup to the case folder and serve as a reference for 
answering most inquiries. The Judgment Book will also 
be microfilmed in lieu of hard copy and provide a means 
of locating misfiled judgments. 

The use of microfilming in this manner will eliminate 
much of the clerical effort required to maintain the 
traditional Register of Actions and Judgment Book' it 
wil~ ~mprove case. file control and backup; it Wili 
f~cl11tate case fl1e purging at the earliest possible 
tlme; and, reduce document and file maintenance require
ments. Microfilming can be performed on a regular sche
dule to meet or exceed existing maintenance cycles of 
the Register of Actions or Judgment Book in most courts. 
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Automated Case Monitoring and Notification 

In the design, the automated groups of modules will 
take cognizance of cases at filing time and monitor 
their progress until purged. Notifications of sched
uled appearances and of court action will be automa
tically prepared at the proper times. 

Hence, the computer's role will encompass not only 
routine processing, but also analysis of case status. 
Exceptitina1 conditions will be reported to the clerk 
to assure conformity to legal requirements, parti
cularly those that are time-dependent, and to inform 
the clerk when manual intervention is required. For 
example, the following will be monitored: 

unprosecuted filings, including those eligible 
for dismissal under Sections 581 and 583 C.C.P. 

cases ready for warrant issuance 

cases ready for dismissal due to lack of filing 
an Information (Section 1382 P.C.) 

progression of criminal cases to assure timely 
adjudication 

defendants released prior to arraignment but 
for whom no complaint is filed 

dissolution cases for which an interlocutory 
decree has been granted but for which a final 
decree has not been requested' 

age of juVeniles under jurisdiction of juvenile 
court 

cases under submission 

prob~te cases in which an,estate representative 
is not appointed, 'an inventory of assets is not 
on file, or a final distribution has not been 
made as required by law 

exhibit inventory status. 

Notices will be prepared as required, including 9ut 
not limited to: 

courtesy notices to persons cited on a traf,fic 
or misdemeanor violation 

DMV abstracts mainly via magnetic tape 

notices of entry of judgment, findings or 
entry of a pre-trial conference order 

notices of cons~rvatorship termination and/or 
annual accounting 

notice of juvenile reaching age of majority 
or annual juvenile dependency review 
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information required to complete adoption and 
dissolution/nullity notices to state agencies 

notice of court appearance in civil and juve
nile actions when appearance dates are set by 
a calendar clerk or notice of hearing is 
required by law. 

In addition, a report will be prepared for attorneys 
l~s~ing t~eir scheduled and unscheduled cases on the 
C1v71 act1ve list. The attorneys may then confirm 
t~e1r case status by returning an updated copy of the 
11st to the court. 

Use of Multipart Snapout Forms 

Use will be made of multipart snapout forms which are 
prepar:d both,manually and by computer. Use of these 
forms 1S pred1cated on the fact that many of the d 
:~nts ~roduced by the court utilize several common O~~ta 
me~~en s, S~Ch as case number, eve~t date, case entitle-

exampI~~r!~a~o~~m~~r~!t~~~~y~: ~~~~iz:~df~~~rges. For 

checko~f minute orders (case folder. data 
entry ~~ automated systems, referrais and 
<;>tdher 1n)formal" notices of court orders or 
JU gments 

~anual citation processing (courtes n ' 
1ndex slip, Department of M t ~ ot1ce, 
abstract, docket and referr~l)r Veh1cles 

automated citation pro ' 
list and referral) CeSs1ng (docket/priors 

hearing notices (case f I 
copies for the parties °t dethr and ~ufficient 

o le act10n) 
automated warrant packa e 
notice law enforcement ~ ~ (warrant, warrant 

1n ex card if desired). 
The use of multipart f ' 
effo:t expended in dO~~~:~tcan s1gni~icantly reduce the 
retr1eval when commonal't p:eparat10n, filing and 
Pl'ep~ration of these fo~m~ :~1StS between data ~lements. 
all 7nterested parties to' ould be coordinated with 
requ1rements. 1nsure conformity to their 

On-line Case Summaries 

AII,the on-line modules 
mar7es. The civil and ,Will,support on-I' 
marles will conSist Juven1le groups 1ne case Sum-
previous and future principally of of case sum-

court appearanc~a~etsetting for all 
a es, purposes , 
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outcomes and requestors. The other citations and 
criminal complaint case summaries will consist of 
case setting history, case status and defendant cus
tody data. In neither instance will the case summary 
be as comprehensive as, or replace, the microfilnl 
Register of Actions. That is, entries not initiating 
calendaring, accounting, or transactions required for 
statistical data, such as the filing of depositions, 
will not be entered in the on-line system. 

Onl-line Indexes 

The on-line design will provide multiple cross
references to the case folder and to the on-line 
case summary. These indexes will locate case number 
by name in all systems, and by other criminal jus
tice agency case identifying numbers, warrant nu.mber, 
and consolidated case number in criminal matters. In 
addition, a cross reference of the parcel number to 
the master case number will be provided for eminent 
domain cases. 

Automated Indexes in the Sequential Batch Systems 

Two types of printed indexes will be produced by the 
sequential batch designs. The criminal complaint and 
other citations groups will prepare daily indexes of 
active cases in alphabetic sequence containing the 
same type of case summary data available in the corres
ponding on-line modules' Case summaries. The remain
ing sequential batch systems will produce regular alpha
betic indexes of filings on a daily and cumulati~e 
weekly, monthly and annual basis; 

In lieu of the multiple reference indexes available 
on-line, the p~inted indexes will contain one or 
more columns of numerical cross references to the 
index entries. For example, a column on the index 
may be devoted to a sequential list of arrest 'numbers 
and the corresponding index entry line number. By 
placing the numerical cross-references on the same 
printout as the daily index of active cases, the auto
mated system will eliminate the cost and inefficien
cies of producing separate reports. 

Preparation and Filing of Minute Orders 

The module designs will provide for the preparation of 
minute orders by the court clerk on multipart forms 
using a checkoff procedure where possible. The minute 
orders need not be typed for non-trial activities, 

Following review by a controls clerk, a copy of the 
minute order will serve as the means for data entry 
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~n the automated systems with the original copy filed 
1~ ~he f~lder in chronological order. This method of 
f111ng w111 eliminate the need for a Minute Book in 
superior court, per Section 69844.7 G.C. The Minute 
Book currently required in municipal court for civil 
cases cnn be eliminated by statute change. In its 
place, a microfilm Judgment Book should be maintained 
therebYop~oviding consistency in this practice betwee~ 
the mun1c1pal and superior courts. 

Purging of Case Folders in Blocks 

Pur~ing of case-related documents will be nerformed 
per1~dica~ly in all systems. To the extent possible 
p~~~7ng w111 be performed in blocks of case numbers ' 
W1 t 1n case category to assure positive case file 
~~~ ro:·

o 
0 A recommended statute revision will relate 

case:urg1ng cycle for ~ll cases, except juvenile 

~~r~~~:~~n;h~sd:!~d~:e~~d~:~!byO~a~~i~t~:i!!l~~~c~f 
Blanket Complaint dOd Warrants an r er to Issue for Traffic 

A blanket complaint and d 0 

failure to appear or fao~r er to 1Ssue warrants for 
utilized in the park 0 1 u~e to pay a fine will be 
in lieu of pI'eparing1~;d~nodot~er cita~ions groups 
cedure will avoid the t o1V1 ua compla1nts. This pro
attach a full sized com1~eoand effort required to 
ci t~tion, which aside f~o:1~~ dOCtlmen~ to the smaller 
eas11y filed in books e compla1nt, could be 
Instead of the individ~~lcompact.document files. 
be updated and a referen co~pla1nt, the docket will 
complaint and order WhiC~ew~~~lbbe ~ade to the blanket 

e fLIed separatel 
The legali ty of this y. 
question, should be cPlro~ef~ure, which is sUbJoect to ar1 1ed. 

Q~ilization of Violator' 
Court C~ s Citation Copy in Lieu of 

T~e automated modules will uto 0 

t10n
t

cOpy if presented by the1d11zfe the violator's cita-
cour copy unless e endant in I' 
The automated' mOdu~e c~u~t appearance is to b!e~ ~f the 
tain the status of allac~tf~~es will be uPdatedat~'main~ 
Th a 10ns. 

e use of the violator' 
of the open citatio ~o s ~opy Will elimin t 
modules will pro od n 1117 7n many instan a e s7arches 
of which co. V1 e notl.f1cation to' ces. S1nce the 
rant issua~~:t~?ns and dockets are t t~e clerical staff 
citation file m~me~ th7 remaining ci~at~_pul~ed at war
waiting period y e d1scarded after anl.ons 1n ~he open 

. appropr1ate 
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Provisio~ of Calendaring, Financial Accounting, and 
Statistical Data by the Case Following Modules 

The case following modules are designed to provide 
the majority' of information required by the calen
daring, financial accounting, and statistical report
ing modules. This applies to manual as well as 
automated designs. This approach will enhance the 
concept of a central document intake function and 
improve the element of control. 

In the automated sequential batch and on-line mod
ules, interface magnetic tape files (which can be 
considered temporary transaction files) will be uti
lized to transmit data from case following to the 
other modules. These files will contain only the 
data specifically required by each system. This data, 
having been edited and screened with respect to the ~' 
case following master file, should have a high degl;ee 
of reliability. 

The degree to which other fu0dules can be developed 
around the case following modules will depend upon 
the data elements selected during detailed design 
for maintenance in the case following master file. 
For example, implementation of that portion of th·a 
"intake and file maintenance" module dealing with the 
initial filing of a case will permit the implementa
tion of a statistics module which would be limited to 
the reporting of filing statistics. Numerous courts 
have developed systems limited to this level of mas
ter file maintenance. Others have expanded the 
scope of automated applications by maintaining case 
setting, disposition, or financial data with the 
master fil~. By designing and installing the case 
following module initially, the effort to initiate 
other applications will be reduced. 

In addi.tion to filing and dispositiorl statistics, the 
automated case following modules will provide the sta
tistical reporting modules with the case setting history 
of finally disposed cases. Statistical reports prepared 
from this data will trace key events, and their timing, 
leading to final disposition. This type of statistical 
reporting, sometimes referred to as "disposition tree" 
statistics, will alleviate the problem of currently com·o 
piled dispositions not being related to filings reported 
in the same period. 

Interfaces in manual systems 
key points in document flow. 
fol10wing procedures includ$ 
cial accounting transactions 
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for the respective modules. The calendar interface 
will be accomplished by the preparation of a calendar 
card at the time of filing as a by-product of prepar
ing other case initiating documents. Once created, 
the calendar card will be maintained separately from 
case following records to monitor and control case 
status. The ca,lendar card will provide a means to 
compile "disposition tree It statistics not practically 
available in most manual systems. 

(5) ~izatior~ of' Court Resources 

Th ' , e 1ncrease in case load, ,the changing nature of lit iga-
t1on, and the increased demands on 'I ava1 able funds have directed 

r,;-
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attention to methods for effective utilization 

The design objectives include the provision of 

assist court~ in improving the utilization of 

of court resources 
I!--

The designs under this heading emphasize 
characteristics related to ut1'11'~at' - . _ _ ~ 1on. 

dates 

parties 

information to 

court resources. 

the following key 

Scheduling of appearance 

Notification,of involved 
Organizing and planning of available resources'. 

The' , maJor des1gn characteristics th pertaining to each f 
ese areas are discussed below: 0 

Scheduling,of Appearance Dates 
The calendaring modules h -
two fundamental types of ~ve ~een designed considering 
pos,es of discussion, court o~r appearances. For pUI'
categorized by those for Whi~~earances can generally be 
~~sour~es~ can be predicted rel:~~k fo ad (required court 

ose ~v1ng a high degree of 1ve,y accurately, and 
underlY1ng assumption is th unpred1ctability. The 
accurately predict work loa~t a court which is able to 
and manage case flow. can more effectively plan 

Court resource ' traff' s requ1red to ad'ud' 

~:~~!:~~~~~~~!~ghi::a~~l~~i:~~i~!~~ied~f!!~~: ~~b~~h~; 
, Y accurately predict d $ can usually be 

are des1gned to s h de. The cal end ' 
actions in court C&: ule ap~earances in th ar1ng modules 
time of citation' ,a the counter upon fil,ese types of 

tt ' ' - 1Ssuance C" 1ng, or at th se 1ng hearings 1 .,r1m1nal arr~' e - , a though less pred' ~1gnment and bail 
, 1ctable due' -to 1 . ower 
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volume, will be scheduled as necessary due to the high 
priority of prompt hearing, thus requiring the court to 
adjust schedules as necessary for exceptional criminal 
case loads. 

Long cause court and jury trials are less predictable in 
terms of work load since they are more variable both in 
frequency of occurrence and in duration. A calendaring 
system unable to manage long cause cases may create 
severe backlogs. The designs are based on a system 
established to control and schedule long cause cases. 

The calendar preparation modules will produce court cal
endars for scheduled cases'except for parking, other 
citations, and small claims cases regardless of the use 
of master or individual calendaring procedures. When 
individual calendars are maintained, dates scheduled in 
court will be recorded and entered on minute orders. 
The only major difference in the modules employing mas
ter and individual calendars would be the determination 
of the department assigned for hearing the action. 

Since court calendars will be centrally prepa.red by the 
system, the modules can also prepare minute orders pre
printed with the necessary heading information. In addi
tion, the minute orders will include check off boxes 
for recoxding standard entries, thereby further reducing 
the clerical effort in the preparation of minutes. 

The calendaring modules are not designed to schedule 
court actions. The emphasis is placed upon the provision 
of adequate information for manual scheduling. Automated 
scheduling systems have not been successful to date and 
generally create problems in notifying involved parties 
of appeara.nce dates. 

Notification of Involved Parties 
The system designs promote the concept of notifying 
parties of future appearance dates in person. For 
example: 

at the point of citation issuance 

upon appearance at the counter for filing or 
bail forfeiture 
upon release from custody 

in court 
at pretrial conference. 

Where formal notification is required by law in civil and 
juvenile actions a~d notification in person is not practi
cal, involved parties will be notified of appearance by 
mail . 
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The modules are not designed to automaticall~ prepare 
witness subpoenas hecause- in the case of a w7t~e~s for 
the prosecution, the issuance is the resp~ns1b111ty of 
the prosecuting attorney, while def:nse w1tness:s usu
ally appear voluntarily. The benef1ts of enter1ng 
data for defendant witnesses does not appear to be jus
tified when the cost of data input and maintenance is 
considered. 

The automated sequential batch a11d on-line systems will 
provide the capability of avoiding many attorney conflicts 
when setting trial dates. This capability will be pro
vided by maintaining an attorney master file which includes 
previously scheduled dates by attorney. 

The provision of jurors for trials will be an indepen
dent process from other modules, related only when sche
duled jury trials are imminent. There are two charac
teristics of the jury services modules which represent 

~ significant deviations from current practices. First 
the juror selection.and qualification process will be' 
continuous and not related to an "annual list of quali
f~ed jurors." Jurors will be qualified at a rate deter
m1ne~ n:cessary on the basis of projections from juror 
stat1st1cal data. Second, jurors .will be "randomized" 

. "',,<;mly up~n se~ection rather than also at summoning, 'and 
l:,,:,p~ne11ng t1m:. The jury services group of modules 
w11~ take cogn1zance of the fact that the selection of 
subgroups", f::om a random group of individuals :i.s also 
random., 'J.h1S concept ,,-;ill permit streamlining clerical 
process1ng related to juror selection by eliminating 
::edundant randomization procedures while retaining the 
1ntent of unbiased juror selection. 

Organizing and Planning Available Resources 

The cas: following and calendar modules are designed 
to prov1de data,for statistical reporting. Fund amen-
t~lly, the requ1rement for statistical dita' ,t b 
11shed by the need to re t f'l' 1S es a -
to the Judicial Council i~~ th~ ~ngs and di~positions 
tics (family law cases onl ) ureau ~f :rJ.. tal Statis.~. 
gro~p of modules will provrd~ t~~ec~~~~7~~!Cal reporting 
duc1ng these statistics as well as A 1 ~uy of pra-
for the internal administration f i~epar1ng reports 
tial use of statistics includes: o e courts. Poten-

the development of the master department schedule 
the development of guidelines f ' 
appearance dates for the varietor ~chedu11ng 
the ,.' y 0 court hearings 

prepaxat10n of operational budgets 
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the analysis of the effects of pre-trial 
henrin/;s and continuances upon final case 
dispositions. 

information for use in determining the need 
for additional clerical or judicial personnel. 

It should be emphasized that the mere capability to 
produce such statistics will not justify their produc
tion. The full use of statistical reporting should be 
accompanied with an equal commitment to provide admin
istrative resources for the analysis and resolution of 
existing problems in case flow. 

Many of the system characteristics discussed above are depen

dent upon the recommended revisions in current statutes, Rules of 

Court, and policies described in Section I of Volume I of the final 

report. 
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I I 0 OVEHV lEW OF SYSTEM CONCEPTS 

The objective of this section is to provide the non-technical 

reader with an understanding of the recommended system processes, 

and to identify their principal inputs and outputs o 

The modular descriptions and definitions presented in flowchart 

form in the appendices present court activities in a manner to facil

itate their detailed design and implementation by the experienced 

data proceSsing analyst. This section summarizes the same modules 

in terms of the flow of litigation from filing through disposition 

and record destruction. 

Modules at the various levels of automation are defined within 

the modular structure described in Section I of this report. These 

functions, including the levels of automation for which modules are 

defined, are: 

Case Following Function 

Parking Ci~ations Module Group 

. . .. manual· level 
sequential batch level 

Other Citations Module Group 

manual level 
sequential batch level 
on-line level 

Criminal Complaint Module Group 

manual level 
sequential batch level 
on-line level 

Juvenile Module Group 

manual level 
sequential batch level 
on-line level 

Other Civil Module Group 

manual level 
sequential batch level 
on-line level 
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Small Claims Module Group 

manual level 
sequential batch level 

Calendaring Function 

manual level 
sequential batch level 
on-line level 

Jury Services Function 

manual level 
sequential batch level 

Financial Accounting Function 

manual level 
sequential batch level 
on-line level 

Statistical Reporting Function 

manual level 
sequential batch level 

Internal Administrative Control Function 

manual level 
sequential batch level. 

The case following function is segmented into groups of mod

ules corresponding to the case categories since processing tech

niques and requirements vary among case categories. The other 

functions and their respective module groups are applicable to all 
case categories. 

Each function and gTOUp of modules has designs for manual and 

sequential levels of automation. Designs for the on-line level of 

automation have been limited to certain specific functions and 

g'l'OUpS of modules. Because of the incremental cost of development 

and operation, on-line systems were designed only if justified on 
the basis of: 

A requirement for rapid access to information 

A requirement for accessibility to information on 
a central file from remote locations 
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A requirement for man-machine interaction 

A substantial reduction in the volume of paper flowing 
through the court 

A substantial improvement in the quality of data entering 
the system because of improved screening and controls. 

The incremental cost of on-line systems oft~n cannot be justi

fied in terms of offsetting staff or eqUipment cost reductions. Thus, 

such systems must meet the subjective tests described above to be 

worth the added cost. However, once the first on-line application 

is justified (or justified as groups of applications), the incre

mental cost of additional on-line applications is greatly reduced. 

Each of the groups of modules are described in the remaining 

portion of this section of the report. '1'his overview summarizes 

the recommended method for performing the clerical and administra

tive activities within each function. 

1. CASE FOLLOWING FUNCTION SUMMARY 

The case following modules designed for each case category 

provide for the storing, proceSSing, recording and dissemination 

of information arising from court proceedings with respect to a 

particular case or defendant. They also include the collection, 

storage and retrieval of documents filed with the court in support 

of litigation. 

For purposes of deSign and development we have grouped these 

acti.vi ties into the following modules: 

Intake arid File Maintenance - the acceptanc~ and pro
cessing of documents filed with the court;_mainten~nce 
of manual and automated files for storing submitted 
and court-generated documents; and preparat.ion of' 
operational reports other than indexes 

Record of Proceedings and Judicial Support the com-" 
pletion of docket entri.es and minute orders in the 
courtroom: completion of formal court orders and juag
ments; and the provision of case-related data, including 
case setting histories and prior defendant records to 
the judiciary 

-34-

-I 

" 



i 
; I 

il 

Cross Reference - the provision of indexes for use by 
the public and operational reports for.use ~y.the , 
clerical staff to assist them in locat1ng llt1~ants 
case records when the case identifying number 1S 
unknown and in some instances, to provide case status 
information as well 

Notification of Court Actions - to provide notices of 
impending or accomplished court actions to }it~gants 
and others as required by law, or when the notIces . 
serve the interests of justice or improve court adul1n
istration 

Aging and Purging - to monitor case records to deter
mine when time or event dependent actions are required 
by the court or necessitate clerical review; and the 
identification of filings eligible for_dismissal for 
lack of prosecution or destruction 

Juvenile Citation Processing - the unique case follow
ing.processesrequired in the other citations module 
group to process juvenile traffic filings 

Vehicle Registration Data Retrieval - the retrieval 
of the registered owner's or lessee's name and address 
from DMV in order to facilitate warrant and warrant 
notice preparation in parking violation cases 

Statewide Driver History Retrieval - the retrieval of 
statewide prior convictions, drivers' license status 
and outstanding FTA or FTP conditions from DMV for 
persons charged with a moving traffic violation 

Bail Schedule Maintenance - the maintenance of the 
countywide citation bail schedule for the purpose 
of computing bail in moving traffic violation 
cases 

Exhibit Control - the inventorying of exhibits 
received into evidence and the preparation of destruc
tion notices as required by law. 

The following process overviews describe the case following 

module groups developed for each case category. 

(1) Parking Citations Module Group 

The p~rking citations group will process parking cita

lions from filing through arraignment. Citations for which a 

not guilty plea is entered or for which a warrant is iSSued 
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and served are handled as a criminal case in the criminal com

plaint module group. 

Exhibit V, following this page, depicts, in schematic 

form, the major inputs, modular processes and outputs of the 

parking' gr01Jp, which are also described narratively in t.he 

roJ.] owin,.; para,.;raphs. 

An on-line parking system was not designed since most. 

parking citations are disposed of by a straightforward bail 

forfeiture disposition and thereby do not typically neceSSi

tate extensive court actions. The parking group does not 

meet the justification criteria for on-line systems 

Manual Level 

Incoming citations are batched and logged. A list 
is maintained of citations disposed of prior to the 
filing by the issuing agency of the court's cita
tion copy_ When the court's copy arrives, it is 
discarded rather than filed in the Open Citation 
File. The issuing agency is informed when matching 
court copies of citations are not filed within an 
appropriate time. Citations are then filed in fil
ing date and citation number sequenc~ in the Open 
Citation File. 

When the defendant appears (or forfeits bail by mail), 
the court copy is pulled and the citation is val~dated 
manually or by the cash register. A cash register or 
manually-prepared receipt is gi~~n to the defendant if 
he appears. The disposed citation is filed in disposi
tion date and citation number sequence in the Closed 
Citation File. 

Court proceedings are recorded on the back of the cita
tion (i.e., minidocket). If an installment fine is 
ordered, an accounts receivable setup and agreement 
form is prepared. Continued caSes are refiled in the 
Open Citation File in next appearance date sequence. 

A DAN request list is prepared for past due citations 
reSiding in the Open Citation File. When owner's or 
lessee's name and address is returned by DN[V, a noti
fication packet is prepared consisting of: 

warrant notice 
warrant or summons 
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The wal'l' all I noLi('o :tlH w:u'rHn,. .., I I !11'O dn Lac:llod and dis-
Lributed at.. the proper time. 

The index slip from the notifications packet, and man~ 
ually-prepared index slips for persons enterlng a no 
guilty plea are filed alpha~aticallY and serve a~,th~ 
index. The index Slips indlcate the d~te these clta 
tions and related documents are filed In,the Cl?sed 
Citation File in order to facilitate thelr retrleval. 

Purging is performed after five years by destroying 
eligible Citations located in the Closed Ciation File 
and by iSsuing warrant recall notices. 

Sequential Batch Level 

Incoming citations are batched, logged, and entered 
in the automated system. Open citations are listed on 
the Open Citation Status Report in license 'plate number 
sequence, with a cross reference to citation number. 

When the defendant appears (01' forfeits by mail) his 
payment is accepted, a cash register receipt is pre
pared, and the defendant's citation copy is validated 
manually or by the cash register. The court copy is 
used if an appearance is requested or the defendant does 
not present his copy. The disposed citation is filed in 
dispOSition date and citation number sequence. 

Court proceedings are recorded on the back of the cita
tion (Le., minidocket). If an installment fine is 
ordered, an AIR Setup and Agreement Form is preparEd. 
Continued cases are filed in next appearance date sequence in the Appearance File. 

Requests for owner's name and address are automatically 
p;enerated at the proper time by the automated system. 
These request records are forwarded to DMV on magnetic 
tape. _ '~h~n the responses are r~cei:,ed, a warrant eligi_ 
ble lIst lS generated and the cltatl0ns are pulled from 
the Open Citation File. They are then updated to indi
cate warrant issuance and a blanket complaint and order 
is attached to the warrants eligible list. Warranted 
Citations are filed in the Closed Citation File and 
~ogether with not guilty pleas, ap;,ear on the p;inted lndexes. 

Citations are removed from active statu
Q 

and 
~ app~i:tr on the closed Citation number index when-

paid 
disposed of at arraignment 
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PARKING Cll'ATTONS 
CASE FOLLOWING OVERVIffiV 

MANUAL AND SEQUENTIAL BATCH 

Citations (Court Copy has Docket Form Printed 
Arrest Blotter 
D~W Vehicle Registration Data 
Bait Schedule 

on Bacl~) 

L..L _______ -. 
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U 
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Intake and Filed ~laiin!e~~~c~udicial Support Record of Procee ng 

• ~!~~~l:n~~~~;~~ion Data Retrieval 
, Notification of Court Actions 
, Cross Reference 

EXHIBIT 'v 

LJ.. ____ ~ __ • 
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MANUAL 

Missing Citation Log 
Notification Packet t Notice 
- Intent to Issue War ran 
- Warrant/Summons 
- Index Slip 
- Warrant Recall 

ve~~~~:t Registration Request List. 
A/R Setup and Agreement Form 
Complaint Waiver I e 
Blanket Complaint and Order to ssu 

SEQUENTIAL BATCH 

Open Citation Status Report 
Batch Balance Report 
Transaction Log and Errors Report 
Vehicle Registration Request File 

, Warrant Eligibles List 

unVl'~~~C~~~dMi!~i~~Sc~~~iion Number List 
~~~kPOT Prosecution Dismissal List 
Intent-cQ Issue Warrant Notice 
Warrant P"cknge 
Warrant Nam~ Index 
Closed Citation Index 

· Multiple Warrants List 
· A/R Setup and Agl'sement Form 

Complaint Waiver r e 
· Blanket Complaint and Order to ssu 
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a not guilty plea is entered 
a warrant is issued and a predetermined time 
has passed without payment by the defendant 

When the defendant enters a not guilty plea or when 
he is arrested on a FTA or FTP warrant, case data 
are automatically transferred to the criminal com
plaint group on the Not GUilty Interface File. 

Purging is performed after five years by destroying 
citations and related documents located in the Closed 
Citation File. 

(2) Other Citations Module Group 

The other citations group of modules will process juve

nile aud adult traffic citations and adult misdemeanor cita~ 

tions through arraignment. As with parking citations, cases 

in which a not guilty plea is entered or for which a warrant 

is issued and served are handled as a criminal complaint case 

in the criminal complaint group. 

Exhjbit VI, following this page, depicts in schematic 

form the major inputs, processes and outputs of the other 

citation group, which are als6 described narratively in th~ 

following paragraphs. 

Manual Level 

Incoming citations are received by the court. A list 
is maintained of citations disposed of prior to the 
filing by the issuing agency of the court's citation 
copy. When the court's copy arrives, it is discarded 
rather than filed in the Open Citation FilG. The 
issuing agency is informed when matching court copies 
of citations are not filed within an appropriate time. 
Petty theft citations are routed to the prosecuting. 
attorney to determine if a felony complaint is required. 
The citations are then batched and logged. 

Adult mis~emeanor and traffic citations are processed 
upon receipt from law enforcement agencies by prepar
ing docket packets consisting of a: 

courtesy notice 
index slip 
DMV conviction abstract 
referral notice 
docket. 
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The following docket packets are prepared for juve
nile citations: 

first notice of hearing 
second notice of hearing 
index slip 
DMV conviction abstract 
minor's copy 
docket. 

The statewide driver's history and license status 
are obtained by teletype for traffic cit~tion~ all~g
ing selected or serious non-selected movlng vl01a
tions. Graduated bail is calculated for citations 
with statewide driver history. Straight bail is cal
culated for all others. The bail amount or manfintory 
appearance requirement is noted on the docket packet. 
The courtesy notice (or first notice of hearing in 
the case of juveniles) is detached from the packet 
and is mailed to the defendant. 

The citation, docket packet and associated priors 
printout are filed by filing date and citation number 
in the Open Citation File or Juvenile Open Citation 
File, The ind~x slip is detached and is filed in 
alphabetic sequence. 

When an adult defendant appears (or forfeits by mail, 
the court citation copy is pulled from the Open Cita
tion File and the docket is validated manually or by 
the cash register. A cash register or manually-pre
pared receipt is given to the defendant if he apPG~rs. 
The disposed citation is filed in disposition date 
and citation number sequence in the Closed Citation 
File. The index slip is updated to indica..,e tlte dis
position date under which Lhe citations were filed. 

Court proceedings are recorded on the docket copy of 
the docket packet. Referrals are noted on the referral 
copy, which is detached and forwarded to the appropriate 
agency. If an installment fine is ordered, an AIR 
Setup and Agreement Form is prepared. Continued cases 
are refiled in the Open Citation File in next appear
ance date sequence. 

Past due ,,; ttations are pulled from the Open Citation 
File. A ,tarr ant packet is prepared consisting of' a: 

warrant notice (for law enforcement issuance) 
warrant 
warrant recall notice 
FTA hold 
FTA release. 

D 
D,'~'" . , 
. 

L"'.-,..,.., 
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OTHER CITATIONS 

CASE FOLLOWING OVERVIEW 

MANUAL, SEQUENTIAL BATCH AND ON-LINE 

Citations 
Arrest Blotter 

• Statewide Criminal History 
Statewide Driver History 
Graduated Bail Schedule 

Intake and File Maintenance 
Sta tewide Driver History Retri.eval 
Record of Proceedings and Judicial Support 
Juvenile Citation Processing 
Cross Reference 
Aging and Purging 
Notification of Court Actions 
Bail Schedule Maintenance 

MANUAL 

Missing Cita'tion Log 
Adult Docket Packet 
- Courtesy Notice 
- Index Slip 
- DMV Conviction Abstract 
- Referral 
- Docket 
Juvenile Docket Packet 
- First Notice of Hearing 
- Seconu Notice of Hearing 

Index Slip 
- D1W Conviction Abstract 
- Minor's Copy of Disposition 
- Docket 
Notifications Packet 
- Warrant Notl.,:,e 
- Warrant 
- Warrant Recall 
- mw Hold Abstract 
- mrv Release Abstract 
Blanket Complaint and Order 
to Issue 
AIR Setup and Agreement Form 
Complaint Waiver 

* The On-line level of 
automation will provide 
indexes, case summary, 
and warrant recall via 
terminals. 

SEQUENTIAL BATCH/ON-LINE* 

Juvenile Citation Receipt List 
Transaction Log and Errors 
Report 0 

Response Exceptions L~st 
Batch Balance Report 
Adult Docket Packet 
- Referral 
- Docket/Priors List 
Courtesy Notices 
Juvenile Docket Packet 
- Comp~7~r Disposition Inp~t 

Form 
- First Notice of Hearing 
- Second Notice of Hearing 
- Minor's Copy of Disposition 
-' Docket/Priors List 
mw Abstracto File 
Open Name Index (With Case 
Summary) 
Closed Name Index (With Case 
Summary) 
Annual Name Index' 
Warrant Eligibles List 
Warrant Package/Warrant Inter
face File 
Lack of Prcsecution Warrant 
Dismissals 
Unprosecuted Filings List 
Complaints Referral List 
Multiple Warrants List 
Skipped and Missing Citation 
Numbers List 
Blanket Complaint and Order to 
Issue 
AIR Setup and Agreement Form 
Complaint Waiver 

• Bail Schedule '0 

,. 

EXHIBIT VI 
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The warrant notice is sent to the defendant and the 
dockets are updated to reflect notice issuance. The 
past due citations and packets are attached and 
returned to the Open Citation File. After thirty 
days, the FTA hold is forwarded to DMV and the warrrant 
to law enforcement. The remaining documents are for
warded to the Criminal Complaint Module group for fur
ther processing . 

Similar to citations involving adults, juvenile cita
tions are·filed by filing date and citation number in 
the Open Citation File. Dispositions are recorded on 
the docket. If the juvenile fails to answer, the 
second notice of hearing is detached from the packet 
and mailed. No response to the second notice results 
in the completion and mailing of an FTA hold to DMV. 
Disposed citations are filed by disposition date and 
citation File. 

Purging is performed after five years by destroying 
eligible citations and related documents located in 
the Closed Citation File and by issuing warrant 
recall notices~ 

Sequential Batch Level 

Incoming citations are received by the court. Petty 
theft citations are routed to the prosecuting attorney 
to determine if a felony complaint is required. The 
citations are then batched, logged and ent~reQ in the 
automated system to establish a citation master file. 

The automated system retrieves statewide driver his
tory for all moving traffic offenses, automatically 
computes graduated bail, and updates the citation 
master file. . 

When the defendant appears or forfeits by mail and no 
court appearance is made, the disposition is recorded 
on the defendants citation copy if available. Other
wise, the court citation copy and docket packet are 
pulled from the OPen Citation File. The daily index 
may be referenced to determine bail amount if the 
courtesy notic~ does not accompany the defendant's 
citation. 

Court proceedings are recorded. on the docket. If an 
installment fine is ordered, an AIR Setup and Agreement 
Form is prepared. Referrals are noted on the referral 
copy of the packet and are forwarded to the appropri
ate agencY9 Continued cases are filed in next appear
ance due date sequence in the Appearance File. 

Past due citations are indicated on a warrant eligibles 
list. Citations appearing on this list are pulled from 
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~he,Op~n Citation File. They are then updated to 
~ndlca~e warrant issuance and a blanket complaint 
and ord~r i~ attached to the warrant eligibles list. 
T~ese c1tat~ons are then filed in the Closed Citation 
~lle. FTA, FTP and conviction abstracts are genera-

ed on a magnetic tape which is mailed to DMV. 

Changes in citation status as a result of the above 
activities are recorded on the Citation Master File. 
~his.file is updated daily and is used to prepare 
e~~~red o~tputs including courtesy notices in data 

~~~i~~~eW~~~hba~~ mailed to defendants. The notices 
a1 amount or the need for a mandator 

co~rt ;ppearance: A three-part docket priors listY 

:~d ~~t:~~~; ~ot~ce packet is generated in filing date 
in the same 0 ~~ e~ se~uence. The packets are filed 
citations buPt thC~tat~on File with the corresponding 

, ey are not merged A d 'I ' 
printed containing all active d' a1 y 1ndex is 
of cases. Besides providin an recent~y disposed 
reference to the citation than,alpha~etlc and numeric 
and bail calculation data~ e 1ndex lncludes status 

Citations are removed 
basis, and are placed from the active index th on a monthly 

on e monthly closed index when: 
paid 
disposed,of at arraignment 
a not gU1lty plea is entered 
a warrant is issued and a y , 

has passed w'th t predeterm~ned time 
1 ou payment by the defendant 

CaSes in'which the defendant. . 
w~en he is arrested on a FTA ~~ters a not gui.lty plea or 
t~cally transferred to the cr' .FTP warrant are automa
group on the Not Guilty Tnt f1mlnal,complaint module 

.L er ace Flle. 

J~venile citations are se ar 
t10,ns using a receipt lis~ :~:d from the adult ci ta
system. A docket packet is

g 
I rated by the automated 

of a: a so generated consisting 

c~mputer disposition input f 
f~rst notice of hearing orm 
s~con~ notice of hearing 
m~nor s {~0.Py of disposi tio 
docket/priors list. n 

The first notice of h ' 
Disposi~ions are reco;~~~ng is mailed to the minor 
If the Juvenile fails t on the docket/priors list. 
hearing is detached fro~ answer, the second notice of 
response to the second n ~~e packet and mailed 
and mailing of an FTA hO~d1~~ results in,the c~mpf~tion 
are generated automatical DMV Conv1ction abst 
computer disposition' ly from data supplied racts 

1nput form n' on the 
. 1sposed citations are 
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filed by disposition date and citation number in the 
Closed Citation File. 

Purging is performed after five years by destroying 
eligible citations and related documents located in 
the Closed Citation File. Periodically~ upon demand 
a list of citations which have remained unprosecuted 
for an extended period of time can be printed. 

On-Line Level 

The on-line level is similar to the sequential batch 
level except for the indexing, case summary, and war·
rant recall activities. 

The on-line indexes provide 'name and numerical cross 
references to the citation number. On-line indexes 
are required for active and recently disposed of 
cases. The closed and annual indexes are prepared on 
a batch basis and are microfilmed. 

The case summary provides case event-oriented data, 
statewide driver history summary and bail calculation 
data. A combination docket/priors list is printed by 
console typewriter activated by the on-line terminal 
for persons appearing in court. 

This procedure eliminates the printing of daily 
indexes and unnecessary priors lists and dockets. It 
also expedites counter operation since the video dis
play operator can locate an entry by real-time inquiry 
instead of by manual look up. 

(3) Criminal Complaint Module Grou.p 

The criminal com'plaint m.odule group processes cases ini

tiated by formal criminal com.plaint, Grand Jury indictment~ or 

information filed (for superior court cases stemming from a 

complaint filed in a justice court). Included are complaints 

stemming from not guilty pleas entered on citations, or arrest 

resulting from failure to appear or pay fine. 

Exhibit VII, following this page, depicts in schematic 

form the, major inputs, processes and outputs of the criminal 

complaint group, which are also described narratively in the 

following paragraphs. 

Manual Level 

Cases are initiated in the municipal courts by the 
filing of a complaint through the prosecuting 
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attorney's office. The court accepts only pre-
t 1 ~s bail bonds and arraignment release da a, suc 1 '" . . 

bail slips, from the other criminal just1ce ag~nc1es 
prior to the filing of the complaint. Alon~ w1th 
the complaint the prosecuting attorney tYP1cally 
submits the c~mplainant's statement, arrest reports, 
evidence and a statewide criminal history summary. 

The clerk accepts the submitted documents, establishes 
a case folder and assigns a case number. ,The arrest 
number serves as the case number before a permanent 
one is as'signed at complaint receipt time. 

An index card, Register of Actions card and a cal~n
dar card are also established for the case. The 1ndex 
card is filed alphabetically in a drawer which serves 
as the index. The Register of Actions card, with pre
printed checkoff entries, is filed in a tub file in 
case number order. The calendar card is forwarded to 
the calendaring clerk. These three documents may be 
prepared from a single multipart snapout form. 

Appeals are initiated in the lower court by the filing 
of a notice of appeal. When the record of appeal and 
recorder's transcript are prepared, the case is trans
ferred to the superior court's appellate department for 
hearing. Subsequent to adjudication a remittitur is 
prepared and returned with the originally submitted 
documents to the lower court. Copies of written opin
ions are distributed to the District Court of Appeal 
and the Reporter of Decisions. 

Cases not on appeal are initiated in the superior 
courts by the filing of an information, certification 
order, or grand jury indictment. Documents for cases 
transferred from the lower courts on a held to answer 
order are held in a suspense file and logged onto a 
suspense sheet. If an information is not filed in 
these cases within a specified time period, a notice 
of impending dismissal is forwarded to the prosecu
ting attorney. 

The superior court clerk initiates and prepares 
s'inilar documents to those prepared in the municipal 
court. 

As documents are submitted subsequent to the initiaJ 
filing, the clerk makes a cu.rsory check of proper ' 
case identifying data and aceepts the documents 
Documents (e.g., requests for motion) requesting a 
court appearance are scheduled at the counter and ar' 
updated to reflect the scheduled date. Later, the e 
doc~ments are validated against the Register of 
Act10ns and any required clerical actions are initi
ate~. The documents are entered in the Register of 
Act10ns by dated checkoff entry and are stored in the 
caSe folders. If an appearance is required, the 

-43-

IJ 
," -.-,~ 

1.-: J 
l , ... 

l-
L 

--
'-..r:----

-

.... 

.~-

I 
.I·~i 

'Ih' 
: 

I." I 

:~ 
\ , 

r 

I 

I 

"1 

'I 
'r 

J 



":I-~ '; ~ 

.',., 

','I ,,,....... 

I 
N 
p 
U 
T 
S 

M 
o 
D 
U 
L 
E 
S 

o 
U 
T 
P 
U 
T 
S 

CRIMINAL COMPLAINTS 

CASE FOLLOWING OVERVIEW 

MANUAL, SEQUENTIAL BATCH AND ON-LINE 

Arrest Reports 
Arrest Blotter 
Complainant Statement 
Compla~nt, Indictment or Information 

• Case Documents from Lower Court with Either Certification or Held to 
Answer Order 
C'L ta. tions, Dockets, Complaint Waiver and Associated Documents 
Supplemental Filings 
Statewide Criminal History 
Statewide Driver History 

• Bail Schedule 
Bail Slips 

• Bail Bond 
O.R, Release Agreement·, 
Preprinted Minute Orders (Automated Levels) 
CouJ:t Calendars 

• Sealing Acknowledgments 
Not Guilty Interface File (Automated Levels Only) 

Intake and File Maintenance 
• Record of Proceedings and Judicial Support 
• Statewide Driver History Retrieval 

Statewide Criminal History Retrieval 
Cross Reference 

• Notification of Court Actions 
Exhibit Control 
Aging and Purging 

MANUAL 

• Case Folder 
• Register of Actions Card 

Calendar Card 
• Index Card(s) 
• Minute Orders 

Warrants 
• Warrant Recalls 

Subpoenas 
Exhibit List 

• Formal Orders and Judgments 
Completed Minute Orders 
- Releases 
- Notices to Seal 
- Referr9.ls 
- Case Folder Original 

• Exhibit Destruction Notices 
Arrest Disposition ~epori 

• DMV Abstracts 
• Unprosecuted Filings List 
• AIR setup and Agreement Form 

* The On-line level of 
automation will provid& 
indexes, case summary~ 
and warrant recall via 
terminals. 

SEQUENTIAL BATCH/ON-LINE* 

Case Folder 
Register of Actions Microjacket 
Transaction Log and Errors 
Report 
Batch Balance Report 
Case Labels 
Case Setting HistoJ:Y 

• Warrants 
Warrant Recalls 
Subpoenas 

• Formal Orders and Judgments 
Completed Minute Orders 
- Releases . 
_ Notices to Seal 
- Referrals, 
- Case Fo~der Original 
Opei') Name Index (With Case 
Summary) 
Closed Name Index (With Case 
Summary) 

• Numerical Cross Reference 
Annual Name Index 

• No Complaints Filed List 
DMV Abstracts 
Proceedings Against Defendants 
in the Superior Court b¥ the 
District Attorney . 

• BI 8715 File 
Exhibit Destruction Notices 

• Exhibit Purge List 
• Inventory of Exhibits on File 
• Exhibit Disposition List 
• Unprosecuted Filings List 
• Annual Fugitive List 
• AIR Setup and Agreement Form 

EXHIBIT VII 
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requesting document (or a copy) is jforwarded to the 
calendaring clerk. 

Proceedings are recorded on checkoff multipart minute 
orders by the courtroom clerk. The clerk also pre
pares formal judgmen.ts and orders, a.s required, and 
maintains an exhibit list. During the proceedings, 
the judge is provided the case folder, criminal or 
statewide driver history (utilized during bail setting, 
sentencing, etc.), aud the case's calendar' card which 
serveS as a case summary and setting history. 

Based upon the court actions, the clerk prepares: 

warrants and warrant recall notices 

referrals to other criminal justLce agen
cies (copy of minute order) 

unprosecuted filings list 

arrest disposition reports 

DMV conviction, hold and release abstracts 

exhibit notices. 

Annually, the index cards are pulled and microfilmed 
for cases filed the previous year. Cases eligible for 
purging are also pulled, microfilmed and destroyed. 
The exhibit list is also monitored to determine when 
destruction notifications are required and when unre
tained exhibits can be destroyed or transferred, in the 
case of money, to the county. 

Sequential Batch Level 
Cases are initiated in the municipal court by the filing 
of a complaint through the prosecuting attorney's office. 
As with the manual system, the court accepts only pre
arraignment release data from the other criminal justice 
agencies prior to the fili.ng of the complaint and related 
documents. 

The clerk accepts the submitted qocuments, establi.shes 
a case folder and assigns a ca..se number. The arrest 
number serves as the case number before a per:rnanent one 
is aSSigned at complaint receipt time. 

Appeals are initiated in the lower court by the fil-
ing of a notice of appeal u When the record of appeal 
and recorder'S transcript are prepared, the case is 
transferred to the superior court's appellate depart
ment for hearing. Subsequent to adjudication a remi t·~ 
titur is prepared and returned with the originally 
submitted documents to the lower Gourt. Copies of 
written opinions are distributed to the District Court 
of Appeal and the Reporter of Decisions. 
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Cases not on appeal are initiated in the superior 
courts by the filing of an information, certifica
tion order, or grand jury indictment. Documents 
for caSes transferred from the lowet courts on a 
held to anSwer order are held in a suspense file. 
However, a buck slip is entered i!t the system to 
monitor dismissal as prescribed by Section 1382 P.C. 

In both the municipal and superior courts, documents 
submitted to the court are routed to a controls 
clerk. The controls clerk reviews and edits each 
submitted document, as well as case-related documents 
generated by the court (e.g., minute orders). Copies 
of documents to be entered in the automated system 
are coded as required, and are batched and routed to 
t~e data entry section. All 'original documents are 
ml.crof~lm:d ~nd ~he film is inserted in the Register 
~f Act.lon ..... ml.croJacket. The documents are then filed 
l.n the case folder. 'I'he data entry copies are destroyed 
after an appropriate waiting period. 

~~dai~~i:~ basi~, the Criminal Master File is updated 
, 1 ex ace fl.les to tho other modules principally 

ca endarin~ stat'~t' 1 ' - b' 78 l.C·~,I.'eporting and accounting are 
i~ep~redk Opera~l.onal reports are prepared to assist 
an~ ~oe~oc~~em~~~!o~o~~:;sstaTtuhs, system pe:formance, 

. eSe reports l.nclude: 
a daily index of t· . d i ac l.ve cases summarl.zing case 
an aefendant characteristics defendant cus
tody status, court actions and settings made 
and current case status ' 

~ numerical cross reference t th " 
Justice agen.cy numbers 0 ~ er crl.ml.nal 
numbers and other cour' per~on l.dentifying 
consolidated cases) t aSsl.gned numbers (e.g., 

caSe labels 

data entry audit trail. 

In addition, a case settin' . 
cases scheduled for a courf ~l.story l.S printed for those 
along with stateWl.·de d' ppearance. This repo'''''t th rl. veX' and " l. , 

e app~opriate cases, and the crl.ml.nal histories for 
to tHe Judiciary. case folder are provided 

The courtroom clerk recor 
part,minute orders, mos ds proCeedings on checkoff mu1tl.'-
headl.n of which have . gs. lhe clerk also computer-printed 
orders, as required. Thes~repares formal judgments and 
t~ the controls clerk f documents are then routed 
tl.on. or review, Coding, and distribu_ 

In addition to the dailv 
cases dl.' d -J a1pha beti" d • spose of during t- ~ '-,,", an nllmA .... i '"'~, , -he month are 1-:-·'·_'" va..!. J.ndexes, 

l.sted on a closed 
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case index. An annual index is prepared for cases 
filed during the year. This report is microfilmed. 

Notices of court actions are prepared for various 
criminal justice agencies. Arrest disposition data 
is generated on magnetic tape or hard copy for the 
Bureau of Identification. The Bureau of Criminal 
Statistics receives a report of felony case statis
tics requested of the district attorney, but prepared 
by the court. A list of cases with impending dismis
sal under the Section 1382 P.C. or for which no com
plaint has been filed is prepared for the prosecuting 
attorney. And, DMV abstracts are printed for defen
dants convicted of a traffic violation. 

Exhibits received into evidence are inventoried and 
monitored by data entered from minute orders. Exhibit 
inventories, purge and disposition li~ts, and destruc
tion notices are automatically generated as required 
by the system. 

Cases are cleared from the Criminal Master File Annu
ally. A caSe is considered cleared after court dis
position or when a warrant has been outstanding more 
than a pre-determined time span. These "fugitive 
cases" may be dismissed for lack of prosecution in 
less serious matters, or monitored manually from the 
list provided in more serious matters. 

Since the case documents are already microfilmed as 
the Register of Actions, cases eligible for document 
destruction need simply be removed from the case folder 
and destroyed. 

On-line Level 
The on-line level is similar to the sequertial batch 
level except for the indexing, case summary and warrant 
recall activities. 

The on-line indexes provide recall of name and numerical 
cross references to the court-assigned case number. 
On-line indexes are required for active and recently 
disposed of cases. The annual index of filings is pre
pared on a batch basis and is microfilmed. 

The case summary provides case and defendant event~ 
oriented data contained in the Criminal Master File 
including: 

basic defendant(s) and case identifiers 
case characteristics 
defendant custody status 
bail and bond status 
court actions taken 
case setting history 
current case status indicator. 
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Os not intended to replace 
The on-line case summar~ 7 t f Actions microjacket. the document-oriented Regl.s er o. 

° tify an on-line information Most cO"lrts that could JUs 0th law ~ t d on counties Wl. system are probab~y loca e l.ate or plan to operate, 
enforcement agencl.es Wh~ ope~ ms' Therefore, the 
on-line want and warran ~ys ~oc·interface to the law 
deSign provirles for an au omadl.

the 
on-line entry of enforcement warrant system an .... 

warrant recalls. 

(4) Juvenile Module Group 

The juvenile group of modul~s processes juvenile delinquency 

initial or subsequent peti-and dependency cases stemming from 

tions filed under Sections 600-602 W & I Code. 

Exhibit VIII, following this page, depicts in schematic 

form the juvenile groups' major inputs, processes and Qut

puts, which are also describ~d narratively in the following 
paragraphs. 

Manual Level 

Initial and subsequent petitions ~re filed with the 
court following review by an intake officer. 

When the initial petition is filed, a case folde~ is 
established and an index card, calendar card and Regis
ter of Actions card are pre.')ared on a multipart form. 
The index card is filed alphabetically. The Register 
of Actions card is stored in case number order in a tub 
file. And, the calendar card is provided to the calendaring clerk. 

On filing of SUbsequent petitions, the juvenile's 
existing case folder and-Register of Actions card are 
utilized. A new calendar card, however, is prepared. 
In wddi tion, if the juvenile's index card has been 
m:t.crofilm~d and destroyed, an index card fs also pre-

o pared and filed alphabetically. 

Cases scheduled for detention hearings are filed by 
q,a,.te in the Appearance File. All other cases are 
filed in the case file. 

:'?roceedings aloe recorded on checkoff multipart minute 
orders ?y the ~ourtroom.clerk. At the hearing, the judge 
or hear1ng offl.cer rece1ves the case folders for those 
juveniles scheduled for an appea~ance, and the corre_ 
sJ?ond~ng calendar cards.which serve as the ca"e setting 
hl.stoIY. At the detentJ.on h,"')aring,. the courtroom clerk 
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CASE FOLLOWING OVERVIEW 

MANUAL, SEQUENTIAL BATCH AND ON-LINE 

° Initial Petition b nt Petitions and Documents 
: ~~~~;~~~~~a~i~~~eS~r~:;~e(Automated Levels) 

Court Calendars 
Sealing Acknowledgments 

• Affidavit of Non-Appearance 
: Probation Reports . 

L-L-------=I 
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Intake and File ~dl~in!e~~~c~udiCial Support Record of. Pr9cee ~ng 
Cross Reference 

: Notification o~ Court Actions 
• Aging and Purg~ng 
• Exhibit Control 

LL __ ,_. ---=I 
SEQUENTIAL BATCH/ON-LINE* 

EXHIBIT VIII 

Case Folder 
o Register of-Actions Card 

Calendar Card 

Case Folder _. ket 
Register of Actions Ml.croJac 

: Transaction Log a~d Errors 
Report 

o 
U 
T 
P 
U 
T 
S 

= Index Card(s) 
Formal Orders and Judgments 
Completed Minute Orders 
- Releases 
_ Notices to Seal 
- Referrals _. 
- Case Folder Or~g~nal 
subpoenas 
Exhibit List 
Warrants 

• Warrant Recalls . 
o A/R'Setup and Agreement Form 
: Purge Control List 

* The On-linG level of 
automation will provide 
indexes and a ca~e 
summary via term~nals 

Batch Balance Report 
Case Labels 
Case History 
Warrants 
Warrant Recall 
Subpoenas 

. • Completed Minu te Orders 
- Releases 
- Notices to Seal 
- Referrals 

Case Folder Original 
Formal Orders and Judgments 
Cumulative Monthly Name Index 

o (With Case Setting History) 
Annual Index f 
Annual Notices for Review 0 

• Dependent Children Cas7s 
Unprosecuted Filings Ll.st 

• Purge Control List 
AIR Setup and Agreement.Form 
Exhibit Destruction Not~ces 

• ~~e!~~!r~~~e~~~~its on File 
Exhibit Disposition List 
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distributes hearing notices and completes the affi
davit of service. Subsequent to the court session, 
the courtroom clerk prepares the required formal 
orders and judgment. 

If the juvenile fails to appear as ordered, the pro
bation office files an affidavit of non-appearance 
and the clerk issues an arrest warrant. 

The Register of Actions maintained in the manual 
juvenile group is used somewhat differently than its 
counterpart in other caSe categories. Since only 
one Register of Actions card is prepared per person, 
its entries may become voluminous, thereby making 
look ups difficult particularly when many supplemen
tal filings are made in a case. Hence, the major 
function of the juvenile Register of Actions is to 
verify documents filed, while inquiries are gener
ally directed at the calendar card or case folder. 

The court may order the sealing of a juvenile's records 
upon the filing of a petition and hearing. If granted, 
the clerk notes the agencies to whom an order to seal 
is fowarded on the outside of the juvenile's case folder. 
A copy of the minute order to seal is forwarded to each 
of these agencies and the case folder is physically 
sealed, and the index card and Register of Actions card 
are removed. When the acknowledgments are returned, 
their receipt is entered On the case folder and they 
are filed separately in a confidential.file until they 
are microfilmed and destroyed. 

Exhibits received into evidence are logged onto an. 
exhibi t list·. At th-e proper time, destruction notices 
are forwarded to the appropriate parties and the evi
denc,e is returned, transferred to the county or destroyed. 

'Case. folders are microfilmed, and purged as soon as 
legally permissable. Since purging in blocks is parti
cularly difficult with juvenile cases, a purge control 
list is maintained of cases destroyed. ·This list is 
maintained near the case file to facilitate the identi
fica tion of missing case folders (1. e ~, cases must be 
in file, replaced with an out card; or on the purge 
control list) . 

Sequential Batch Level 

Initial and' subsequent petitions are filed with the 
court following review by an intake officer • 

When the initial petition is filed, a case folder is 
established. On filing of subsequent petitions, the 
juvenile's existing case folder is utilized. 

All documents submitted to the court are routed to a 
.controls clerk,. The controls clerk reviews an~ edits 

-48-

f . 
i 
i 



each submitted document, as well as case-related 
documents generated by the court (e.g., minute orders). 
Copies of documents to be entered in the automated 
system are coded as required, and are batched and 
routed to the data entry section. All original docu
ments are microfilmed and the film is inserted in the 
Register of Actions microj acket. The documents are 
then filed in the case folder. The data entry copies 
are destroyed after an appropriate waiting period. 

On a daily basis, the Juvenile Master File is updated 
and interface files to the other modules, principally 
calendaring, statistical reporting and accounting, 
are prepared. Operational reports, including indexes 
containing case status information are prepared, 
a~ong w~ th a~tive case histo'ries (listing all peti
tl0ns flIed ln the case and their dispositions) for 
the probation office. . 

The courtroom clerk records proceedings on checkoff 
mt'L~tipart miz:ute orders, most of which have computer
~rlnted headlngs. The clerk also prepares formal 
Judg~ents and orders as required. These documents 
are. ~hen routed to the controls clerk for review 
codlng and distribution. At the detention heari~g 
~he ~ourtroom clerk completes preprinted notice of' 
earlng forms and distributes them to the parties. 

If an. order to seal is granted, the clerk notes the 
agencles to whom the order applies on th t'd 
the juvenile's case folder. A copy of t: ou.sl t e of 
order to seal is forward d t e mlnu e 
and the case folder is e .0 each of these agencies 
acknowledgments areret~~~:~ca~~y.sealed: W~en the 
entered on the case folder a' elr recelpt lS 
as part of the Register of ~d.they ~re ~icrofilmed 
acknowledgments are then d !ctl0ns mlcroJacket. The 

. tai~ .securi ~y, all entries e i!r~hed. ~<;> further main
annual indexes are marked ou .e prevl~us years' 
the Register of Actions micr t .Wlth p~rklng pen, and 
a "sealed" Register of Act. oJac~et :s.transferred to 

10ns mlcroJacket fil e. 

The automated system monitor 
n~t progressing as expected s cases and lists those 
llSt. on an unprosecuted filings 

Annual notices of dependen . 
the appropriate time. cy reV1ew are produced at 

The.automated system maintains' . 
unt1l they are eligible for J~ven1le case records 
a purge control list i~ prodPurg1ng. At that time 
are des~royed (they have alr~ced and th~ listed ca~es 
the Reglster of Actions). ady been m1crofilmed as 

Exhibit control is handl d . 
the automat d " e 1n the mann r i e cr1m1nal Complaints e <escribed in 

caSe category. 
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On-Line Level 
The on-line level is similar to the sequential batch 
level except for the indexing and case summary acti-
vi ties. 

The on-line indexes provide recall of juvenile's name, 
last petition filing date, probation case number, 
court case number and charges (including the W & I 
section under which the petition is filed).. A numeri
cal cross reference is also maintained on-line to per
mit retrieval by probation case number 

The case summary provides recall of previous and cur
rent court appearance schedules, their purpose and 
their outcome. I 

(5) Other Civil Module Group 

The other civil group of modules processes complaints, 

petitions, prerogative writs, and de novo trials on appeal 

stemming from civil and small claims. This includes cases 

involving: 

Personal injury and property damage 

Dissolution or nullity of marriage and separate 
maintenance 

Adoptions 

Mental health proceedings except the insanity 
phase of criminal trials 

Probate of -will, guardianship and· conservatorship 
proceedings, and compromise of minor's claims 

Eminent domain and special equity actions 

Actions under the Uniform Reciprocal Enforcement 
of support Law (Section 1650 C.C.P.) 

Small olaims trials on appeal 

Any other civil action normally processed by the 
municipal or superior courts' civil division. 

Exhibit IX, following this page, depicts in schematic 

form the other civil module groups' major inputs, outputs and 

processes which are also described narratively in the follow-

ing paragraphS. 

-50-



• )' , 

.~~ .. ,-, 

Manual Level 

Cases are generally initiated by ~h~ fi~ing of a 
civil petition, complaint or certl~lca~10n order 
(involving persons suspected of belng lnsane, a 
mentally disordered sex offender, or an addict). 

The clerk makes a cursory review of the initiating 
and supporting documents to assur~ that proper case 
identifying data is present. Coples are conformed 
and summons are issued as required. A case folder 
is established and a Register of Actions card, 
index cards and calendar card are prepared and filed. 

SUpplemental filings are submitted by parties to the 
action. Court dates for pre~trial events, such as 
motions 'are noted on the requesting document or the 
resulti~g order. Each submitted document is then 
posted to the Register of Actions by checkoff and 
dated entry, wherever Possible, and filed in the 
case folder. 

Appeals are initiated in the lower court by the fil
ing of a notice of appeal. When the record of appeal 
and recorder's transcript are prepared, the case is 
transferred to the superior court's appellate depart_ 
ment for hearing. Subsequent to adjudication a remit
titur is prepared and returned with the originally 
submitted documents to the lower court. Copies of 
written opinions are distributed to the District Court 
of Appeal and the Reporter of Decisions. 

Prior to each court session~ the clerk pulls the case 
folders for cases appearing on the following day's court 
calendar. Requested jury instructions and verdict forms 
are removed from the forms inventory and are submitted 
to the courtroom clerk. The courtroom clerk also receives 
calendar cards and minute orders with the heading portion completed. 

Proceedings are recorded on checkoff multipart minute 
orders which minimize the requirement for narrative 
entries. 0 ~hese m~nute orders, when completed, serve 
,a~ ,the flnlshed mlnutes. The calendar card, jury instruc_ 
tlo~ form~ a~d c~se folder are provided to the judge 
dUrlng adJudlcatl0n of the case, with the calendar card 
serving as the case setting history. 

Subsequent to court proceedings the minute orders are 
reviewed :for completeness by th~ courtroom clerk For
mahloJb·~tdgments.andd ~rders are prepared as required. Any 
e~ 1 7 s recelve lnto evidence are posted to the exhi
b1t 11St. The calendar card is updated to refl t new settings made. ec any 
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CASE FOlLOWING OVERVIEW 

MANUAL, SEQUENTIAL BATCH AND ON-LINE 

ders Reo Section 1368 P.C. 
o Petitions, complainbt~tt~~ With I~itial Filing Other Documents Su m 

Supplemental Filings d _, (Automated Levels) 
o Preprinted Miinutce Or r~~dS (Manual Level) 
o Attorney Act ve ase ' 

L...L ____ ----=-. 
M 
o 
D 
U 
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Intake and File ~~in!e~~~c~udicial Support 
o Record of Procee ng 

Cross Reference 
o Notification o~ Court Action 
o Aging and Purg~ng 
o Exhibit Control 

L-L ____ ----=-. 

o 
U 
T 
P 
U 
T 
S 

MANUAL 

o Case Foider 
Register (,f Actions Card 

o Judgment EloJ)k ' 
o Indexes . 

- Mental Health 
- Family Law 
- Adoptions 
- Probate 
'- Eminent Domain 
- Civil .. , 
Completed Minute Orders 
State Notifications 
- Adoptions (VS-45) , 
- Family Law Questionna~re 
- Report of Final. Decree or 

Nullity (VS242-243) 
Notices to Parties to the 
Action 
- Conservatorship , 
- Termination/Account~ng 
_. Entry of Judgment 

Re' Findings 
= pr~trial Conference ?~der 

o Civil Active Case Conf~lma
tio'll Noticl1 

SEQUENTIAL BATCH/ON-LINE* 

Case Folder 
Register of Actions 
Microfilm Judgment Book 

o Transaction Log and Errors 
• Report 
• Batch Balance Report 

Case Labels 
• Case Setting History. 
o Indexes (Daily and Cumulative 

Weekly, Monthly and Annually) 
- Mental Health -
- Family Law 
- Adoptions 
- Probate 
- Eminent Domain 
- Civil 
Completed Minute Orders 
State Notifications 

o Adoptions (VS-45) 
= Fami'ly Law Questionnaire 
- Report of Final Decree or 

Nullity (VS242-243) 
o Notices to Parties to the 

Action 
- Conservatorship 
- Termination/Accounting 
- Entry of Judgment 

Re' Findings = pr~trial Conference Order 

EXHIBIT IX 

* The On-line level of, 
automation will prov~de 
indexes and a case 
summary via te~minals o ~~;~~g~c~~~:P~!~~ ~~~~~;mation 

Notice 
Purge Control List . 
Sixty Day Purge Not1ces 

o Dismissal Orders , 
Unprosecuted Filings L1st 

o F~hibit Destruc~ion Notices 
Exhibit Purge L~st . 
Inventory of Exhibits,on F~le 

: Exhibit Disposition L1St 



~. , . ...... _ .. 

I. 

-~- --, 

i 

""'11. -, , 
- - ~."I 

". '. 

The court-generated documents are then distributed 
and/or filed as required by law. A copy of the judg
ment is filed in the Judgment Book. All original 
documents are posted to the Register of Actions and 
are filed in the case folder. The minutes are filed 
chronologically in the case folder to preclude the 
necessity of a minute book. 

To the extent possible, court orders should be recorded 
solely on minute orders. However, formal notices are 
required to the state (adoptions and report of final 
decree or nullity), and to parties to the action (ter
mination of conservatorship or annual accounting, entry 
of judgment, pretrial conference order, etc.). In addi
tion, attorneys receive a quarterly notice listing their 
cases which are currently on the civil active list. By 
updating and returning a copy of this notice, the cases 
may be confirmed and thereby remain active. 

The design provides for a combined family law questionnaire 
to handle the requirements of the courts' conciliation 
service (if the court provides the service) and the Bureau 
of Vital Statistics. Since the BVS form contains a sub
set of the questions contained on the conciliation ser
vice questionnaire, one form would suffice simply by 
making the conciliation service questionnaire a longer 
part of a multipart form along with the BVS questionnaire. 

Annually, the courts' hard copy judgment book and inuexes 
are replaced by microfilm copies. When the case folders 
are ready for purging, they are pulled from the case file 
in blocks (the case numbering system facilit~tes purging 
in series) and their documents are microfilmed and 
destroyed. Similarly, the corresponding Register of 
Actions cards are pulled, microfilmed and destroyed. 

~equential Batch Level 

Similar to the manual system, the clerk makes a cursory 
review· of the submitted documents to assure that proper 
case identifying data is present. Copies are conformed 
and summons are issued as required. A case folder is 
established, the documents are inserted, and the paper 
work is forwarded to a controls clerk. 

The controls clerk reviews and edits each submitted 
document, as well as case-related documents geperated 
by the court (e.g., minute orders). Copies of documents 
to be entered in the automated system are codod-as 
required, and are batched.and routed to the data entry 
section. All original documents are then filed in the 
case folder. The data entry copies are destroyed after 
an appropriate waiting period. 
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Appeals are initiated in the lower court by the fil
ing of a notice of appeal. When the record of appeal 
and recorder's transcript are prepared, the caSe is 
transferred to the superior court's appellate depart
m7nt for hearing. Subsequent to adjudication a remit
t1tur is prepared and returned with the originally 
su~mitted documents to the lower court. Copies of 
wr1tten opinions are distributed to the District Court 
of Appeal and the Reporter of Decisions. 

?n a daily basis, the Civil Master File is updated and 
1nt7rface files to the other modules, principally calen
dar1ng, statistical reporting, and accounting are pre
pared.Operational reports are prepared to a~sist the 
clerk to monitor caSe status system performance and 
to locate caSe folders. The~e reports include: ' 

~aily and cu~u~ative weekly, monthly and annual 
1ndexes of f1l1ngs by case type (i.e., mental 
heal~h, adoptions, probate, family law, eminent 
domaln and other civil) 

case labels 

data entry audit trail. 

In addition, the case setting history is printed for 
those cases scheduled for an imminent court a 
The ~ase folder, case setting history and anyP~:a~!~~:d 
~~~~al ,fdo:m~ (e. g., jury instructions) are provided 

e JU 1c1ary at each court session. 

Proceedin~s are recorded on checkoff mul tipart 0 t· 
orders Wh1Ch are generall" m1nu e 
The minute orders when c~m~~:t~~1nted by the system. 
minutes.' , serve as the finished 

Subsequent to the court session 
orders are prepared as required: 
doc~ments ~:e then routed to the 
rev1ew, cod1ng and distribution. 

formal judgments and 
All c0urt-generated 

controls clerk for 

All judgments are microfil d 
microfilm judgment book ;~ ~nd become part of the 
the m~crofilm is noted ~n th: ~~~~ments' ,location on 
that 1 t may be retrieved aftA . 't ,copy Judgment so 
as part of the Register of A~~i~ns~s again microfilmed 

The original minutes are fOl d 
case folder to preclude th1 e chr~nologically in the 

e necess1ty of a minute book. 
To the extent Possible court d 
and disseminated on mi~ute dOl' ers should be recorded 
h<;>wever, monitors filings a~~ er,~. The automated system 
t10ns of court orders and J' d pr(,pares formal notifica_ ' 

u gments for: 
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state notices of adoption or filing final decree 
or nullity (data is supplied to complete the 

, special forms manually) 

notices to parties to the action (conservator
ship termination or annual accounting, entry of 
judgment, notice regarding findings, entry of 
pre-trial conference o~der, tec.) 

notices to attorneys of their caseS on the civil 
active list. 

In addition, a filings exception report is prepared 
which monitors the progress of active filings and reports, 
by exception, condition such as: 

missing probate documents 
dissolution final decrees not requested 
mental health doctor's report due. 

The Bureau of Vital Statistics and conciliation service 
family law questionnaires are combined as described in 
the manual system. 

Exhibits received into evidence are inventoried and 
monitored by data entered from minute orders. Exhibit 
inventories, purge and disposition lists, and destruc
tion notices aro automatically generated, as required, 
by the system. 

'rhe system also monitors filings to determine their eli
gibility for dismissal and purging. 

Unprosecuted filings are listed and dismissal orders 
are automatically prepared when permitted under Sections 
581 and 583 C.C.P. 

Filings meeting the purging criteria are listed on the 
purge control list. Sixty days prior to their appearance 
on this list, de.struction notices are generated by the 
automated system and are forwarded to the Secretary of 
State. Case folders of filings to be purged are destroyed 
and the corresponding Register of Actions microjacket 
is placed in a historical file. 

On-line Leyel 
The on-line designs are similar to the sequential 
batch except for the indexing and case summary activi-

. ties. 

The on-line indexes provide recall of parties' names, 
relationship to case, entitlement, case type, filing 
date and case status indication for all cases filed 
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. d of through court wi th the court and not dl.SPOS~ rt settlement. . 
judgment, dismissal, or o~t 0 cou arcel number to 
A cross reference is prOVl.de~d b~ ~dual or master 
facilitate retrieval of the l.n 1V~ • 
cases establl.she 1n em1ne . d' . nt domal.n actl.ons. 

The on-line caSe summary provides re~all 
setting history which shows all prev~ous 
court dates set, purpose of the sett1ng, 
and outcome. 

(6) Small Claims Module Group 

of the case 
and future 
re.questor, 

The slllall claims module group provides for thE' processing 

of small claims cases filed in the municipal courts. Speci

fically, these cases provide for money judgments of less than 

$500, and for actions on unlawful detainer where the maximum 

term is month to month and the total claim is less than $500. 

Exhibit X, following this page, depicts in schematic form 

the small claims modules' major inputs, processes and outputs, 

which are also described nal'.ratively in the following paragraphs. 

Manual Level 

The plaintiff initiates a small claims action by completing, 
with the assistance of the clerk, a statement describing 
the nature and circumstances of his claim. The clerk 
collects the filing fee or the plaintiff requests and 
obtains an order to proceed without costs. 

A mul tipart form is completed at the time of fili.ng consisting of a: 

prenumbered docket, affidavit of mailing, and 
declaration of non-military service 

two copies of the notice of entry of judgment 
(only the "heading" data is completed at this time) 
two copies of the declaration and order 
defendant index card. 

A copy of the declaration and order is detached and 
served on the defendant(s) by mail (in which case the 
clerk completes the affidavit of mailing on the docket) 
or by personal service. An index card is stored in a 
tray type index file for each defendant in the action. 
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SMALL CLAIMS 
CASE FOLLOWING OVERVIEW 

MANUAL AND SEQUENTIAL BATCH 

Plaintiff's Statement 
Supplemental Filings (Wri ts-, Appeals, Mot.ions, Defendant 
Claims, Etc.) 

MANUAL 

• Multipart Form 

. ' 

Intake and File Maintenance 
Record of Proceedings and Judicial Support 
Cross Reference 
Notification of Court Actions 
Aging and Purging 

SEQUENTIAL BATCH 

Multipart Form 

EXHIBIT )" 

_ Docket WHh Affidavit of Mailing 
- Notice of Entry of Judgment 

- Docket With Affidavit of Ma.iling 

_ lDe~lara tio!> and Order (Copy) 
.. Index Card 
Formal Orders and Judgments 

- Notice of Entry of Judgment 
- Declaration and Order (Cop:r) 
Formal Orders and Judgments 
Daily Defendant Index 
Weekly Defendant Index 

• Monthly Defendant Index 
Annual Defendant Index 



, 

---

!"'-~-

:._-, 

[- ,-.. -~ 

. , .' 

D~ 
",. ---

-; .•.. 

~ 

:. -~. 
.. ---

' •. -" 

{ . 

• 

2. 

The case-related documents are then filed in appear
ance date sequence in the Appearance File until th~ 
scheduled court date. At that time, the documents 
are pulled and forwarded to the courtroom. The 
courtroom clerk records proceedings on the pre-printed 
docket. A copy of the declaration and order is pro
vided to the judge during the proceedings. 

Subsequent to judgment, the notices of entry of judg
ment are completed. They are detached from the multi
part form and are mailed to each plaintiff and defen
dant. The remaining case documents are stored in 
the case file subsequent to judgment. 

When permitted by law, old dockets and related docu
ments are purged from the case file. The dockets are 
then microfilmed and the documents are destroyed. The 
indexes are also microfilmed annually and the index 
cards are destroyed. 

The post-adjudication procedures relating to the enforce
ment of judgment are similar to the comparable civil 
procedures. 

Sequential Batch Level 

The sequential batch process is similar to the manual 
process except for the methods of indexing, financial 
accounting and statistical reporting. 

The sequential batch small claims modules do not utilize 
a case master file; only a cross reference file is 
utilized. Data is entered at filing and disposition 
time, and whenever a financial transaction occurs sub
sequent to filing. The financial and statistical data 
are passed to the appropriate modules via the Accounting 
Interface and Statistics Interface ~iles. 

The automated cross reference module prepares daily, 
weekly, monthly and annual defendant indexes of filings. 
In addition, unprosecuted filings (i.e., those without 
a disposition in a reasonable period of time) are moni
tored on the Unprosecuted Filings List to facilitate 
their dismissal. 

CALENDARING FUNCTION SUMMARY 

The purpose of this section is to summarize the recommended 

automated and manual clerical procedures performed in the calendar

ing process. Calendaring is the process of scheduling the variety 

of court proceedings related to each type of case within the con

straints of the law and available court resources. In addition, 
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LIST OF CALENDARS PROVIDED 
EXAMPLES ONLY" 

MUNICIPAL COURT 

CASE CATEGORY CALENDAR CASE CATEGORY . 
Parking Citations Voluntary Appearances Other Citations -

Juvenile Traffic 

Juvenile 

Other Citations Voluntary Traffic Arraignment 
Mandatory Traffic Arraignment 
Misdemeanor Citation Ar~aignment Criminal Complaint-

Felony 

Criminal Complaint- Arraignments 
Misdemeanor Plea Bargaining Conferences 

Trial Confirmation Hearing 
Pretrial Motions 
Court Trials (Including Traffic) Civil-Probate 
Jury Trials (Including Traffic) 
Probation and Sentencing Hearings Civil-Family Law 

Criminal Complaint- Bail Setting 
Felony Arraignments 

Plea Bargaining Conferences Civil':'Mental Health 
Pre-hearing Motions 
Preliminary Hearings 

Civil-Other Cases 

Other Civil Law and Motion 
Pretrial Conferences 
Settlement Conferences 
Defaults 
Master Calendar 
Court Trials 
Jury Trials 

Small Claims All Hearings Appeals 

------
SUPERIOR COURT 

CALENDAR 

Juvenile Traffic Hearings 

Detention Hearings 
Adjudication/Disposition Hearings 
Annual Reviews 

Arraignments 
Plea Bargaining Conferences 
Pretrial Motions 
Trial Confirmation Hearings 
Court Trials 
Jury Trials 
Probation and Sentencing Hearings 

All Hearings 

.'Jefaul t Hearings 
Orders to Show Cause 
Law and Motion 
Reciprocal Enforcement Support Law 

(RESL's) 
Contested Trials 

Mental Health Hearings 
Criminal Insanity Hearings 

Adoption Hearings 
Law and Motion 
Pretrial Conferences 
Trial Setting Conferences 
Settlement Conferences 
Defaults 
Master Calendar 
Short Cause Court Trials 
Long Cause Court Trials 
Jury Trials 
Small Claims Trial de Novo 

All Appeals from Lower Courts 
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In the competition for court resources, civil cases 
suffer from the need to adequately handle the ongoing 
day-to-day work load and from the higher priority given 
to 'criminal matters. Thus, civil cases are usually 
the backlogged cases. 

Continued matters represent an additional demand on 
court resources, the size of which depends upon local 
continuance policies. Since continued matters in effect, 
create work load, they too can reduce the availability 
of court time for civil matters, thereby creating a 
backlog. 

The amount of potential court work load, represented 
by at-issue cases or complaints filed, decreases as 
the appearance date approaches. This "fallout" of 
work load can be predicted with some degree of accuracy 
by statistical reporting and analysis. Fallout should 
be factored into appearance date setting guidelines, 
thereby "oversetting" the number of cases which can 
actually be heard .. Particular attention should be given 
to long cause cases since the unpredictability of 
their occurrence or duation can either Dverload court 
resources, or when the lIfallout" is greater than pre
dicted, result in idle court resourceS. 

Although civil cases are low in priority, appearance 
dates must be set in advance of criminal cases due to 
timing constrain·ts specified in the statutes and 
rules of court. Civil trials must be set for appear
ance at least 90 days in advance. If courtrooms 
become available within the 90 day period due to . 
excessive "fallout," civil cases cannot be reset to 
make use of the available time. If a calendar· clerk 
schedules civil cases in anticipation of fallout 
which does not occur due to below normal "fallout", 
a severe trailing situtation or continuances may 
occur. 

The observations above illustrate some of the complex 

interre~ationships which must be cunsidered in scheduling 

court resources. A statistical reporting system is vital to 

the analysis and rationalization of these interrelationships 

including: 

The relationships between civil and criminal work 
load 

The relationship between continuance, trailing and 
case load oversetting policies and their effects 
upon backlog, delay, court room utilization, and 
witness, juror, and attorney waiting times. 

-58-



," 

... 

The calendar function designs as describ'.ed in Appendix H 

were developed to accommodate the variety of existing policies 

related to the above factors and to enhance the analysis and 

improvement of such policies. The modules designed are as 

follows: 

Appearance Scheduling 

Notification of Court Appearance 

Calendar Preparation 

Department Assignment. 

Each of these modules is described below: 

Appearance Scheduling 

This mOdul~ includes determining the type of appear
~nce and an appearance date. In all cases, scheduling 
1~ performed manually, assisted by listings of pre
V10usly scheduled cases to assess total work load. 
Four m~thOds of scheduling appearances are defined 
depend1ng upon the type of hearing and the individ~al 
actually setting the date, as follows: 

L~w Enforcement - Dates for appearance in cita
t10n court are established at the t" of c1"ta-tion " . 1me 

1ssuance. The dates are normally 10 or 
mor~ days from issuance. In addition custod1"al 
off1cers set c " '1 " , 
in conjUnctionr~~~~aa ~~~~~a~~le~~~;i~f:~~tfdates 
those released on bail, bond, or O.R. or 

Court Counter Clerk a 
duration actions are-sc~~~~~:~c~ dates for short 
clerk at the time of filin Y,the counter 
OSC's, motions and small cr" TYP1cally, defaults, 
be scheduled in th' a1ms appearances can 1S manner. 
Judge - criminal hearin s 
at the prior appearance g ;~e ~c~e~t'Lled in court 
for arraignment is schedul deb1n1t~al appearance 
if the defendant is r 1 e Y law enforcement 
~f arrest if held in ~u:~~ed or within 48 hours 
1nal caSes should be sCheddi' L~ng cauSe crim
tance of a calendar clerk u ed ~1th th~ assis-
long trials on the 0 ' due to the 1mpact of 
next item). verall court schedule (see 

Calendar Clerk - th 
for the overall wor~ ~~!~ndaf clerk is responsible 
and maintains records f SCledule of the court 

o all pending cases. The 
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calendar clerk must be cognizant of the case 
load scheduled by others, as noted above, and 
should assist the judges in setting long cause 
criminal trials by providing alternative trial 
dates. Provided calendaring guidelines for 
others are established from accurate statistics, 
the calendar clerk should be able to schedule 
uncommitted resources for civil cases without 
creating a significant backlog. The setting of 
civil trial dates is the prime responsibility of 
the calendar clerk. The effective scheduling of 
civil cases is a complex matter if trailing, 
continuances, and excessive backlog are to be 
avoided. 

With the exception of dates set by the calendar clerk, 
notification of appearance is given at the time of the 
'setting with parties present. When dates are set by 
the calendar clerk not in the presence of parties, 
notice of appearance is given at a prior appearance 
where possible, or by mail otherwise. 

Notification of Court Appearance 

'rhe notification modules provide formal notices of 
appearance to parties to juvenile and civil actions. 
The modules promote the notification of future 
appearance at the time of a current appearance by 
providing p're-printed notices with the court calen
dar and pre-printed minute orders. 

Calendar Preparation 

A file of all scheduled caSes is used to prepare court 
calendars in accordance with the master department 
schedule. These modules also prepare listings of 
pending cases and the civil active list. 

Department Assignment 

The department assignment activities have a major bear
ing upon the development of an effective calendaring 
system since they initially establish the master depart
ment schedule and review court calendars to make last 
minute adjustments in departmental assignment. Last 
m:i,nute assignments are often required to allow for work 
load variations from the statistical averages used to 
develop the master schedule. When excessive work load 
conditions exist, some cases may be trailed for hearing 
if time permits. 

A primary objective of the calendaring function is to provide 

the clerks, administrators, and judges with information to address 
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foll owing this page, summaricalendaring problems. Exhibit XII, 
zes the information outputs provided by the manual, sequential-

batch and on-line levels discussed below. 

Manual I.JBvel 
Calendar cards are created when a case is initiated 
as a part of the case following activitie~. The 
calendar clerk receives calendar cards da1ly and 
files them in the calendar master file by date of 
appea.rance. The cards are visibly arranged in a 
card rack or other similar holder organized by case 
type. Civil cases at issue but not scheduled for 
appearance constitute the civil active list and are 
maintained in a file apart from cases which are 
scheduled for appearance. 

Calendar cards are removed from the civil active 
file by reviewing the scheduled case load and deter
mining the amount of uncommitted court time. Depend
ing upon resource availability, at-issue cases are 
scheduled for appearance and the appropriate notices 
of appearance are prepared. The calendar cards are 
updated with appearance date and verification of 
notice and are then filed by pre-trial conference, 
setting conference, or trial date, as appropriate. 
If a pre-trial or setting conference is scheduled 
prior to trial, a tentative trial date would also be 
scheduled and noted nn .the calendar ca~d for confirm
ation and notification at the conference. Also at 
the conference, a settlement conference date would be 
set and noted on the calendar card. 

Each day the calendar clerk Would prepare court cal
endars for the next day by "xeroxing" the calendar 
cards filed in th~ calendar master file. Prior to 
calen~ar preparat10n, the calendar cards would be 
organ1zed by department according to the master 
department schedUle. The court calendar for each 
de~artment WOuld be accompanied by pre-printed minute 
or ers, and the calendar card for each sChedUled caSe. 

Prior to the distrib~tion of court calendars to each 
department, the court administrator or t 
dar clerk WOuld review the cale mas er calen-
Inake adjustments to departmenta~dare~ case load and 
equitable work distr'b t' aSs1gnments for 

1 u 10n. A copy of th t 
e~dars would be forwarded to a clerk e cour cal-
f1~es. The court calendars alon ,:~ pull case 
pr1nted minute orders and c~ g W1 the pre-
be distributed to the a ro l~ndar cards, would then 
These WOuld be updated ~~ t~r1ate court room clerks. 
on the court proceedings. e court room clerks based 
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MANUAL 

, Ca16ndar Cards 
, Case Setting Criteria 
, Filed Motions, Defaults, Etc, 
, Arrest Blotter 
• Case Setting History 
, Master Department Schedule 

EXHIBIT XII 

CALEUDARING OVERVIEW 

SEQUENTIAL BATCH 

Calendar Interface File (From Automated 
Case Following Modules) 
Case Setting Criteria 

, Filed Motions, Defaults, Etc, 
Arrest Blotter 
Case Set£ing History 
Master Department Schedule 

, Appearance Scheduling 
, Notification of Court Appearance 

Calendar Preparation 
Department Assignment 

MANUAL 

Notice of Appearance 
, Court Calendars 
, Reports Available by Copying 

Calendar Cards 
_ pending Cases 
_ Civil Active List 

, Statistical Tallies of Filings 
and Dispositions 

SEQUENTIAL BATCH 

Notice of Appearance 
Court Calendars 
Computer Printed Reports 
- Pending Cases 
- Civil Active List 
- Attorney Schedules 

, Newspaper Lists 

ON-LINE 

Notice of Appearance 
Court Calendars 
On-Line Inquiry Outputs 
- Pending Cases 
_ Civil Active List 
- Attorney Schedules 
- Court Calendars 

, Newspaper Lists 
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After recording court proceedings, the court clerk 
returns the calendars and calendar cards, showing dis
position and any future dates scheduled in court. The 
calendar cards are then refiled by the next appearance 
date until final disposition has been rendered. Upon 
final disposition, the calendar cards are filed by 
month of disposition for stati~tical analysis of dis
posed cases. 

Sequential Batch Level 

The basic flow of information in the sequential batch 
system is similar to the manual level. Case schedu
ling and notification of appearance are performed in 
the same manner, except that an attorney schedule is 
utilized by the calendar clerk to reduce the occur
rence of schedule conflicts. 

The calendar card which is employed at the manual 
level is eliminated by automating the calendar master 
file on magnetic tape. Since the calendar card cannot 
be used to record dispositions and dates scheduled in 
court, these data elements are recorded in the minutes. 
The case following data entry procedures include the 
entry of these data elements which are passed to the 
calendar system by a Calendaring Interface file. This 
file is created when the case following master file is 
updated and thus has a high degree of reliability as a 
result of data editing at that time. 

The Calendar Master file, maintained from Calendar Inter
face file transactions, is used to automatically prepare 
court calendars. The system also prepares pre-printed 
minute orders associated with each court calendar and 
prepares newspaper lists of calendared cases. Court 
calendars are organized by department in accordance 
with the master department schedule maintained on mag
netic tape or as a table within the computer memory. 

The Ca1endar Interface file also includes attorney 
identification data extracted from the case following 
master file, an indicator when notification of appear
ance is req~ired, and the case setting history of 
cases reaching final disposition. The attorney data 
is used to maintain an attorney master file containing 
name, address, phone number, and scheduled appearance 
dates by attorney. Attorney schedules are prepared from 
the master file. Notices of appearance are automati
cally prepared by the system as indicated in the inter
face file • 

The case setting history is retained in the calendar 
master file until the monthly purging of disposed cases 

-62-

f"""~'l'\ 

~! '. ' 
L' 



'H 

c 

occurs. At this time, the system prepares a statis
tics file summarizing the condition of the calendars 
and the disposition history of cases. The civil active 
active list along with listings of all pending cases 
is also prepared at this time, 

On-Line Level 

The on-line level differs from the sequential batch 
system by providing rapid access to the calendar mas
ter and attorney master files via on-line video dis
play terminals. The following information is dis
played upon request. 

civil active list by age and priority 
pending cases by date and department 
pending jury trials 
attorney schedules 

The major benefit of placing this information on-line 
is the rapid availability of case sChedule information 
upon request and the immediate up-dating of civil 
active, pending case, and attorney schedule listings, 

3. JURY SERVICES FUNCTION SUMMARY 

The jury services function discussed in the following para
graphs f,mcompass the activities of the Jury Co ' .! - . mmJ.sSJ.oner and the 
court in providing qualified J'urors for trJ.'als. The activities 
include the selection, qualification, d an summoning of jurors. In 
addition, the modules have provisions 

to maintain records for juror 
service and for the accumulation 

of statistics related specifically 
to the jury services function. 

F'ive modules have been designed. 
The main features of both 

the manual and automated modules 
are discussed below: 

Juror Selection 

On a regular basis th . , t· e cour~ projects th Jury rJoals expected duri th e number of 
determine the number of nt

g ~ next period. To . po entJ.al . to be selected for this . Jurors which need 
three statistical rates pro~e~ted number of trials 
rates are as fOllows: ~ mus e calculated. These' 

~!~!Orical voir dire = V = no. jurors voir dired 
no. jury trials x 12 

absentee rate 
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= A = no, summoned 
no. appearing 

T 

-

or---, -

qualification rate = (~ 
no. selected 

no. qualified 

The number of jurors to be selected is determined by 
multiplying these rates by the projected number of 
jury trials. 

Jurors Selected for 
Next Period 

Project Jury 
Trials x 12 x A x Q 

Voter registration lists serve as the starting point 
for the selection of the jurors required for the next 
period. A file of jurors who are exempt due to prior 
service may be optionally maintained and referenced 
to prevent the unnecessary mailing of affidavits, 

As affidavits are prepared for mailing, a random num
ber is assigned to each juror selected. This number 
remains with a juror throughout the service cycle to 
assure randomness for all subsequent jury service 
drawings. 

Juror Qualification 

The juror qualification module encompasses those acti
vities performed by the Jury Commissioner necessary to 
determine the qualification status of potential jurors 
from returned affidavits, A juror master file is cre
ated of those potential jurors determined to be quali
fied for service, This file includes juror identity 
irilformation as well as summons status, attendance, and 
service records. A follow-up or second notice is 
mailed to those potential jurors not responding to the 
initial affidavit mailing. 

The juror qualification process is continuous through
out the year at a rate necessary to provide sufficient 
qualified jurors. Rather than produce an annual "list" 
of qualified jurors, those qualified are simply added 
to the master file. 

Juror Summons 

The master calendar clerk or court administrator deter
mines the number of jurors to be summoned for pending 
jury trials at least two weeks in advance. The number 
summoned is based upon statistics reflecting the juror 
requirements by type of trial. The number of jurors 
actually summoned should be increased to account for 
the absentee rate. Juror status is updated in the 
master file to indicate summoning. When jury trials 
are cancelled, jurors are notified by phone not to 
appear. 
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, Hecords Juror Assignment and Serv1ce 
d t indicated by the sumJurors appearing on,the ,a e oom for roll call and 

mons are assembled 1~ a JuryAlrl records used for roll 
for assignment to tr1als. . z d by the 
call assignment and voir dire are organ1,e As 
rand~m number initially asS~gnedft~ e~~: i~~~rthese 
a result, sequential select10n 0, Jur 
lists results in a random select10n. 

Attendance cards, one per juror, are,grouped by panel 
and accompany the panel into the ass1gned courtroom. 
These cards are retained by th~ cour~ cler~ ~or , 
recording service through the Jurors part1c1pat10n 
in the aSSigned trial. The cards, with atten~ance 
recorded are returned by the bailiff to the Jury 
assembly'room so jurors can be reassigned to another 
trial or dismissed for the day. 

Juror Usage Statistics 

This module accumulates juror selection, qualifica
tion, summonjng, attendance, and voir dire statis
tics necessary to project juror needs. In addition, 
this data will aSSist in the development of local 
policies and procedures to improve the management of 
the jury services function. 

Exhibit XIII, following this page, summarizes the inputs and 
, 

output reports associated with the modules described above. The 

exhibit also identifies the differences between the USe of the man

ual or sequential batch levels of automation. ~he major features 

of the manual and sequential batch modules are discussed below. 

Manual Level 

Those persons who are selected as potential jurors 
are sent an affidavit which is-manually prepared by 
the Jury Commissioner. This aIfidavit is the first 
part of a multipart form which includes a follow-up 
not~ce, the summons, and an attendance card. Affi
dav1ts.are.removed from the packet and mailed to the 
potent1al Ju~ors. The remaining forms are retained 
to form the Juror master file. Follow-up notices 
and summo~s are removed from the file and mailed to 
sele~te~ J~~ors as the need arises. Attendance cards 
rem~1n ~n e master file until the juror's service 
ob11?at10ns are ful-filled. The attendance card 
prov1des a means to record service to d' t t' 
t' s d t ' " er1 ve s a 1S-1C ,an 0 request Juror payment. 
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JURY SERVICES OVERVIEW 

MANUAL 

Projected Juror Demand 
Voter Registration List 

• Juror Qualification Crite~ia 
Juror Requirements for Tr1al 

.' 
Juror Selection 
Juror Qualification 

SEQUENTIAL BATCH 

Projected Juror Dema~d 
Voter Registration F1l7 _ 
Juror Qualification Cr1te~1a 
Juror Requirements -for Tr1al 

• Juror Summons _ 
Juror Assignment and Serv1ce Record 

: Juror Usage Statistics 

MANUAL 

" Juror Affidavits _ 
Affidavit Follow-up.Not1ce 

• Juror Attendance Cards 
• Juror Summons _ 

Qualified Juror L1st 
-Juror Payroll Vouchers 

: Jury Statistics 

SEQUENTIAL BATCH 

Juror Affidavits 
Affidavit Follow-up Notice 
Juror Status Cards 
Juror Summons 
Juror Attendance Cards 
Jury List 
Juror Payroll Vouchers 

• Jury Statistics 

EX.HIBIT XIII 
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Sequential Batch Level 

The sequential batch level maintains the juror master 
file on magnetic tape which is' sequenced by the ran
dom number assigned to each-juror. Each new addition 
to the master file causes an affidavit and juror sta~ 
tus card to be preparect. The affidavit is mailed and 
the status card retained to serve as a manual' control 
for the Jury Commissioner during the qualification 
process; this card is later used to update-the master 
file. 

Summons, jury lists, and attendance cards are pre
pared as a result of the courts request for ju~ors. 
The system automatically selects qualified jurors 
from the master file by sequential (random) number 
and prepares the necessary outputs. Attendance cards 
Similar to the manual system are used to record juror 
attendance and are submitted to the system each day. 
to update the master tape file. The master file is 
then used to prepare payroll vouchers and statistical 
reports. 

An on-line jury services module wa~ not designed, since there 

is little advantage in the rapid access to juror information via 

terminals. One exception to this would be the on-line preparation 

of payroll warrants in order to pay jurors immediately upon the 

completion of ser~ice. This facility would require an interface to 

the County Auditor's system, authority for the court to issue juror 

warrants, and a procedure to secure blank warrants. 

4. FINANCIAL ACCOUNTING FUNCTION 

The financial accounting function provides for the collection 

of court revenues, maintenance of trust accounts, and the distri

bution of payments in accordance with the law. 

For purposes of system design and development, we have grouped 

these activities into the following modules: 

. . 
Accounting of Fines, Service Fees and Forfeitures 
the preparation of daily and periodic accounting 
reports and audit trails required to properly account 
for and distribute cash (or cash equivalent) intake 
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R . able - the establishment and mainte
Accounts ece1V d d to make 
nance of accounts for persons or ere t 
installment or deferred payments to the cour 

Bail, Bond and Trust Accounting - the 
and maintenance of bail, surety bond, 
trust accounts 

establishment 
and general 

Disbursements - the issuance of warrants (bank drafts) 
or vouchers for bail refunds, juror, witness payments, 
and disbursements to the state and local gov~rnmental 
agencies sharing fine, service fee and forfe1ture 
revenues. 

The following overviews describe the operation of the finan

cial accounting modules at the manual, sequential batch and on-line 

levels of automation. Exhibit XIV, following this page, summarizes 

their major inputs, module processes and outputs in schematic form. 

Manual Level 

During the day, payments are collected for one-time 
and installment fines or court-ordered payments, ser
vice fees and bail forfeitures. In most eourts, a 
cash register tabulates the distribution of the col
lected monies into the register's internal counters, 
and prepares receipts and an audit trail. As such, 
multiple entries on the cash register are normally 
required for a single payment. At the end of the 
day, the cash register is "read out" and the payments 
are reconciled with the audit trail. Any errors are 
rectified by either correcting the audit trail or 
obtaining judicial approval to accept the over or 
under charge. 

Deposit slips are prepared and are forwarded with the 
payments to the auditor-controller. Additional copies 
of the deposit slips may be forwarded to other county 
departments as well. Bulk entries are made in the 
control ledger to distribute the payments to the various 
general trust accounts maintained on behalf of the . 
state and local agencies sharing in the collections. 

Subsequent to the imposition of an installment f'n 
other court-or"dered ins tallment payment th 11k e,. or 
forwards two copies.of the AIR Setup and Ag~e~m:~t 
~<?~m to the account1ng division. The accounting clerk 

1 es one copy of the form in name sequence to serve 
as an account cross reference and ad' next pa t d d ,secon copy 1n 

f ymen ue ate sequence to record the submittal 
o payments and to age accounts in arrears. 
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FINANCIAL ACCOUNTING OVERVIEW 

MANUAL, SEQUENTIAL BATCH AND ON-LINE 

Payments 
Accounting Interface File (Automated Le"els) 
Accounting Adjustments 
Cash Register Readout 
AIR Setup and Agreement Form 
Bail Slips 
Bail Bonds/Undertakings 
Minute Orders and Docket Entries 
Case Folder or Citation/Docket 

Accounting for Fines, Service Fees and Forfeitures 
• Accounts Reveivable 

Bail, Bond and Trust Accounting 
Disbursements 

MANUAL SEQUENTIAL BATCH/ON-LINE* 

• Ca9h Register or Manually
Prepared Receipts 

Cash Regis tel' or Manually
Prepared Receipts 

.. 

· · · · 
· 
· 

· · 

· · 

Deposit Slips 
Da ily IntaJ,e Report 
Distribution Report 
Account Summary Report 
A/R Delinquency List 
Late Notjces 
A/R Suspense List 
A/R ACCClunt History 
A/R Account Cross Reference 
Bond Register 
Bail. Register 
Bail/Bond Cross Reference 
Trust Account Status Report 
Bail/Bond Del.inquency List 
Bond Summary Judgment List 
Bond Delinquency and Exonera
tion Notices 
State Accountings by Fund 
Warrant (Bank Draft) Register 
Warrants (Bank Drafts) 
Bail Referral Recap 
Trust Disbursement Recap 
Juror Payment List 
Wi tness Payment List 
W-2 Forms 

Deposit Slips 
Control Ledger 
FTP Arrest Warrants and 
Complaints 
Trust Control Cards 
Bond Register 
Bond Forfeiture Notice 
Bond ~xoneration Notice 
Warrants (Bank Drafts) 
State Acco\tntings by Fund 
_ Business and Professions 
_ Health and Safety 
_ Fish and Game 

• W-2 Forms 

. * The On-line level of 
automation will provide 
account history and 
cross reference via 
terminals. 

EXHI~IT XIV 
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As installment payments are received, they are posted 
to the AIR Setup and Agreement Form located by next 
payment due date in the Open AIR File. In order to 
locate the form, the clerk may refer by payor name to 
the copy in the Account Cross Reference File . 

. Prior to the submittal of the final installment, the 
form is refiled in the Open AIR File under the next 
payment due date. After the last payment is macre;-the 
form is filed with the rest of the case material and 
the cross reference copy is des~royed. 

AIR Setup and Agreement forms are pulled from the Open 
AIR File when they are past due. A check is made 
against the case record to verify that a payment vali
dation was not made for the past due amount. Accounts 
of juveniles and adults on formal probation are refer
red to the probation office. Warrant packages and 
complaints are prepared for persons subject to provi
sions of Section 40508 eve. Any other account in 
arrears is subject to the issuance of a bench warrant. 

Bail bonds and undertakings submitted to the court are 
recorded in a bond register. The original documents 
are filed in the case folder. When bailor other monies 
are accepted in trust by the court, a subsidiary ledger 
by individual is maintained in the form of trust control 
cards or bail slips. Bulk entries by trust account type 
are made in the control ledger at the end of each day. 
General trust accounts are also established and main
tained for service fee, fine and forfeiture income 
until disbursements are made monthly to the appropriate 
state and local agencies. 

As court actions t,ake place, the bond regiEitel.~ is 
updated. If the court orders a bond exonerated, a 
notice of exoneration is also prepared and forwarded 
to the bonding company and agent. A.copy.of the notice 
is placed in the case folder. - If the court orders 
bond forfeiture, a notice o£ forfeiture is forwarded. 
to the bonding company and agent and a follow up date 
is poted in a diary for 180 days hence.' By that time, 
either the defendant appears or the bonding company 
must submit the surety amount <or be subject to civil 
penalties). This amount is then posted to the general 
trust accounts in the control ledger. 

Warrants (bank drafts) are prepared for payments to 
jurors; refunds of cash bail and other monies held 
in trust; distributions of fine, service fee and for
feiture income to city, county, and state funds; and 
payments to court-appointed witnesses and attorneys. 
In order to maintain proper fiscal control, all 
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warrants (bank drafts) are forwarded to the auditor
controller for review and authorizing signature. 
Person-oriented accounts (e.g., witnesses and jur
?rs) are controlled by name. Social security number 
1S also retained in order to facilitate preparation 
of W-2 forms at year end. 

Seq~ential Batch Level 

Payments are collected at the counter and adjustments 
are ~oted for correcting recording errors. (Each cor
r~ct1ng entry on the list must be initialed by a super
vlsor:). ~he.source distribution code is entered at 
case 1n1t1atlon time so that fund distributions can 
be performed by the automated system. At the end of 
e:c~ day, the payments are forwarded with the audit 
tra1l ~o the accounting division. The cash is th~n 
~~~~nc1led to. the ~udit trail and any adjustments are 

d.d. Depos1t SllPS are prepared and forwarded to the 
au ltor-controller with the payments. 

~~e acco,,;nting division receives reports which recap 
~r~bP~ev10us day's financial activity, and which dis
Th u e the re~enues to the appropriate accounts 

ese reports lnclude the: . 

Daily Intake Report 
~istribution Report 
Ac.count Summary Report. 

The Daily lntake Report . . 
are verified. Any re 'Ui~: rev~ewed and its check totals 
day's reports are inciuded d adJustments to the previous 
Adjustments List. on the current day's Accounting 

E~ch installment account is set ' 
dlted from transaction r d up, adJusted and cre-
Interface File A ec?r s located on the Account1'ng 
ff ' . ccount h1story d 

a -ectlng the account. . . an all transactions 
File. 1S ma1nta1ned on the AIR Master 

Each person is assigned a 
secruity number) so that n accoun~ number (social 
that person is centr 11 all rece1vable acti ·t 
single reference t a y located and availabr~ ~ affecting 

o account history. 1n a 
An Account Index is pre 
number to account numbe~~red to cross reference case 

Accounts in arrears 0 • 

List. Juvenil arv llSted on the A/R . 
form~l probati~na~~~~n!~ea~d accounts of p~~~~~~u~~CY 
~~~a~~;~~;: a~~r:re forwar~~da~~e~~: ~~e pr~nted 
p~ter for th st warrants are pre obat10n Office 
(' ose persons h pared by the 
\:.]alifornia Vehicle C _'I C argeable under 40508 com-

Oue. of the 
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The payor submits installment payments per the sched
ule on his copy of the A/R Setup and Agreement Form. 
The clerk posts payments to the court's copy of the 
A/R Setup and Agreement Form. After the last install
ment is paid, the form is re+urned to the party's 
case folder, or it is attached to the docket and the 
case record is updated. 

Monies posted with the court in trust such as cash 
bail and bail bonds or undertakings are monitored by 
the following reports prepared by the computer: 

Bond Register 
Cash Bail Register 
Bail/Bond Cross Reference 
Trust Account Status Report 
Bond Summary Judgment List. 

Bond delinquency or exoneration notices are also gener
ated to inform parent firms and their bonding agents of 
changes in the status of sureties. 

In addition, revenues from fine, service fee and for
feiture payments are posted to interim general trust 
accounts in order to automate the audit trail and dis
bursement activities. 

Warrants (bank drafts) are pr(.pa:ced for disbursements 
to jurors, refunds of cash bail and other monies held 
in trust, distributions of fine, fee and forfeiture 
income to city, county, and state funds, and payments to 
witnesses. In order to maintain proper fiscal control, 
all warrants (bank drafts) are forwarded to the auditor
controller for review and authorizing signature. Person
oriented accounts (e.g., witnesses and jurors) are con
trolled by social security number. 

On-line Level 

The on-line level is similar to the sequential batch 
level except for the accounts receivable activities. 
The on-line modules provide for the on-line access to 
individual receivable account history and to the 
account number cross referl.:mces. 

STATISTICAL REPORTING FUNCTION 

Statistical reporting involves the summarization of court 

data for internal court management and reporting to outside agen
cies. Both types of reporting depend upon the case following or 

calendaring functions for the data to be summarized and reported. 
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An overview of the two modules which perform the statistical report

ing function is presented below. 

Statistical Reporting to Outside Agencies 

This module prepares monthly summary reports to out
side agencies. This includes summaries of filings 
and dispositions, judicial assistance, and calendar 
condition to the Judicial Council ~ud a Bureau of 
Vital Statistics report which summarizes family law 
petitions and decrees. 

External reports relating to specific cases~ such 
as those to CII and BCS, are produced under the case 
following activities and are discussed in that sec
tiOD.of this rep~rt. Jury statistics reporting is 
prov1ded by the Jury services modules. 

Internal Statistical Reporting 

I~tern~l.reports are prepared periodically to summa
rlze flilngs and dispositions by case type and depart
~~nt. In addition, this module prepares a disposition 

ow trace rep~rt ~h~ch displays the major court 
e~ents.a~d thelr.tlmlng for all cases reaDhing final 
d1Sposltlon. ThlS report has two maJ·or ad t 
ov~r othe f·l· d van ages ~ r 1 lng an disposition reports: 

It accurately relates filings to mao 
e~ents leading to final diSPosition~or ~~~rt 
mlts a projection of the court work ioad lS per-
anee type represented by a g. 1 by appear-

~. lven evel of filings. 
It al~o permits a means to accurately determine 
case fallout" for various 
and categories. case characteristics 

P~esent reports include filin s . .. 
rlng in the same period of t. g an~ dlSposltlons occur-
related to the same cases ~~~ W~lch are not directly 
broad case categories are·used1S act and.the fact that 
accuracy and scope of analys. fho~ reportlng, limit the 

lS w lch can be performed. 
The 
the 

combined analysis of internal 
development of the following: reports provides for 

projections of work load for b d 
and annual juror requirements u get preparation 

the master department schedule 

calendaring guidelines includi 
bel'S of appearances whicl h ng the maximum num
each type of hearing and \~e ould be sc~eduled for 
to be used to overset cale d cas~ settlng criteria 
case "fallout" n ars ln anticipation of 
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local rules of court needed to resolve problems 
identified as a result of statistical analysis. 

Exhibit XV, following this page, summarizes the inputs and out

puts related to both modules described above. The specific manual 

and automated procedures used to prepare the outputs are briefly 

described below. 

Manual L.;vel 

At the manual level, filings and disposition statis
tics are tallied on a decentralized basis by clerks 
during the performance of case following and calen
d~ring activities. Tallies are accumulated centrally 
by the court administrator, the master calendar 
clerk, or a clerk assigned the responsibility of sta
tistical reporting. Monthly reports to the Judicial 
Council and Bureau of Vi tal Statistics are manually 
accumulated and copies are filed in a history file 
with the associated tally forms. 

The condition of calendar report is prepared by 
referencing the calendar master file containing 
calendar cards filed by date of appearance within 
court calendar type. The report is forwarded to 
the Judicial Council and a copy is filed in the 
statistics history file. 

The report of judicial assistance prepared each month 
summarizes the following records: 

Judicial Council judicial assignments 

Stipulations for Pro Tern judges 

Personnel time records for commissioners and 
referees. 

The amount of assistance time is manually accumulated 
to prepare the Judicial Council report. 

A historical file containing the monthly reports pro
vides the basis for annual statistical summaries of 
filings and dispositions by case type and department. 
The dispositicn flow trace is prepared from the calendar 
cards for disposed cases. The cards contain the 
recording of each major court appearance leading to 
disposi tion . Further anal ysis of these two reports 
becomes a useful tool in the evaluation of and plan
ning for court operations. 
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Sequential Batch Level 
The sequential batch level is similar to the manual 
system in terms of output reports and the uses of 
the reports. However, the sequentia~ batch s~stem 
accepts statistical interface magnetlc tape flle~ 
from the sequential batch or on-line ~ase follow:~g 
functions. The statistical history flIes are ma:u
tained on magnetic tape and contain summary statls- . 
tics for the five preceding years as well as current 
year data by month. The statistical history files 
are used to automatically prepare monthly reports to 
outside agencies with the exception of judicial 
assistance and annual reports for internal court man
agement use. The reporting of judicial assistance 
remains a manual process. 

Statistical reporting modules at the on-line level are unnec

essary due to the sequential nature of processing and the summary 

nature of the output reports. As previously mentioned,. the sequen

tial batch level accommodates either the sequential batch or on
liQe case following functions. 

6. INTERNAL ADMINISTRATIVE CONTROL FUNCTION SUMMARY 

This section summarizes the procedures related to the adminis

trative control of internal court operations. TheQmodules within 

the internal administrative control function are briefly described 
below: 

Personnel 

This modul~ encompasses the maintenance- of personnel 
records, tlme and attendance report proceSSing, and 
payroll preparation for court personnel. 

Pers?nnel record~ retain ~a~a regarding county civil 
serV1ce status, Job clasSlf1cation grade and salary 
and p~rson identifiers such as n,am~, addr~ss, social ' 
~ecurlty number, deducti?ns, etc. Salary and wage data 
1n these records along Wl th personnel time and tt . 
dan~e .7'epo:-t data by pay period, provide the pa;ro~~
actlvlty wlth the data necessary to produce payroll 
warrants. 

When time is reported by discrete actit,:'it;es 
can be used to ~ ,this data 
t · prepare reports Which accumUlate th lme,spent in each activity If ... e 
to be related to case categ~r. actlvltles are defined 
activity hours per filin ) c les, work norms (e.g o , 

coupled with prOjectionsgof a~ ~e prepared. Work norms 
planning man-year reqUiremen~~l~ngs c~n.be Useful for 

Y actlvlty and position. 
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EXHIBIT XV 

STATISTICAL REPORTING OVERVIEW 

MANUAL 

Tally Sheets 
Calendar Cards 
Judicial ASSignment Forms 
Commissioner/Referee Data 

• Personnel Records 

SEQUENTIAL BATCH 

Statistics Interface File 
Judicial Assignment Forms 

• Commissioner/Referee Data 
• Personnel Records 

Statistical Reporting to Outside Agencies 
• Internal Statistical Reporting 

MANUAL 

• Fi'lings and Dispositions Summary 
Family Law Petitions, Interlocutory and 
Final ~ecree Summary 

• Condition of Calendar Report 
Judicial Assistance Report 
Summary of Filings and DispositiOnS for 
Year and by Department 
PrOjected Filings 
Maximum Setting Guidelines 
Case Setting Criteria 
Disposition Flow Trace 
Master Department Schedule 

SEQUENTIAL BATCH 

Filings and Dispositions Summary 
• Family Law Petitions, Interlocutory and 

Final Decree Summary 
• Condition of Calendar Report 
• Judicial Assistance Report 

Summary of Filings and Dispositions for 
Year and by Department 

• Projected Filings 
Maximum Setting Guidelines 

• Case Setting Criteria 
Disposition Flow Trace 

• Master Department Schedule 
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Purchasing 

The purchasing module includes the activities to assist 
in the acquisition of equipment, services, forms, and 
supplies by dealing with vendors and receiving purchased 
items. The purchasing cycle is. initiated by purchase 
requisitions. If the status of allotments indicates 
that funds are available, goods and services are pur
chased directly under blanket purchase orders or ser
vice agreements. Services would include those provided 
by court reporters and court-appointed attorneys. 
Requests for bids are prepared and sent to the appro
priate vendors for items not covered by service agree
ments or blanket purchase orders. Purchase orders are 
prepared for a selected vendor upon evaluation of bids. 

When the purchase order is prepared, the amount of the 
purchase becomes an encumbrance on the appropriate 
account allotment. Invoices for goods and services 
complete the purchase cycle and cause the encumbrance 
to become an expenditure. A request for a purchase 
warrant is then prepared to establish an accounts 
payable transaction. 

Disbursem.ents and Accounting 

This module prepares purchase warrants and warrant 
registers. In addition, this module maintains the 
general ledger by processing all money transactions 
related to the internal administration of the court. 
General ledger accounts are maintained by processing: 

purchase expenditures 
personnel payroll expenditures 
transfer of funds. 

At the completion of' each accounting cycle, normally 
each month, this module generates the trial balance, 
general ledger and status of allotment reports. In 
addition, a program budget status report would be pre-
pared for management control purposes. Each of these 
reports are valuable tools for the budget planning 
process. 

Budget Plan 

The activities required to prepare and approve an 
annual budget are included in this module. ~udgets 
are prepared using the following data: 

filings projected for the budget year by case 
category 

work norms 

staffing reports listing authorized and filed 
positions 
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historical cost reports including: 

Program Budget Status Reports 
Status of allotments. 

1 .'- nts by activity are Personnel man-year. req~llreme k norms for each 
determined by multl.plYl.ng t~e,wor r 
activity by the projected f~l~ngs. Necess~l~r 
increases to authorized posl.tl.ons and a,do 
personnel budget are then determined USl.ng wage and 
salary data. 

The annual budget is then finalized by us~ng the 
~istorical cost reports to verify th~ estl.mated 
personnel dollars and to develop estl.m~tes of oper
a.ting and capital expenditures. The fl.nal bu~get 
submi tted for approval consists of the follmV1.ng: 

program budget requirements 
general ledger allotment requirements 
man-year requirements 
capital budget requirements. 

Physical Inventory 

The physical inventory module maintains a master file 
of all court physical equipment and annually prepares 
an inventory report. Each court department reviews the 
inventory list and updates the master file by submitting 
changes which occurred in the preceding period. . 

Forms Inventory 

The co.urt utilizes many forms and often furnishes 
them to attorneys or others to assure the use of 
standard forms. No precise inventory of forms need 
be maintained. Instead, each storage bin or stack of 
forms contains an out-of-stock card to be submitted 
for reordering when stocks are depleted. The card is 
marked with the form number and an appropriate reorder quantity. 

A requisition form is completed and forwarded to pur
~ha~ing: An entry is made in a forms requisition by 
l.ndl.catl.~g the form number, requisition date and the 
order quantity. This data is used to analyz~ forms usage. 

Exhibit XVI, following this page, Summarizes the inputs, 

outputs, and modules associated with the internal administrative 
control function. 

With the exception of the forms inventory activities, many 
internal administrative control services are performed as a part 
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EXHIBI1' XVI 

INTERNA~ ADMINISTRATIVE CONTROL OVERVIEW 

MANUAL SEQUENTIAL BATCH 

Personnel Time Reports ' Forms Out-of-stock Cards 
Personnel History and Job Status : Pyhsical Inventory.Change~ 
Purchase Requisitions 

• Vendor Bids 
Vendor Invoices 

-.-
, Personnel 

Purchasing 
Disbursements, 

: Budget Plan 
Revenue, and Expenditure Accounting 

, PhySical Inventory 
• Forms Inventory 

-.-
MANUAL AND SEQUENTIAL BATCH 

Personnel Staff Report Program Budget Status 
, Status of Allotments Payroll Warrants 
.' Trial Balance Payroll and De.ductions Register 

General Ledger , W2's 
· Pro ram Budget Requirements , Deduction Payments 
· Gen~ral Ledger Allotment Requirements • Purchase Orders 

Man-year Requirements • Warrant Requests 
· Capital Budget Requirements Account Transfers 
: Ph'ysical Inventory Report • Purchase Warrants 
• Forms Usage Log : Warrant Register 
• Forms Requisitions 
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of a county-wide system. For example, 'al thpugh cour~ personnel are 

under the control and direction of the court, each employee must 

be certified under county civil service rules. Also court budgets 

are a part of and conform to the county accounting structure. As a 

result, uniform internal and administrative control modules could 

only exist if county services were uniform. 

Since designing uniform county services is outside the scope 

of this project, the treatment of the internal administrative con

trol function is limited to the above discussion. 
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Person Responsible 
for Activities 
Described (e. g. , 
judge, clerk, etc. ) 

Process Performed 
by Computer 

Process Performed 
Manually 

Process Conducted by 
an Agency Outside 
the Courts 

Decision Point 

a 

. :-" 

o 

> •• ~ 

" J .. ~..... '4 

FLOW CHART SYMBOLS 

~ 

V ~ 

( ---] 

c:J 
D 

Computer Produced 
Document 

Manually Produced 
Document 

Punch Card 

Punched Tape, 
Cash Register 
Receipt or Adding 
Machine Tape 

Payment, either 
Check or Cash 

On-line Display 
Terminal 

V 
0 

~ 
~ 

c----~ 

()-

Manually Maintained 
File 

Magnetic Tape 
File 

Random Access Disk 
Files 

Flowchart Connector 
For example, the 
reader is directed 
from page 2 connector 
D to page 3 connector 
A, within the same 
group of modules. 

Connector Leading to 
a Person or Organiza
tion Outside the 
Courts 

Flowchart Connector -
For example, the 
reader is directed 
from page 2 connector 
E to page 2 connector 
B, within the calen
dar modules for the 
same level of automa
tion. 
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PARKING-
MODULE CONCEPTUAL DESIGN 

IDDULE IDENTlF ICU ION 
LEVEL OF AUTDIAT I ON 

AM-I-OIl INTAKE AND FILE MAINTENANCE Manual 
IODULE PURPOSE 

To account for and file all incoming parking citations 

IODULE FLO' 

CD 

YES 

(I)All parking citations are received by the court 
from the issuing law enforcement agen~ies. 

(!)prior tq filing, each citation is checked 
against the Missing Citatipn Log, For each cita
tion located on the Missing'Citation Log, a dispo
sition has been filed at an earlier date. Each 
such citation is discarded. Since the defen-
dan t's copy has alread y been filed in the closed 
citation file. ' 

All remaining citations are filed by citation 
number and filing fate. Tally sheets are updated 
at this time. 
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PARKlN'G 
MODULE CONCEPTUAL DESIGN 

MODULE fDEHT JFjCAtlOH I MO~UlE HAVE 

AM-I-Oll INTAKE AND fILE MAINTENANCE- I 
LtvEl Of AUTOMATION 

Manual I PAGE 

~F~ 
MOOUlE PURPOSE 

To ~~ocesS bail forfeitures, court appearances, and actions necessary to the dispOSition of 
citations. 

MODULE fLOr 

I 
C!LASt'O C17"'7101.) 

FIt. 

OPeN (;17ArION Fa';' 

;---_1--/1 
• ~'lrIt7IoN:; , 

orbl Clrlt71011' I'/I.£: 

MODULE NlRR4T1YE 

0u the defendant appea~s with It. 
ci til. HOIl, the clerk pulls th ~s copy of the 
copy from the Open Ci tation ;iiorre~ponding court 
has been issued the CoUrt' e. f a warrant 
is ~etrieved fr~m the Close~ ,cCOitPYt,?f th~ citation 

n lon Flle 
If the defendant does Qot present 

copy, he is talc;! to l.'eturn after th 
Intent to Issue Wal.'rant is f e 
the court. orwa:rded 

0 0nce the 
the liail is 
indicated. 

his ci tat ion 
Notice of 
to him by 

pou1.'1 copy of the citation 
marked on the citation and is located, 

~O\lted as 

CD 1 r II. Wil.l'l'ant is outstandiJl > 
issUed. If tl court appeat"ane!' ill. recal;t is 
('<l1)rt 's ci til. ti 011 copy is l.'Outec! ; reques ted, the 
t"OOOl and the de fend ant is di 0 the Court_ 

rected to appear. 

(!)If the court' 
defendant's coPySi~O~~e~annot be located, the 
the Alissing Citation Log an~ .. :<!11 entry is made in 
be located the money '~et~ nedither copy can 
dant.' is. unle to the defen_ 
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PARKING 
MODULE CONCEPTUAL DESIGN 

lOOULE IbE~TIFICATIDN I MDDULE HAil( 

AM-3-041 RECORD OF PROCEEDINGS AND JUDICIAL SUPPORT 
MDDULE PURPOSE 

f 

UVEL CF AuralUIDH 

Manual 

To record all activity associated with courtroom appearances 

IODUlE FLor 

o'EN C1711r1oN FlU:' 

I 

ol'EN CtrflTlDN FILE. 

IODUlE NARRATIVE 

(I) All citations and dockets of persons requesting 
a court appearance are given to the courtroom 
clerk. The proceedings are recorded on the 
docket. Most of the entries consist of simple 
checkoff entries. -

C!)All citations n~t disposed of at the initial 
appearance are refiled by their next date of 
appearance in the Open Citation File. 

(!)If a time to pay account is established, the 
clerk prepares an A/R Setup and Agreement Form 
prior to his leaving the courtroom. 

I PAGE • 

..2...nF~ 

C/..()5Ci) CITATION 
FILE 

i' 
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MODULE IOEHTI/'ICATlO~ 'MODULE HAlE 

AM-4-131. 

MODULE PURPOSE 

PARKING 
MODULE CONCEPTUAL DESIGN 

AGING AND PURGING I 
LEVEL OF AUTOUTION 

Manual 

'

PAGE ' 

......L..oF~ 

To identify and prepare citations for notification and warrant 

~.--------.------~--~----------------------------~ 
NODULE FLOI 

CD 

NODULE NARRATIVE 

CDAll citations not yet disposed of through bail 
!orioiture, warrant, or court dismissal are kept 
in the Open Citation File. Certain citations will 
come due each day, either for noticing issuance 
of wIU'rant, appearance in court or tiru~ payment 
due date. 

0Citations which have reached their appearance 
due date are pulled from the file and prepared 
for the DMV Registration Request List. 

oPEN CITATION 
FILE: 

I 

CD Those citations which have passed the warrant 
issuance date specified by the intent to i'su 
notice are pulled from the Open Citations ;11 e 
'J'be warrant copy of the attached notification e. 

::p:a:C:'k:Q:t::i:S:-=d::is:-:t:r:i:b:u:t:e:d:=t=O=l=a_w_._e_n_f_o_r_c_e_m_e_l_lt_. ________ ~~ ________________________ ~ _____________ ~, 
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PARKING 
MODULE CONCEPT4AL DESIGN 

MoaULE IDENTIFICATION 'MODULE NAIE 

AM-4-13l 
MODULE PUR'DSE 

AGING AND PURGING I LEVEL OF AUTOMAT I, ON 

Manual 

To prepare warrants for issuance and to dismiss citations for lack of prosecution 

MODULE fLOI 

~£t).5l!O t:.lrATltJN FILE 

MODULE NARRATIVE 

CD Citations pulled for warr,ant issuance are sent 
to' court for the issuance of a anket complaint 
and order to issue to authorize t~e issuance of 
t!J.e warrants. 

C!)unsarved arrest warr~nts initiate dismissal for 
lack of prosecution. A dismissal order is 
obtaill""d and the dockets are updated to reflect 
the disposition. Tho d.ocuments are then filed 
in the Closed Citation File. 
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PARKING 
MODULE CONCEPTUAL DESIGN 

IDDULE IDENTIFICATION 'IOOULE HAle 

AM-4-131 
MODULE PURPOSE 

AGING AND PURGING 

-, LEVEL OF AUTOIHl ON 

I Manual 

To purge index cards that are older than one year 

0 0nce each year, the clerk purges the index 
cards from the index file. 

C!) All index cards are pulled from the file and 
submitted for microfilming, 

(!)The microfilm index serves as the permanent 
index file. The index cards are destroyed. 

~~: ~.;.~#;;;~:.~~~~~~~~~~i-~~~ 

IOOULE FLO. 

I PAGE 

......LoF~ 

-0', 

HISTOR/CP.L INPEX 

" 
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':1 ,I 

PARKING 
MODULE CONCEPTUAL DESIGN 

loaULE IDENTIFICATION I MODULE ~,\ME 

AM-4-13J. 
MODULE PURPOSE 

AGING AND PURGING I LEVEL OF AUTOIAT I ON 

Manual 

To purge citations from the disposition files as prescribed by statute 

MODULE FLOt 

MODULE HARRAT I VE 

~The purging of citations in this f~le is depen
dent upon the statutory requirements re,garding 
the maintenance of these files. 

® All citations to be purged. are pulled from the 
file. 

Citations with active warrants have a warrant 
packet attached. All citations with active war
rants outstanding are submitted to the court for 
dismissal. The recall portion of the packet is 
removed and distributed to the proper law enforce
ment authorities after the dismissal is issued. 

~AII citations and the attached packets are 
destroyed. 

~--.~ 

t.'ltZEf) CI7,4,rION rlu~. 

Cl..cseo CIT" TI(}AI rILe 
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PARKING 
MODULE CONCEPTUAL DESIGN 

MODU~( IDE"TlrtCATIOH / MDDUlE HUt 

A:J-B-1Sl VEHICLE REGISTRATION RETRIEVAL /

LEVEL OF AUTDMATION 

Manual 

MDDUlE 'URPOSE 

To retrieve vehicle registration information for uncleared citations.' 

PRtPIlI,t 
RE~;iSTLA"":~N 

LIS; 

t)I1V 

MODULE FlOI 

8 
I 

RE61f':T/,,'rloN t-----.t 

7 I
: flEFlto. 7 

, IN I .' C/S·"1I:s5£D 
: .. ""l.rt:ED C.JTA" i Tfl..~v ,.t:/L~ , 

c-

OPEn CITATIOI FILt 

1 
Q)Registration information return .. .:] by DMV' , 
tho same order as the citations for which itL!a~n 
~equested. Each return is matched against the co1'-: 
responding citation. Those citatilJlls with a match-
ing return from DMV are pUlled from the file f . 

Warrant, warrant/summons, index recall. card, and warrant 

the preparation of a notification packet, or 

(DThose citations for which no mach could b 
!ound are resubmitted for registration ret . e 1 
1£ a clericnl error was made in the init' ~1eva 
reqURst. _1a 

Those citations with no return fro DM\,' 
pulled from the file ~tnd submitted todth' -re 
j 0 ~ d' , 1 t. e ('ourt , lsmlssa. Upon dlsmissal these ci> t" 

are filed in the Closed etta ti~n File, .a .lons 

3' 
\'::'),\11 ,'It.ltl{lns ~lth a re'·iST~"tl."on reT - f 
)'l"\ .... ~ .u-n rom 

I ,\ l~VU n ~otificatl.on packet prepared, -rhe • 
pllckot C0l1S1StS of a Notice of Intent to Issue 

-'-'-

t:"'-, 

PARKING 
MODULE CONCEPTUAL OESIGN 

IODULE IOEHTIF1CAliOH ,IODULE HAME 

AM-9-l0lNOTIFICAT;'0N OF COURT ACTIONI' 
IDOULE PURPOSE 

/

LEVEl OF AUTDIUIOH 

Manual 

To noH,fy defendants, law ,enforcement and public agencies of court actions 

IODULE FLOW 

OPE-N CITATION FIL£ 

OpeN CITATION FILE 

MODULE HARRA liVE 

(I)when registration information is returned from 
DMV the notification packet is prepared and the 
Notice of Intent to Issue Warrant is distributed, 

(!)When the citations pass the due date specified 
on the intent notice, the warrant or sununons 
copy is removed from the associat,.:d packets a,nd 
serit to the proper authorities. 

(!)warrant recalls are detached from the appro
priate packets and are distributed when necessary. 

(!)For all citations where a failure to appear 
warrant is required, a blanket complaint and 
order to issue is prepared and the warrant is 
detached from the packet and is forwarded to the 
appropriate law enforcement agency. The index 
card is updated to reflect the warrant issuance 
date, which is the date of filing in thu Closed 
Citation File, . _________________________________________________ ~ 
~~~~~------------------------------,~~ 
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PARKING 
MODULE CONCEPTUAL DESIGN 

MUOULE lOEHTIFIC4TIOH I MODULE N.NE 

AM-la-On CROSS REFERENCE /

LEVEL OF .UION.IIOH 

Manual 

MOOULt PURPOSE 

'['0 provide an alphabetical index to the case number which will assist in locating 

case-related information 

NODULE FLOI 

9F 

CY
'<JA 

'-----r--' 

/NlJEX FILE 

NODULE HUU T lYE 

CD All index cards are filed in t 
in alphabetical order Inf a ray type file 
includes the defendant's nao~mat~Otn ~n the card 
issuanc d tIm , c~ atlon number 

e a e, clarges and warrant issuance date. 
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FLOWCHARTS FOR 

SEQUENTIAL BATCH LEVEL OF AUTOMATION 
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MDOUlE IDENT InCAT ION 'MODULE NUE 

AS-l-021 

PARKING 
MODULE CONCEPTUAL DESIGN 

INTAKE AND FILE MAINTENANCE I lEVEL OF AUTOMATION 

Sequential Batch I 
PAGE 

~1:'-Jl.QEt-",,9_ 

, To accept the filing of citations submitted by law enforcement agencies a~d to prepare them 

L for entry into the automated system. 

----------------------------------~ 
MODOlE FLOW 

MODULE NARRATIVE 

o One or more lalw enforcement agencies submit 
parking citationsl to the court on a daily basis. 

'<:3) The citations' are batched and logged on con
trol sheets, and aro prepared for entry into the 
automated system by ~ourt personnel 

Note that in future references to citation 
number an issuing agency prefix is implied which 
Will b~ required for many courts until some uni
form method of citation nlJmbering is established. 
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PARKING 

MODULE CONCEPTUAL DESIGN 

IDDULE IDENTIFICATION 'IOOULE NAIE 

AS-l-02l INTAKE AND FILE MAINTENANCE I 
LEVEL OF AUTDIAli ON 

Sequential Batch I PAGE 

~F_9_ 

~DOULE PURPOSE 

To accept payment for citations disposed of through bail forfeiture or payment of a court

imposed fine, and to initiate disposing entries into the automated system. 

NODULE NARRAT I VE 

CD ' Along wIth new filings, the court gener t 
transactions resulting from court act' a es 
Proceed;n Th b . Ions and • gs. e su stantial proportion of 
these actions are dispositions result'n f 
hail f of 't 1 g rom 

01 el ures, most often submitted by mail. 

CD On bail forfeitures, the defendant sub 't 
payment with or without his citation c ml s 
the defendant's copy is furnished th o~IV' If 

, f . tl ' e c erk 
~~r~.l:s 1e bail amount by referring to the 
,_o __ t_on code soctions on the citation p 

, men ~ 15 accepted and the defendant t 5 co· v i:Y-
vall dated by the cash register. It the~ 
as tho copy of record for the court. serves 

0) I.t no ci ta tion copy is furnished b th 

plate number. 

Fine payments im d 
on the court's cita~?se by the cou~t are validated 
ci tations or an atta~~~d c~pY. The back of these 
for recording the t .Lorm serveSI as the dock.~t 

I 
cour order establishing the fine 

nstallment pa m . 
court when severai e~;~,may ~lso ~e ordered by the 
standing. In thesePin Ing VIolatIons are out-
Agreement Form's stances, an AIR Setup and 
accounting di~i~iOPl'epal'ed, and fo!('warded to the n. 

dant, the Qourt COPy is located in thY e defen_ 
tion File by referring to the 0 en C' e O~en Cita
tus llePort. This report can lo~at Itanon Sta-

·c . .;~ citntion by either its citation n ebany Open 
urn er or license 

. · .. ;..~;;S~~L~~~_"''''i'~""",-'C,'';--'''''tJ ... ~; ,. '~'::'f.:,c:"'"~"';"" __ _ 
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PARKING 

MOQULE CONCEPTUAL DESJGN, 

.oaULE IDEHTIFICATID" IIODULE HAlE 

AS-I-02l IN,',fAKE AND FILE MAINTENANCE 
IDDULE PURPOSE 

I LlYlL DF AUTIIIIU I OIl 

Sequential Batch 9 

To enter incoming Citations, citation dispositions and status updates onto machine-.readable 

input media, and to file the citations apd related documents subsequent to entry. 

YDDULE NARRATIYE 

CD All data entering this module group flow 
through a common entry function and automated 
editing procedure. 

To the extent possible, initial citation entry, 
court actions updating previously entered cita
tions, and miscellaneous entries will be key 
entered from the original source documents. 

Note that the arrest blotter is used to clear 
the files of persons arrested on warrants. 

fj\ . 
~ The courts should consider magnetic key entry 
devices operated by court clerical-staff located 
physically within the court clerical processing 
area. 

CD Citations are filed as indicated. File sequen
cing is similar to that used in the Other Cita
tions Case Category in order to achieve compati
bility and to facilitate consolidation of the 

two module groups. As with.the Other Citations 
Case C~tegory,.this fi+ingm~thod minimi~es sorting 
and filing time, reduces the likelihood of error, . 
provides for retrieval of court documents, and 
facilitates purging. 
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PARKING 

MODULE CONCEPTUAL DESIGN 
lOOULE 10ENT InCAT ION jlODULE NA. 

AS=1~02l INTAKE AND FILE MAINTENANCE I 
LUlL OF AUTDIIAT I DII 

Sequential Batch 
I(IDULE PURPOSE I'AI[ . 

. -L..JF-L 

To Update the Citation Master File, to provide operational reports to determine. the status 
of citations, and to interface with the other modules. 

IOOULE FLOI 

UI'DATE 
MASTER 
FILE. 

MODULE HARPITIVE 

The automated system mainta' 
t~r File permanently and a num~~~ afCitation Mas-
f1les to interface with othe d 0 temporary r mo ules 

The major operational document • 
tion status Report, identifies ,the Open Cita_ 
recently cleared citation ea~h open and 
and a reference to its 10~a~~0:idlng its status 
in license plate number se u o. The report is 
column of the report serve~ ence. However, one 
to citation number thereby as aicross reference 
tion of any entry by either i~rmliting the loca-
number or citation number. s cense plate 

OPEN CITlt7:~ 
"'ATuS RFP.OA"I 

6A 7{'i-I ,,'ALANcEI 

RC~~: 
TRANSACIIONl 

LOc. ""10 fJ;'RO~1 
REPO~ 
->~ 

...., 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
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.J 
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PARKING 

MODULE CONCEPTUAL DESIGN 

lIGULE IDENTIF.lCUIOH I .. DULE MUE 

AS-5-05l RECORD OF I lEVEL OF AUTOIATIOM 

PROCEEDINGS AND JUDICIAL SUPPORT Sequential Batch I PAgE 

.-!L.DF_9_ 

.ODUlE PURPCSE 

To record proceedings stemming from a court appearance for arraignment7 and to initiate 
corresponding entries to update the automated system. 

.0DUlE FLOI ----=1 

1---1- 71 
CITA-r/ON 

I (OEFENDltNT 1 !.c COI'~ _I 
-; 

NOT GUILTY PLEA C,UILT'I PLEA 

~. 
.00UlE MARRAT lYE 

G) The defendant appears to make a voluntary 
court appearance. This happens infrequently . 
except in San Francisco, where a special court 
session is conducted to adjudicate parking vio
lations. 

eliminating the need for the preparation of a veri
fied compl:aint document by the prosecuting attorney. 

(3)The clerk locates the court copy of the cita
tion by referehcing the Open Citation Status 
Report, or by reference to the defendant's cita
tion copy. 

Most preferably, the back of the court cita
tion copy serves as the docket. Otherwise, a 
docket form is attached to the cit!\tioll. 

(!) Court actions are posted to the docket. If 
installment fine payments are ordered, an AIR 
Setup and Agreement Form is prepared. If the 
defendant enters a not guilty plea,.a complaint 
waiver is completed, if possible; or, a Judicial 
Council approved citation form is used, thereby 

-

I 

I 
I 

I 
(, 
I 

J 

I ~ i 
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PARKING 

MODULE CONCEPTUAL DESIGN 

MOOlIlE 10ENTlfiCATIONT MODULE HAME 

AS-6-141 I 
MODULE PURPOSE 

AGING AND PURGING I lEVEL OF AUTOILITIOH 

Sequential Batch 

To purge closed citations from the Citation Master File, to prepare au aging and-purging 

l. ________ au __ d_i_t __ t_r_a_i_I_, __ a __ n_d __ t_O __ g_e_n_e_r_a_t_e __ 1_'n_t_e_r_f_a_c_e_s ___ t_o __ o_t_h_e_r __ m_o_d_u_l_e_s_, ________ ------~-----~------------------__ -J 

mULE fLOi 1 
r-----------------~:!..!.!:~-------------------·~'-i 

CD AC;~ C ITA r/oNS 

AND 6ENEICATE /' 
INrEI?FtlC£3 TO 

OTHel/. 
"10DULES 

C£05EO Crr"'r,ON FILE 

~DOUlE NARRATIYE 

CD " Th7 automated agl.ng procedures examine 
citat1<;>n record to determine whether any oia~~ 
follow1ng events should occur: e 

Removal from the Citation Master Fil 
due to clearance (i ,e., bail forfeit~r 
court disposition, not guilty ploa t e, 
war~'ant, or dismissal for lack of' 0 
cutl.On. prose-

Acquisition of vehicle registration 
data from DMV 

Preparation of a Notice of Intent 
Issue Warrant To 

Preparation of a warrant package. 

CD Citations eligible for warrant . 
listed on the Warrant Eligibles lSsuance are 

i I it List. Commer_ 
c a cations are removed from the list and 
summons are prepared manually. 

A blanket complaint and "order 
prepared, and warrant b to issue" is 
~'arrant Eligibles List num ~Irs are stamped on the 
1n the computer init' ' The entry of this number 
serves as the warran~ates warrant prepal.·ation and 
printed on the warrant nUmber Whi,?h.is computer-
code section is st . The addl.tlonal violation 
gOing to warrant a~ped o~ each citation/docket 
ence to the blank: ong Wl.~h tbe date and refer-

e complal.nt and order 

(.-

r-. 
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PARKING 

MODULE CONCEPTUAL' DES IGN 

lIGULE IDENTIFICATI6N IIODULE NAIIE 

AS-7-171 VEHICLE REGISTRATION DATA RETRIEVAL I laVEL OF AUTOILIT ION 

Sequential Batch 
IODUlE PURPOSE 

I

PAOE 

-L..nF_9_ 

To obtain vehicle registration owner's name and address from DMV via the mails, 9ff-line 
terminal transmission, or computer-to-computer transmission. 

MODULE FLOI 

CD 

MODULE HARRAT lYE 

Ci)ReqUests for owner's or lessee's name and 
address will be forwarded to DMV through the 
mails on magnetic tapq. In fur.n, mrv's respon
ses are returned on magnetic tape, This proce
dure eliminates the necessity of punched card 
handling. 

~" i , ' 

[::j 
I' 
I' 
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pARKING 

MODULE CONCEPTUAL DESIGN 

MODULE IDENTIfiCATION IIOOULE NAIE 

AS-a-Ill NOTIFICATION OF COURT ACTIONS I LEVEL OF AUTOMAT I ON 

Sequential Batch 
MOCULE PU~POSE 

I PAGE 

-LnF_9_ 

To prepare notifications of intent to issue warrants and warrant packages due to the registered 
owner's failure to answer. 

MODULE FLOI 

CD 

MODULE HIRRAT! VE 

CD ~ubsequent to the receipt of the vehicle 
reg~stration data from D~W, Notices of Intent 
to Issue Warrant are prepared for each cit t" 
record flag~ed for notice preparation exc~ ~on 
for those d~sposed of since being flagged bP 
the Aging and Purging Module. y 

Similarly, citation records for who h 
warrant number has been entered (th lbc a 
0 ·" i ere Y auth-
IlZ nK warrant issuanoe) and which h 

been disposed of in th~ i~t~rim will ~V~t~ot 
the printing of a warrant package. n1 late 

WARRANT 
PACKAGE 

,.. ..... """,,". ~..-. 
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IOOULE IDENT I F ICAT ION 'MODULE HUE 

AS-9-0Bl 
MODULE PU~PDSE 

PARKING 
MODULE CONCEPTUAL DESIGN 

CROSS REFERENCE I LEVEL OF AUTOMATION 

Sequential Batch I 
PAGE 

.-LJJF_9_ 

To prepare operational indexes and a list of persons with multiple registration "holds." 

MODULE FLOW 

r- -

PRE.PARE. CD 
INDICES ANO 

MULTIPLE 
W~J.IST 

L ___ 

MODULE NARRATIVE 

CD Th~ Cross Refer!!nce Module prepares two types 
of indexes on a periodic basis (probably monthly). 

The Warr~nt Name Index provides a one line 
entry in alphabetic sequence for each warranted 
citation. This entry includes the registered 
owner's or lessee's name, principal citation 
dRta, a document location reference, and the 
warrant number. 

The Closed Citation Index lists all citations 
cleared during the period in citation number 
order. Each entry includes principal citation 
data, a document location reference and final 
status. 

. , 
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OTHER CITATION MODULES 
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OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

lOOULE IDENTIFICATlDN !IDDVI'~ NAIE 

BM-1-0ll INTAKE AND FILE MAINTENANCE 
MDDULE PURPDSE 

!

LEVEL DF AUTDMAT I ON 

Manual ! 
PAGE 

-L-nF 15 

To accept citations from law enforcement and prepare the appropriate multipart form 

NODULE HARRAT I VE 

CI)AII citations are received from the respective 
law f)nforcement authorities and checked against 
the Missing Citation Log. Misdemeanor, adult 
traffic and juvenile traffic citations are pro
cessed by this module. 

CD I f a match is found, the ci ta tion i~; destroyed 
and the Missing Ci ta tion Log is updated to indi':' 
cate this action. 

0JUVenile traffic citatioLs are separated from 
the other citations and a docket packet (multi
part form) is prepared which contains an index 
sheet, docket, two notices of heari.ng, a DMV 
conviction abstract and a copy of the disposition 
for the minor. If it is not feasible to retrieve 
priors on all traffic Citations, the priors are 
retrieved on the more serious offenses only. 

: 

~Petty theft citations are directed to the pro
secuting attorney for the retrieval of criminal 
histories. Prior convictions on a petty theft 
necessitates the filing of a felony complaint and 
direct the case to the criminal complaints 
module group. 

®MUI tipart forms are prepared for all traffic 
citations. Included in this group of forms are: 
a docket, courtesy notice, DMV conviction abstract, 
referral slip, and index sheet. 

CD Multipart forms are also.prepared for all, 
misdemeanor citations. These forms include a 
docket, referral slip, courtesy notice, and 
index sheet. 

'" '1':' . " 
" 
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OTHER CI'J'ATIONS 
MODULE CONCEPTUAL DESIGN 

BM-I-Oll INTAKE AND FILE MAINTENANCE 
MODULE IOEHTIFltATIOH / MODULE NAME 

/

lEVEL OF AUTOMATIOH 
Manual I PAGE 

-LoF..llL._ 

MODULE PURPOSE t f ci tn tion 
To locate the court's copy of the citation and determine the sta us 0 a 

MODULE flOW 

OPEN CIT,qTIOIV 

® 

MODULE HARRAT IVE 

01 f the defendant apI, <,,'s to cJ,ear hl.' s· . Cl.tation: ® If the court '5 . 

Il,./) J:>IU!.s :r 
IINI(N(1uJi'1 

/'>("",ey 

-

or mails in a bail forieiture the clerk must : 
locate the court's copy of th~ Citation. If the 
defen~ant:s_copy is available, the filing date 
and cl.tatl.(I.I number are used to look up the 
corresponding court copy. 

be located a d copy of the cl.tation cannot 
able, the deten~~etd7fe~dant's copy is not avail-
can be initia n:s l.nformed that no action 

(Dwhen the court's copy of the citation is 
located it is pulled from the appropriate file. 

01 f the court's copy cannot be located b 
the defendant's copv is available a d k ut. 

d • " oc et 1S 
p:p.pa~·e and an entry is made in the MisSin' . 
CJ ta hon Log. Once each mon th this 1 . g : h ' og l.S routed' 
to t e law enfor~emcnt agencies to asslR . 
ill local In~ t.llc misslll!!, cita1'1"ns. ,. . t them 

All bail forf!7~ t;nhl th7 citation is located. 
returned to thl_Utes submltted by mail are 
bas elapsed. e defendant after a waiting period 

® If a warrant is outst d' 
and DMV release a d on l.ng, the recall notice 
packet and distri~~te~~aChed from the warrant 

® If a mandator 
defendant is Yhappearanc~ is reqyired, the 

ceedi ngs are rec~l'~:n to c/Jurt where the pro
multi -part docket d on the docket copy of the 

packet. 

® It' a ,court allP , .. . 
dant is directed ~.a nnce H, reque!'ted the defen
are recorded on thO court where 011 proceedings 

e dOcket. 
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OTHER CITATIONS 
MODULE COIICEPTUAL DES IGN 

"»UIDEMTIFiCATIOM IIODULE NA. 

BM-3-211 JUVENILE CITATION PROCESSING 
MODULE 'U.,OSE 

I 

LEVEL OF AUTOMATION 

Manual 

To locate the court's copy of the Citation, determine the status of the citatton and 

record court proceedings 

MODULI: FLOI 

~ V 
.)tJVENll.li 
INPE't' :: ILl! 

.:J"IIIIENI!E OPCN 
CITATIDAI r=ILI! 

JlJUCA.JJU aPE.v 
t!./TAr/o.v r/t...e. 

MODULE NA~RAT lYE 

Q) All juvenile citations are mai~ tained separ
ately from other citations due to the confiden
tiality of juvenile informatio? If the a~pear
ance date is not known the clerk uses the lndex 
ta locate the citation and docket packet. 

0.If 'a Juvenile appears and the court copy can 
not be located, but the def~ndant's copy is 
available a docket packet ~s prepared and an 
entry is ~ade in the Missing Citation Log. I~ 
the defendant's copy is not available, no actlons 
can be initiated. 

o The .iuvenile' s Citation, docket packet and 
driver history (when obtained) are taken to 
court. The attached priors are removed and 
given to the judge to use during adjudication. 
All proceedings are recordsd on the docket. 

II, p., ' 
t, 1\" \1, 
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OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

MODULE IDEHT IfiCAJJDH I MODULE HUE 

BM-3-211 JUVENILE CITATION PROCESSING I 
LEVEL OF AUTOMAT I ON 

Mantlal 

MODULE PURPOSE 

To determine the disposition status of juvenile citations 

~DDULE FlDf 

NODULE HARRAT I VE 

o If the disposition i.nvOlves a time to pay 
account, an A/R Setup and Agreement Form is 
prepared and the case material is forwarded t 
the accoullting division for fUrther 'Processin~. 

~If a continuance is granted the 
is refiled by the schequled dat'e of case material 
i appearance 

11 the Juvenile Open Citation File. 

(£\~ a referral to the probation officer or 
~~blLc defender's office is made, the referral 
l,S detach<;>d from the docket packet and I. 1· 
tl'ibu~ed ~o the prc;per agencies. The <:,~~e 15-
ma1 erHII lS t.hen flIed in the Juvenile ('1 d 
Citation Fil~. ose 

(f) Pis.l"issl'd :t~vl r\isposed Of 
tllO '.;"\".'"1'1" ;"1·' '.J C· - ::ase!'" al'" filed ill ~ W • L n5P ltatlon File. 

;:rl/Vt:lt(t.e tJl'lEN 
ClTArldN ":/ke 

JUVeNILE oPEN 
C/r"frlaN ,elL': 

~"-

".~ 

··',1 
~ 

..... 

.ILl IDENTIFICATION I MOULl MA. 

8"-3-211 

IODULl PUiPOU 

OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

JUVENILE CITATION PROCESSING I LEVEL OF AUTOIATI ON 

Manual I PAGE 

...5-oF .1&.--

To determine the status of active juvenile cases and initiate the appropriate 
followup action. 

IODULE FLOI 

~ V 
JuvENIL£ 

I"'Db( FIJ..E. 

JUVeN(Le 
INl)EX ~/t.e 

MODULE NARIATlVE 

(!)EaCh juvenile offender is scheduled for a. 
mandatory appearance. The citation and docket 
packet for each juvenile is filed by appearance 
date in the Juvenile Open Citation File. As the 
juvenile appears on his scheduled hearing date, 
his case documents are pUlled from the file. If 
the juvenile fails to a~pear, either the se:ond 
notice of hearing is ma~led to him, or a fa~lure 
to answer abstract is forwarded to DMV. 

(!)All citations five years and older are purged 
from th" Closed Citation·File once each year. 

~ 
.J/JY~/L£ I1PliN 
C/TArlla"" PILE 

.JIJVENILe OPEN 
c/rA TION FILE 

W 
JtJVEN /J..£ iU.DS£J:> 
C/TA"-/DN PIL.£ 

JUVEA.lILE CLdSED 
t::!fT""TloN Flt-E 



OPBN cn<ATIONS 
MODULE CONCEPTUAL DESIGN 

• ODU~E IDENTIFICATION I-DDUlt NAIE 

, BM-G-181 STATEWIDE DRIVER BISTORY RETRIEVAL 1 
lEVEL OF AUTOMATION 

Manual 

MODULE PUR post 

To retrieve prior driving records 011 traffic citations 

MODULE fLOI 

YES 

NO 

MODULE NARRATIVE 

CD If feasible, prior driver histories will be 
retl'~eved for all traffic offenders. If the 
:etrLeval o~ priors information on all offenders 
LS not possLble by virtUe of the volume then 
only the more serious offenses will be ~etireved. 
, Pri~rs information are retircved via the 

cou:t:;; .01' local law enforcement's telet" 
facllltLes. ,pe 

cP As the priors are \'etrieved, they are matched 
w1th the corresponding citation and docket 
packets. If a.cleri~al error was ~esponsible 
for the lack ot D~W response the request f 
the involved citation is res~bmitted. or 

For each match, graduated bail is calcul t d 
and marked on the docket. a e 

CD 

:,)'.,, , . 
~ ~~. 
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OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

BM-7-071 
.ILI IIIITIFICUI.. I_ULI ... 
tHULI pUI,al 

CROSS REFERENCE I llyn Of lUtOUTIDM 

Manual 

To create indexes which create multiple refere~ces to the case file 

AlliHI! V 
JUVENILE 
INDEX Iw·e 

JIJVENIL£ OPEN 

CITATION Fll..ii 

... ULl Hili 

IDDULE NAUlt lYE 

CD The index cards are detached from the docket 
packet of each citation. 

(!)JUVenile index cards are filed alphabetically 
in the Juvenile ·Jndex File. All ot~er index 
sheets are filed in the index file 1n alphabeti
cal order. 

The tally ~heet is updated to reflect the 
filing of a new citation. 

1 PAGE 

. --1JF...1lL.. 

IN/)£), "'/LIE 

/NOEJ< FII..F. 

OI'EN ClrATION FILE 
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_UlE IDENHF ICAlIDlf 

BM-8-041 

IOOULE PURPOSE 

'ODUlE NAIE 

OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

RECORD OF PROCEEDINGS AND JUDICIAL SUPPORT 
LEVEL OF AUTOIATION 

Manual 

To provide prior conviction information to the judiciary 

(!)The DMV statewide driver 
vided to the jUdge for Use 
process for all defendants 

IIDOULE HOI 

IOOULE NARRATIVE 

?istories are pro
l.n the adjudication 
that appear in court, 
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OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

... ULE IDENTIFICATION IIODULE HAlE 

BM-8-041 RECORD OF PROCEEDINGS AND JUDICIAL SlWPORT 

IODULE PURPOSE 
I LEVEL OF AUTOIATION 

Manual 

To record all court actions and activities related to a specific case 

~ 
~ 

IODULE FLOI 

(!)The proceedings for all court app~arances a~e 
ted to the appropriate dockets, hlt;>St ,?ommo 

~~~ries are checkoff types which requl.re ~ni
tialling and/or dating. 

(!)If a trial is demanded, the case material is 
f ded to t he criminal complaint module group 

orwar 't t' . s not If a Judicial Counc~l approved Cl. a ~on.l. b 
used a complaint waiver is' prepared, s~gned y 
the defendant and is attached to t~e caRe 
~terial, 

~If a time-to-pay account is establishe~ an 
Accounts Receivable Setup Agreem~'.'t For~l~s 
prepared and forward~d to ac~~un l.nf'date of 
continuances are refl.led by ~ nex 
appearance in the Appearance F~le, 

Apl'EAlMNC E 
rll-£. 

AP!'!:ARAtVC£ 
riLE 



OTHER'CITATIONS 
MODULE CONCEPTUAL DESiGN 

AGING 'AND PURGING 

'ODULf 'U."SE 
To determine the status of active case files and the 

MOcuLE FLUl 

APPU,KANCE. FILE 

'1f5 

CD 
No 

CD 

APPEIiIiANCE FilE 

MODULE HARRAT lYE 

Q)AII citations and packets corresponding to 
persons who f~iled to appear for their court 
date are removed from the Appearance or Open 
Citations File at the appropriate time so that 
a bench warrant or warrant re: Section 40508 
CVC Can be issued. 

(!)Citations that have passed the court date are 
pulled from the active files and processed for 
the issuance of a warrant. 

I 
UWrL IF AUTOillT 1l1li 

Manual 

appropriate followup actions 

OPfN CITATION FILE. 

,"PEN CITA7/iW FilE: 
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OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

.'ll 10rllT IflC~ rlOH llOOtiLE HAIr 

BM-I0-131 

IDDUlE 'O.'OU 

AGING AND PURGING 

To periodically purge inactive files 

ILEYU OF AUTOIlAT I ON 

Manila [ 

~------------------------------------------------------------------------------.--
MOOULE FLUl 

CD 

CD 

100UlE HARRAT/WE 

o All files are purged of unwanted citations 
on a yearly basis. 

CD Once each year the index is microfilmed. The 
index cards are discarded and the microfilm is 
mainta~oed as a permanent file. 

CD All citations over five years old al'e pulled 
from the Closed Citation File. 

(!)If a citation is over five years old, it is 
examined to determine if a warrant is outstan
ding. Those with warrants are dismissed prior 
to document destruc'tion. 

INoel( I'ILI!i 

INP/!X '''ILl< 
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OTHER CITATIONS 
MODULE CONCEPTUAL DES )GII 

.PlE IDENTlflClTlQN ,rOOULE NAIIE 

BM-10-131 

IOCUlE PURPO$[ 

AGING AND PURGJNG I 
LEVEL OF AUTOWATI D~ 

Manual 

To determine the followup action to citations of a determined status 

o All 
tained 
copies 

iODULE HOI 

MODULE HURArlVE 

indelt c:ards are microfilmed and main
as a Permanent Index File. The paper 
are destroyed. 

CD All c1 tations with warrants outstanding are 
sUbmi tted to the cou~·t for dismissal for lack 
of prosecution, The docket of each such cita
tion is stamped with the dismissal date. The 
reIe~se abstracts are detached from the corres
ponding notifications packets and are forwarded 
~DMV. 

\!JAIl citations pulled from the files for 
failure to appear are taken to c:ourt for the 
'issuance of a blanket c:omplaint so a warrant call 
~issued. 

~Disposed citations pulled from the Closed 
Ci ta tioll File are destl·oyed. 

I PAGE 

....!Lor.J:L 
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OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

.. YLE lDENT IF ICU ION J 100UlE NAIIE 
8&1-13-101 

IOOUlE PURPOSE 

NOTIFICATION OF COVRT ACTIONS J 
uyn DF AurOIA 1/ M 

Manual 

To notify the appropriate parties of court actions 

ICOUlE FLOI 

I ::, "'-I't1"()IVS 

C,C I AWCI 
iy'» . 

'----+-- ~ 

! _ t:.c:t..I{""E~V?! 
~ ./VeTICIi 
r, Na7',C£ r() ~ 

~ 

(DJo<~) I 
I ____ ..l __ 

ARAt!NEP 

100UlE NURU I YE 

CI)The courtesy Notice is removed from all cita
tion packets and mailed to the defendants. 

o A warran,~ packet containing a warrant, mrv 
hold and release abstracts, warrant reca~l and 
notice of warrant is prepared for ell,ch c~tation 
going to warrant. The required forms are removed 
from the packet and distributed as required. 
The remainder of the packet is at1;ach~~; to the 
case material and filed in the Open Cltatlon 
File. The index card is marked to indicate the 
date of issuance. o If a rec:all notl,ce is requ~red! it is remo,,:ed 
from the warrant packet and dl,strl,buted; a ml\ 
release abstract is distributed for all recalled 
traffic warrants. 
0.-\11, abstract of conviction is removed from the 
docket packet and distributed for every traffic 
citation disposed of br a guilty plea (including 
nolo) or verdict. : 



';. 

MODULE IOENTJflCATlDN 

BM-13-101 

10DULE PURPOSE 

OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

NOTIFICATION OF COURT ACTION 
LEVEL OF lUTDU II ON 

Manual 

To notify the appropriate parties of court actions 

c... DI1V ) 

aOOULE FlOI 

"(Y!J!fl 
V 

JUVENILE CU;SEl> 
CIT,.,TloAl FILE. 

_'-VEIV"-E. '"CSfP 
CIT.A1"ION I!ILE. 

laCULE Nl~RITIVE 

CD If a referral to a COUllty agency such as the 
probation office or public defender's office is 
ordered I the referral cop~' of the docket packet 
is removed and diFtributeu. The cj~dtion and 
packet are then filed in the Cl05.ed Citation File.: 

(!)If a juvenile fails to appear for his sche
duled heaTing a £econd notice is mailed. 

(2)The conViction abstract is completed and de
tached Irom the juvehile docket pa.ckets a.nd is 
for\\';1rded to l))IV v:hell a guilty p f:." (including 
nole» or verd~ct is rendered. 

o i:'or FTP and FTA complaints, a W:;.rrant is 
issued, and a OMr llo1d is mailed ).f a traffic 
cita.tion is involved. The Citations and pa.ckets 
are "<';'~n forwarded to the Verified Complaint 
Category. 

PlG( 

.!LJlF.JL 

.JUVENILE 01'£'" 
CITATION FIL..£. 

·n 
--....:dJ 

J 
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MODULE IDEHTIF ICIT ION 'MODULE HIME 

BM-15-241 

HODULE PURPDSE 

OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

I LEVEL OF AUTOMATION 

Manual BAIL SCHEDULE MAINTENANCE . ___ -..1. __ I PIGE 

15 OF 15 

~-------~~------------------------------------------------r MODULE FLOI 

-------, 

CD 

UDDU~E HARRAT I vt 

o 'l'he ludiehry meots ut. least once per year, 
to updu'te the countywiele bail schedule f~~ <~'l~
demeanor, ordinance anel cve !iolat~ons WI , I ~re 
('i table so that a reference l.S aval.labIa t,) 
counter personnel. 

Each entry on the bail schedule will indicatP:~ 

Violation code section 
Violation description 
Applicable statute 
Bail amount 
Penalty assessment indication 
Rules for calculating graduated bail 
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FLOWCHARTS FOR 

SEQUENTIAL BATCH LEVEL OF AUTOMATION 
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OTHER CITAT10NS 
MODULE CONCEPTUAL DESIGN 

'OOU~E IUEHTIFIClTlOH 'MOOULE HUE 
BS-l-021 

MODULE PUR'~SE 

INTAKE AND FILE MAINTENANCE I LEVEl OF AUTOIAT I OM 
Sequential Batch 

To accept the filing of citations submitted by law enforcement and to prepare 
them for entry into the automated system 

MODUlE FLo. 

) 

NO 

IOOULE NARRATIVE 

CD · . One or more law enforcement agencies subm~t 
traffic and misdemeanor citations to the court on 
a daily basia. Petty theft citations are segre
gated and routed through the prosecuting attorney. 
to determine if a felony complaint is required due: 
to prior convictions. 

(I)The citations, except for those where com
plaints are filed by the prosecuting attorney, 
are batched and logged on control sheets, and an 
prepared for entry into the automated system by 
court personnel. 

Note that in future refe~ences to citation 
number, an issuing agency prefix is implied which 
will be required for many courts until some u.ni
forxa method of ci ta tion numbering is established. 

YES 

NO YES 

I PAGE 

-L..oF 15 

I; , 
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OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

MODULE IDENTifiCATION 'MODULE NAIIE 
BS-l-02l 

IOOULE 'URPOSE 

INTAKE AND FILE MAINTENANCE I 
LEVEL OF AUTOUIION 

Sequential Batch I PAGE 

-LoF~ 

To accept payment for citations disposed of through bail forfei ture or payment of court-

imposed fine, and to initiate disposing entries and warrants 

r==.---=- ----,--~====~~--------,--------------------~ 

""OAF} ON PEFEHPAN 

CCPYOF 

CITATION 

~========;;:::±:====~' 
::J 

MODULE NARRATIVE 

(DThe defendant (or his agent) may appear w'th CDIf th 
or without his copy of the citation and I J. "e Courtes}' N;>tice or Open N T d 
tesy not ' or cour- J.nd t th t ame n ex J.ce, or may submit payment (i e f J.ca e a a mandat 
fei ture) through the mail, ' " or- required refer t th ory court appearance is 

o On ?ail forfei tures, the clerk must determine 
t~e bal.l amount and whether a warrant has been 
fJ.led, If a courtesy notice is presented b th 
defendant, the bail amount and filing statu~ e 
(del~oted ,by the appearance date prin ted on the 
n?tJ.ce) l.S readily available to the clerk Oth : 
\~J.se, the bail amount and filing status a~e fer: 
l.n the Ope~ Name Index, which is printed d ound, 
ul?dnt:d dal.ly for all active or recently aln d 
cltatJ.ons. c eare 

~ If a warr~nt is outstanding, it is recalled b 
... liIanual natJ.ce to the appropriate law enforce_ y 

, 0 e procedure on page ". 

(2)If the defendan ' 
COpy of the citati~nfOr~:iJ~fbaJI ~~d supplies his 
retained by the court en an s copy is 
payment is validated o~s,ttheb copy of record and 

J. y the cash register. 

~F!~~e~~~~e~;~m antd
h 

installment account setups 
f ' e courtroom clerk S' I l.ne payments are validated 0 • J.ng e 
clerk also prepares the AIR sntthe docket. The 
Form p e up and Agreement 
the' ayments are validated on this form as 

yare 'received • 

~ .. 
men t agel~cy. ,DMV clearance and conviction 

~::::'t,,_c;,"~::::;::=~~.,;~:~:~:~:u:~:~:~:~:m:~:~:~:' ~:~:]:t:~:y=a~S __ ~ __ ' ____________ -:-___________ . __ J 
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OTHER CITATIONS 
MODULE CONCEPTUAL DE~; IGN 

IODULE IDENT IF ICAT ION I MODULE NUE 
BS-I-021 INTAKE AND FILE MAINTENANCE I LEVEL DF AUTOMAT I ON 

Sequential Batch I 
PAGE 

.2JF.l.L 
MODULE PURPOSE 

To enter incoming Citations, citation dispositions and status updates onto machine-readable 

input media, and to store ci ta tions and related documents SUbsequent to entry . 

OPE.).I errArlON 
riLl! 

~L.OSt(J (JlrATlolV 
F 'L.E. 

MODULE HARRAT lYE 

0) All data entering the module group flow 
-through a common entry function and automated 
editing procedure. 

To the extent pOSSible, initial citation entry 
court actions updating previously entered cita
tions, and miscellaneous entries will be key 
entered from the original source documents. 

Note that the arrest blotter is used ,to clear 
the files of persons arrested on warrants. 

@The courts sh~uld consider magnetic tape key 
entry devices operated by court clerical staff 
located physically within the court clerical pro
cessing area. 

® Juvenile citations received the day before are 
pulled from the Open Ci ta tion File (where they 
had been filed) using the Juvenile Citation 
Receip.t List as a "pull list." 

® Citations nre filed as indicated. Disposed 
citations are filed by disposition date and 
citation number in order to minimize filing time, 
to provide a means to eaSily retrieve the docu
ments, and to facilitate purging. 
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MODULE IOENTIFICATloN I~OOULE "AII£ 

BS-I-021 

OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

INTAKE AND FILE MAINTENANCE I 
LEVEL OF AU!ollAliON 

Sequential Batch 
/

PAGE 

. _4_0F-..!.Q.. 

MOOULE PURPOSE 

id operati onal reports to determine the To update the Citation Master File, to pro v e 
status of Citations, and to interface with the other modules 

GAIL 
SCHEDULE 

PI'.f:PI1I1E. 
QPI:IIAT"lONAL 
f'lEPOI'.T5 AN~ 

~
o 

OI'EN "'" CITATION 
FILE 

MODULE FLOI 

®. 

® 

"1 

I 

__ ...J 

r-----------------------------------------------:Mo:o:UL:E~N:4~RR~4~TI~VE~------~---------------'----------------------------~ 

@ . 
TI1!~ automated system maintains a Citation Mas- . 

tel' F11e. Each citation record consists of person' 
and event or~el?ted data entered from the ci ta
.tion, dispos1 t10n or st,ttus data entered from 
court actions, and a bail calculation and pr' 
sununal'Y. 10rs 

®TO I?rep~re operational reports, a Report Illter
face F1le :s genera ted cont»inillg ind i Vidual 
records W!!1ch are denoted as to output type 'illd 
sequence ln a conunon sort key field in each 
recor~. The taP7 is then sorted in sequence 
on tins common f1eld. 

A three-part p:iors list, referral notice and 
d~cket fo::m is pr:nted, for each inCOming c:i.ta
t10n. Th1s form lS prlllted in the same se 

This procedure is used to minimize filing since 
most citations will be dispos. ad of dant's copy. on the defen-

~s the correspond~ng citation dOcuments andU~~~:d 
'., :n the Ope? Ci tahol1 File. The multi-part form 
• 1S pl~ced 111 the same tray as their correspond in 
{" <'. ci ta t10ns, but they are not merged together. g 

j ·~.:~,~ .• _:_~.,~"iP,~.~~:,;:7': .... ~;.:-,~:.~:~:.-~.o;. ... : .. : .. :. ,::.:.,:f_.: .. :.:.:$~::::::::=::=====---------:....-------------___________ ...,... __________ -' 

f~ 
L' 
L~ 

L 

L 
L 

[~I-

L~. 
! 
l'~J ~ 

I~. 
I 
t-;) 

; 

I 
1;-:", _. 

~ 

,..-

~ 

-~ 

,I 
I' 

__ /1 

}.-

OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

_UU IDEHlIFICHION I MOOULE HAIlE . I LEVEL OF AUTOlATloN I PAGE 

BS-5-l91 STATEWIDE DRIVER HISTORY RETRIEVAL Sequential Batch -1L.DF-1.lL 
MODULE 'u~P;'"SiSEE---L-------------------------------------------L--------------------------.!----____________ ~ 

To retrieve stateWide histories from DMV on machine-readable media for all violators 
charged With a moving traffic offense 

MaOULE FLOQ 

GENE.RArE 
OMV DRIVER 

HISToR.Y 
JUQUESr 

i=ILE. 

MODULE UAARAIi V[ 

CDNew moving traffic citations initiate DMV 
driver history request recor~s. These records . 
are placed on magnetic tape and are transmitted to 

DMV over an off-line terminal-to-terminal device. : 

~DMV returns, using the same method, a response 
tape containing driver history records or excep
tion records corresponding to each request 
transmitted to them. 

It would he helpful to the courts if D~nr could 
provide the' defendant's personal description and 
the description of the defendant's vehicle(s) in 
the driver history response record. This would 
eJ,iminate the entry of this information at war
rant issuance time. 

CD 
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OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

BS-5-191 STATEWIDE DRIVER HISTORY RETRIEVAL 
lDOUlE IDENTIFICATION 'MODULE NAII£ J 

lEvel Of AUTOMATION 
Sequential Batch I 

PAGE 

-LoF~ 

MODULE PURPOSE t whose statewide driver histories cannot TO determine the drivers license number of viola ors 
be obtained through automated methods without manual intervention 

MODULE FlDW 

MODULE NARRATIVE 

CD In cases Where no driver's lic()nse number is 
noted on the citation, or certain types of auto
mated response exceptions occur, or the defen
dant appears before priors are returned and pro
cessed, manual teletype inquiry must be made to 
DMV in order to retrieve driver history, 

CD For defendants appearing before the automated 
procedures retrieve priors and compute bail a 
dri vel' history teletype (B-5) printout is m~de 
aIJd bail is computed manually. 

In the other instances, the driver's license 
numbers arr.; found, where possible, using an 
attribute (personal identifers) search. The 
identified driver's license numbers are then 
entered on the Response :E:xception List for an 
automatic retrieval of priors. 
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OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

_ut.1 IIEMT"ICATIOM I-UlI.... • • I uyn OF AUT_fIOM 

BS-7-05~ RECORD OF PROCEEDINGS AND JUDICIAL SUPPORT Sequ~ntial Batch 

IODUlI rURron 

To record proceedings stemming from a voluntary or mandatory court appearance for arraignment, 
and to initiate corresponding entries to update the automated syst~m 

CITATION 
DI'fV 'pOIDRS .,3 T 

GUILTY 

IIiCLUD':IG TIM,. 
• TO PAr F/~IES. 

MODULE' NARRATIVE 

(I)The defendant appears for a mandatory or volun~ 
tary court appearance. 

CD The window clerk goes to the Open Ci ta tion 
File and pulls both the court copy of the defen
dant's citation and the corresponding multi-part 
form. These documents are attached to one 
another and then forwarded to the courtroom 
clerk. The priors list is detache.d from the 
multi-part form and given to the Judge along 
with the citation and other evidence. 

(!)The courtroom clerk records the defendant's 
rights waivers and the court's actions on the 
docket: The docket form should be des~gned to 
utilize checkoff entries wherever poss1ble. 

If the de~endant enters a not guilty plea, 
a complaint waiver is sought if the citing agency 
does not use a JUdicial Council approved cita
tion form, 
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OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

BS-7-051 RECORD OF PROCEEDINGS AND JUDICIAL SUPPORT Sequential Batch IPADt 

-lLDr-1.L MULl IDl"IlrICATIOIC '_lULl.... . lLlVlL 
or AUUIAIIOII 

IODULI 'U.,OIl To provide statewide driver history for the sentencing phase of all moving traff~c cases, and to 
provide statewide criminal histories for the sentencing phase of designated misdemeanor cases 

DOOULE HOI 

MOOULE HURAllVE 

CDThe DMV priors list i5 detached from the 
do.::ket and given to the judge at bail setting or 
sentencing time, 

The DMV priors Hst can be destroyed after 
sentencing since the data is also printed on 
the docket. This form indi.cates the defendants' 

Viola t;ions on the current citation . 
Details of the bail computation 
Driver's license status 

Prior convictions, FTA's and FTP's. 

CD 
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BS-9-22l 
_III.E IDENTIFICATION '!IIOOULE NA. 

.DOULE ~UR'DSE 

OTHER CITATIONS 
~ODULE CONCEPTUAL DESIGN 

JUVENILE CITATION PROCESSING I LEVEL OF AUTollATloN 
Sequential B~tch I PAGE 

• ~F~ 
To generate a multipart case fpllow~ng and notice form for each juvenile traffic citation, to 

prepare a citation number cross reference, and to updat,e the Citation Maste,r Idle 

JUVENILE opeN 
ClrAT76'" FILE. 

.ooULE FLO. 

.oDULE NARRATIVE 

(I) A six-part case following and hearing notice . 
form is printed for each juvenile citation. These 
forms are attached to the corresponding citations 
and the first hearing notice. is detached and 
mailed. The citations and multi-part forms are 
stored in appel,ll'$',nce date sequence. 

-, 
I 
I 
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OTHER CITATIONS 
HCDULE CONCEPTUAL DESIGN '. 

IOOULE IDENTIFICATION I MODULE NAIE 

B8-9-22l JUVENILE CITATION PROCESSING I 
LEVEL OF AUTOMATION 

Sequential Batch 
IOOULE PURPOSE 

To notice juveniles and their parents of required court 
to prepare dispt)S:ing entries for the printed docket and 

appearances, to adjudicate cases, and 
for the automated system 

MODULE FLDt 

,/C1VtNILc 
~/TA,TICN 

JUVENILE CUJSED 
CITArtON FILt:. 

NO 

dUVE.ilIL£ c>PEIt' 
CITATIC;J FILE 

,_W_O_O_UL~E~H~A~RRfA~T~IV~E~ ________________________________ ~==================:=J o ! f the juvenil~ and his parents appea~-as sche CD If th 
dull_d on the hearJ,ng notice the case is ad' d' no' e juvenile fails to respond to 
('at,~d, The disposition is then noted on th JU 1.- t 7ce, the multipart form is updated the second 

and the multipart form, e COp1.es are distributed as shown. ' 

0The copies of the multipart form and the it 
t1.on are distributed as shown The c a-
'11 ' • assessment 
J.5 co ected and? J. f ordered, an installment 
payment account 1.S established. 

Q::;I Periodically, the contents of the Juvenile 
Opfln Oi ta tion File are reviewed to identif tl 
records of juveniles who fail to appear. Y Ie 

If the juvenile fails to respOI . to the first 
~o~i('e of Hearing, a new appearance date is 
\\rJ. tten on the multipart form the second ti 
is mailed to the juvenile and' his . no ce 
!he remainder of the mul tipart for~a~~nts ~f' ~ndd 
1n new appearance date order. re 1. e 

dec~~er~~ef~~casions, the probation office may 
Section 601 o~ ~hPe~ii~on under prOVisions of 
in order to pick e e are and In~titutions Code 
violator with up and detain a Juvenile traffic 

numerous FTA's and ad' , 
record. See the Juven'l D-l' poor r1.v1.ng 
Dependen 1. e e 1.nquency and 
procedur~: module group for the applicable 

\"H~~ 

1· . .-.,;~w.;;.:,."~"r_.~~.:;l~Q:;"~~~c",,,,,,,,,~,,""~ " . .ct. , 
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OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

IOIULE IDENTIFICATION IIOOULE NA. 
BS-9-22l 

'IODULE PURPOSE 

JUVENILE CITATION PROCESSING I LEVEL OF AUTIlllATi ON 

Sequential Batch 

To generate activity and disposition transact'ions for juvenile traffic matters 

E?DULE FLOI 

I 

i 

MODULE NARRATIVE 

(!)court actions are recorded on computer disPosiJ 
tion input forms (part of the multipart form). 
This entered information consists of the court 
actions taken and one-time or installment assess
ments levied. This form is utilized to eliminate 
the removal of dockets from the juvenile court 
and to secure the confidentiality of the data. 
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BS-12-0S1 
100ULE IDENTIfiCATION /1I00ULE NAIE 

IOOULE PURPOSE 

OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

CROSS REFERENCE I 
LEVEL Of AU1DllATION 

Sequential Batch /
PA~E . 

..!.L.o, --1.Q.. 

To provide a daily index and Gtatus of active citations, to provide.an index and status to closed 
citations, and to provide an annual index for historical reference 

~----------------------------------------------,~.----------~ 
IOOULE FLOt 

CD 
PREPARE:. 
INDEXES 

ANNUAL. NltNE. 
INDEJ< 

NO~ULE NARRATIVE 

\I)The computer prepares the indexes shown. Each 
1ndex contains a concise one or two time 
summary conSisting of case identifiers b~~~e 
amount, actions takel'., current status 'and ref 
ences to the location of other associ~ted d er-
ments. ocu-

The Open Name Index is updated daily and : 
as the principal reference document at th serve~ 
for determining bail and locating the cou~tc~~nptyer. 
of the defendant's citation. 

Since the other indexes are prepared at less 
f:equent intervals, they may be microfilmed. To 
m1crofilm, the documents can be printed f' t 
or microfilming may be performed directl 1~S 
magnetic tape print images. y rom 

The indexes also provide.access by citation 
number. A column on each 11sting contains a 
cross reference of citation numbGr to the l' 
number cC'l-responding to the alphabeti i d 1ne 
entry on the listing. c n ex 

'L~ '" .. 
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OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

..ULE'IDENTIFICATION "OOUl.E NAIE 
BS-13-141 

IOOULI PURPOSE 

AGING AND PURGING I 
LEVEL O~' AUTOIAT I ON 

Sequential Batch 

'Io purge closed ci ta tions from the Ci ta tion Master File, to prepare an aging and purging 

,audit trail, and to generate interfaces to other modules 

I 
I 
I 

I 

I 
I 
I 
L 

MODULE FLOI 

C'-"SEO CITATIDN FlU! 

NOCULE NARRATIVE 

CI)The computer prepares the reports s~own on a. 
periodic basiS. One of these reports 1S a mult1-
pIe warrants list, which provides a ~ist of.per
sons with multiple warrants outstand1ng aga1nst 
them. This list can assist law :nforce~e~t.agen
cies to concentrate warrant serV1ce act7v1t1es on 
those persons who have sh?Wn repeated ~:sre~pect 
for the court. The list 1S keyed on dr1ver s 
license number. Besides printing the r:ports, 
closed citations are removed from the C1tatio~ 
Master File, and their final. status is noted 1n 
the Cross Reference Master F11e. 

(!)A Warrants Eligibles List is prepared of those 
persons who failed to appear or pay a court
imposad fine. 

This list is examined by the clerk. Juvenile 
violators are printed separately, ~nd generally 
do not 0 to warrant. Recently pa1d (those .. 

The clerk obtains a blanket complaint and 
"order to issue" for those persons remaining o~ 
this list. The additional violation code s:ct10n 
(e.g., 4050Sa) is stamped on each docket g01ng 
to warrant, along with the date and reference 
to the blanket complaint and order. 

The clerk stamps the Warrant Eligibles List 
with a warrant number. This number is entered 
in the computer and initiates the warrant prepara
tion process. This number is printed on the . 
warrant by the computer, and serves as the off1-
cial warrant identification number. 

Purging of documents is easily accomplished 
since the Closed Citation File is sequenced in 
disposition date order. 

appeari~g since the list was printed) ~n~ certa1n 
L10~t~h~e~rL!vJi10~lia~t~0~r~si.~a!r:!:e~r~e!!m!!!0~v~e!:.d~!f~r:.!:0~m~t~h~e:""l~1~s:!:t~. ____ ..i.. _______ -: _______ -============._:~:.=:,: .. :.~.:,.:=~,: ___ , __ ~_=..=_=~-=' 
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OTIlER CITATIONS 
MODULE CONCEPTUAL DESIGN 

~;';;7,~~~~-'-=~~~------------------------------------r7.~~~~~~----------r;.IPA~GE~---------'--
lOOULE IDENTIfiCATION I MODULE HAlE IlEYEl OF AUTOIATION 

BS-14-111 NOTIFICATION OF COURT ACTIONS Sequential Batch ..!Lf_!5 

100UlE PU_POSE 

To prepare 

prescribed 
notifications of court actions to local and state level criminal justice agencies as 

by law and as required to assure adequate communication of court orders and judgments 

CD 

MODULE flOI 

P~EPARE. 
Io/OrlFICAT/aNS 
To orWEIfS oF

COUIfT 
ACTIONS 

COHPlAINTS 
REFEIIIIAL <1ST 

UODULE HARRAT I VE 

Q) The notices are prepared and distributed as : 
~hown". A W;:rrants Interface File may be generatecj 
1n conJunct10n with, or in lieu of, the warrant : 
package (wan"ant, notice and service history : 
form) depending upon the automated capabilities : 
of the law enforcement agency. 

The Compltlints Referral List will inform the 
ro~ecuting ttorney of persons cited for a 

mov1ng traffic violation and driving with a 
suspended or revok:d driver's license (Section 
14601 CVC). The 11st will also include persons 
entering a not guilty plea to any cited offense. 

:;;;r.l- -

J 

-

~ ....... 

.,...---. ~ .. 

• 1 
j 

, 
OTHER CITATIONS 

MODULE CONCEPTUAL DESIGN 

lDOULE IDENTifiCATION IIODULE Nt. /LEVEl Of AUTO'UION I PAGE 

~~B~S'-71""5-~2W5,1 ____ -L ___________ B_A_I_L __ SC_HE __ D_U_L_E __ M_A_I_N_T_EN_A_N_C_E ________ ~~ __ ,S-t-)q-~-'e-n-t-i~a-I--B-at-c-h----~ ___ 1_5_~~ 
I 10DUlE PURPOSE 

To add, change and delete entries ih the countywide bail schedule 

GAIL 

5CHEDIJU. 
NI}S1rK 
rILe 

Q) 

10DULE FlOI 

UPDAT", BAIL 
:SCHEJ)ULE. 

FIL.E 

MODULE NARRATIVE 

Q) The countywide bail schedule for misd~meanor, 
ordinance and CVC violations which are c1ta~le 
is entered in the computer in order to prov~de 
the parameters for calculating graduated ba11 
automatically. Each entry on the bail schedule 
will indicate: 

Violation code section 
Violation description 

Applicable statute 

Bail amount 
penalty assessment indication 
Rules for calculating graduated bail . 

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

I 
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OTHER CITATIONS 
I~ODULE CONCEPTUAL DES IGN 

MIIUU IQENTlflCATION IIOOULE "IWE 
BO-l-031 

10QULE runQS[ 

INTAKE AND FILE MAINTENANCE I LEVEL Of IUTOMAT I OM 
On-line 

To accept the filing of citations submitted by law enforcement .and to prepare 
them for entry i!,to the automated system 

MODULE fLO. 

NO 

MODULE NARRATIYE 

CI)one or more law enforcement agencies submit 
traf'ic and misdemeanor citations to the court on 
a daily basis. Petty theft citations are segre
gated and routed through the prosecuting attorney: 
to determine if a felony complaint is required due; 
to prior convictions. 

C!JThe citations, except for those where com
plaints are filed by the prosecuting attorney, 
are batched and logged on control sheets, and an 
prepared for entry into the automated system by 
court personnel. 

Note that in future references to citation 
number an issuing agency prefix is implied 
which ~ill be required for many courts until 
some uniform method of citation numbering is 
established. 

YES 

NO YES 

TPlGE 

I -..LDf 15 

, ,;,) 
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1000UU ICtNflrJrATlCN 

BO-I-03l 

IOOU.£ PU.POSE 

< 

II(/OUlt HUt 

OTHER CITA'l'IONS 
~ODULE CONCEPTUAL DESIGN 

INTAKE AND FILE MAINTENANCE 
LEVEL OF AUIOIU I I oH 

'On-line I 
PAOE 

-Lor..!.L .. 

To accept pa}~ent 
~ imposed fine, and 

for ci taUons disposed of th.'ough bail forfeiture or payment of court-
to ini tiate disposing entries and warrant results 

~------.------------------~~~------------.----------------~ r---------__________ ::::::::~------------------~I=O~O:~IL~E~FL~O~~--~--------------------~==~----------------------_J 
r::-.-,r-A-T:~N 
C'Ol:re,:f ~o"'ICt. ' 

J'\ :J£FENM.vr, 

LnrJ 

~PEf>.,_· t. .. '-r .... r'C'N 

E,~;ZJ 

CJ.OSEO CI'T"ATION 
!'ILIi. 

MOOULE HARRAl I Vt 

(DThe defelldant appears or mails ill a b' il f 
feiture to clear his citation ~ 01'_ 
milles the status of the citat:ionT~e ~lerk de~er_ 
the oil-line illdex and dib la y leferenclng 
ill/erma tion from the easeP fir!~g ~~il i and s~atus 
is structured to permit nam e ndex file 
warrant numuer attorne e, cita;ioll number, 
iatie searChes' If y, and speclal character_ 

. • a warrant is out t d' 
the case material and docket is' pu'l sd allr' lng, 
Closed Ci ta b.on File. '. e rom the 

o If the defendant presents h' 
ci tation proceSSill wil .1S copy of the 
U' th~ de l'endllll t 's g copy \~o~~~n~e a ~.'i t~l his copy. 
court s copy of the ci ta tion is ;utl!d. e the 

0All deielldants with d 
directed to the proper ~~~r~tory appearances are 
are forwarded to the courtro~~O~I!~~.citations 

o If a time paymellt is bein d 
is validated on the citation g ma e 

~~e~~~~~:t~~~~P Sheet is pre~~r:~ 
the payment 
Accounts 
and used fur 

0) Cash payment i 
copibs forwardedr~ce Pts are issued and court 
Warrant Recalls ar~ th~ Accounting Department. 
system. en ered to an on-line warrant 

1t.1I 
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OTHER CITATIONS 
~OOULE CONCEPTUAL DES.IGN 

HaUU IDI.TI'ICATION IIODULI NAWt 

BO-I-03l INTAKE AND FILE MAINTENANCE I 
LEVEL OF AUTOIATION 

On-line 

IODULI rUlron 
To enter incoming citations, citation dispositions and status updates onto machine-readable 
input medi!~, and to store citations and relclted documents subsequent to entry 

NO 5UvcNIU:. ~ _______ , 

'-.--!/ ® 
® 

~--~------~--====~----I '---'---71 

Clrl\r/~~ 
OOCKEr~~ 

OP£N.~~c~/~r~~rl_O_N _____ C_t_DS_e1D~C~/~~~_T_W_N--__ A_P_P~F~A~R~A~N __ C_E _________________________________ , ________________________________ ~ 
FILE FILe. ':/te , 

MODULE IIARRATIVE 

CD All data entering the module group flow through 
a common entry function Ilnd t'.1)tomated editing 
procedure. 

To the extent possible, initi~l citation entry 
court actions updating previously ~ntered cita
tions and miscellaneous entries will be key 
enter~d from the original source documents. 

Note that the arrest blotter is used to clear 
the files of persons arrested on warrants. 

0The courts should consider magnetiC tape key , 
entry devices operated by court clerical. staff 
located physically within the court cler1cal pro-
ce.ssing area. 

® Juvenile citations received tne day before are 
pulled from the Open Citation File (where they 
had been filet!) \1'ltng the Juvenile Citntion 
Receipt List as a "pull list." 

® Citations are filed as indicated" Disposed 
citations Ilre filed by disposition ~ate and 
citation number in order to minimize filing time, 
to provide a means to easily retrieve the docu
ments, and to facili ta te purgillg. 

i i 

I 
I ; 
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NCOUlE IDEHTIFICATIDN I MODULE HAil[ 

BO-I-031 

MODlllE PU.P~~t 

OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

INTAKE AND FILE MAINTENANCE [

lEVEL OF AUTOI!.III ON 

On-line 

To \lpdate the Open Citation Master File, to provide operational reports to determine the 
s ta tu:; of citations, and to interface wi th the other mo(!!Jles. 

nODULE flOW 

!JAIL. 
~MEOV~f ______ ~ 

FILl! 

NODULE HAR~ATIVE 

® The automated system maintains a Citation 
Master File. 1'\11 information pertinent to the 
case is maintained on the Open Citation Master 
File. 

®I '. n prepar~ng operational reports a Report/ 
Interface File is generated which c~ntains indi_ 
vidual records which are denoted as to output 
type and sequence in a common sort key field . 
each record, The tape is then sorted in s ~n 
on this common field. equence 

A Cross Iml'erence Tr'ansaction File is als 
c~'eated which allows reference to the case f~l 
by all numbers associated with the case. The e 
Cross Reference ~aster File is constructed to 
allow eventual Climinal JUstice Interface t 
the case files. 0 
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OTHER CITATIONS 
MODULE CONCEPTU~L DESIGN 

BO-5-201 STATEWIDE DRIVER IIISTORY RETRIEVAL On-line i...oF_~Q.. 
.DOUlE 10E"TIFICATIDN 'NODULE HAlE I lEVEl OF AUTDUTIOH I PAGE I 
~~~~--~~------------------------------~------------------~--.---------100Ull, 'UI'OSE 

( 

To retrieve statewide histories from DMV 0.11 machine-readable me,dia for all violators 
charged with a moving traffic offeuse 

MODULE FLOW 

GENE-RArE 
PMV DRIVE.R 
~I/SToRY 
IUt<UESr 

FIL.E. 

NODULE HIRRAT IVE 

G)New moving traffic citations initiate DMV 
driver history request records. These rec?rds 
are placed on magnetic tape and are t~ansm~tted to 
DMV over an off-line terminal-to-term~nal device. 

CI)DMV returns, using the same method, a response 
tape containing driver history records or excep
tion records corresponding to eal:h request 
transmitted to them. 

It would be helpful to the courts ~tf DMV could 
ide the defendant's personal description and 

~~:vdescriPtion of the defendant's veh1~le(s) in 
th driver history response record. ThIS would 
el~minate the entry of this information at war
rant issuance time. 

CD 



BO-5-20l 
IOOUlE lUI!( 

IOOULE 'UI'OSE 

OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

STATEWIDE DRIVER HISTORY RETRIEVAL 
LEVEL OF AUTOMAT I ON 

On-line 

To determine th d i e r vers license number of violators whose st te id d i h 
be obtained through automated methods awe rver istories cannot 

without manual intervention 

MODULE HOi 

CD MODULE NARRATIVE 

3 In cases where no driver' 
noted on the citation s license number is 
mated response excePtio~~ certain types of auto_ 
dant appears before priors occur, or the defen_ 
cessed, manual teletype in are returned and pro
DMV in order to retrie d quiry must be made to 

ve river history. 

o For defendants appearin be 
procedures retrieve priors

g 
d fore the automated 

driver history teletyp~ (B~) c~mpute bail, a 
nnd bail is Computed manually. prJ.ntout is made 

In the other instances th . 
numbers are found wher ' e drJ.ver's license 
~ttribute (person~l ide~ti~~sib)le, USing an 
J.dentified driver's lice ers search. The 
entered on the Response ~se numbers are then 
automatic retrieval of 0 Xiception List for an r ors. 

/-

I
I 

OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

MODULE IUENTIFICATION 

BO-7-06l 

MODULE PURPOSE 

RECORD OF PROCEEDINGS AND JUDICIAL SUPPORT On-line 

'

MODULE NAME I LEVEL OF AUTOMAT I ON 

To record proceedings stemming from a 

and to initiate corresponding entries 
voluntary o~ mandatory court appearance for arraignment 
to update the automated system 

MODULE FLOW 

MODULE NARRATIVE 

CI)For'all citations not accompanied by a docket 
or priors, the clerk requests, via an on-line 
terminal, a printout of a docket packet and the 
associated priors information. 

~All court proceedings are posted to the docket 
sheet. Most entries are summarized on the docket 
sheet in the form of "check box" entires and 
fillins. 

CD The cou.rtroom clerk records the de~endant' s 
rights and waivers and the courts actJ.ons on the 
docket. The docket fOl:m ShOl;ld be desi~ned to 
utilize check-off entrJ.es whenever possJ.ble. 

(£) If a referral to traffic school, a county work 
program or other program is required the referra~ 
sheet is detached from the docket packet and 

distributed. Warrant recalls are entered via 
an on-line warrant system. 

~If the defendant enters a not guilty plea a 
complaint waiver is prepared if the citing agency 
does not use Judicial Council approved citation 
forms. 

Ii 
I 
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OTHER CITATIoNS 
MODULE CONCEPTUAL DESIGN 

-'LI IUIfTlflCArlCIII IODULE III.IIl 

BO-7-061 I RECORD OF PROCEEDINGS I 
lEVEL OF AUrOlll.rlCII 

AND JUDICIAL SUPPORT On-line 
IOOULI 'UIPOSE 

To provide statewide driver history for the sentencing phase of all moving traffic cases, and to 
provide statewide criminal histories for the sentencing phase of designated misdemeanor cases 

CI)The DMV priors list is detached from the 
docket and given to the judge at bail setting 
sentencing time. or 

~OOUL£ FLOI 

The DAIV priors list can be destroyed after 
sentencing sinc~ the data is also printed on 
the docket. Th~s form indicates the defendant's: 

Violations on the Current citation 

Details of the bail computation 
Driver's license status 

Prior convictions, FTA'$ and FTP's. 

CD 
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OTHER CI·TATIONS 
MODULE CONCEPTUAL DESIGN 

MODULE IDENTIFICATION I MODULE HAME 

BO-9-231 JUVENILE CITATION PROCESSING 

MODULE PURPOSE 
I 

LEYEL OF AUTOMAT I ON 

On~line 

To generate a multipart case following and notice form for each juvenile traffic c~tation, to 
prepare a ci ta tion number cross reference, and to update the Ci ta tion' Master File and Cross 
Ref""",n",,, 1<';1 '" 

uPDATE 
<lUVEt~/LE 

CRDSS 
REFERENCE 

FILE. 

• ~HPlJr~1f! PIS?D" 
SirlDAJ /.4Jpur 

~"H 
-/'fINtJR,S DJsraslri 
• SECr,!AJ" N~rtCE 
~ I=IIl$T AlOTICE 

• DOI!J(E'T 
/ 

/51)( 

/P/lIIT 

I~ORM 

MODULE FLOW 

CITATIO)/ 
MASTE,(! 

J'ILE 

JUVENILE DPEN 
CIT/lT/oN FILE 

MODULE NARRAT lYE 

G) A six-part case followl.ug and hearin~ notice 
form is printed for each juvenile citat~on: 
These forms are attached to ~he cor~esP,?nd~ng 
ci ta tions and the first h ear~ng n ot~ce loS . 
detached and mailed. The citations and mult~- . 
part forms are stored in appearance date sequence"; 

The Cross Reference Master File allows searcl~ 
capabilities on name, citation nu~ber! an~ spe~1.
fic personal char~cteristics. Th1.s ble 1.S ma1.n
tained in an on-l1.11e statuS. 

KCHOIIJ--FI-fsr /IIOTICE 
aF HVlRIIJG. 

A»P HAIL 
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OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

=WU IDr.T/FIC4T IDH 

BO-9-231 
1I00Ul£ HAIlE 

JUVENILE CITATION PROCESSING 
LEVEL OF AUTOMATI ON 

On-line 
PAGE 

MODULE 'Ul'OH i ed court 
To notice juveniles and their parents of reqll r appearances, to adjudicate cases, and 

for the automated system to prepare disPosing entries for the printed docket and 

MOOUL£ HAlUTlVE 

CD I f the juvenile and his parents appear as sChe; 
duled on the hearing notice, the case is adjudi_ 
cated. The disposition is then noted on the 
multipart form. 

01'hO copies of' the multipart form and the cita-: 
tion are distributed as shown. The assessment 
is collected and, if ordered, an installment 
payment account is established. 

CD Periodically, the contents of the juvenile 
Open Ci tation File are reviewed to identify the 
records of jl1Venils who fnil to appear. 

If the juvenile fails to respond to the first 
Notice of Hearing, a new appearance date is 
written on the multipart form, the second notice 
is mailed to the juvenile and his parents, and 
the remainder of the multipart form J.S refiled 
in new appearance date order. 

~If the juvenile fails to respond to the 
second notice, the multipart form is updated, and 
the COpies are distributed as shown. 

On rare occasions, the probation office may 
deCide to file a petition under provisjons of 
Section 601 of the Welfare and Insti~utions Code 
in order to pick up and detain a juvenile traffic 
violator with numerous FTA's and poor driving 
record. See the Juvenile Delinquency and Depen_ 
dency module group for the applicable procedure. 

\;::~~(·~;~::~;.~::,~~:::::::,~~:",,~.;:;.:.c"'7:'~;::~~~;;;L:~L,,~ .. ,~,':':'Lw~'~~."". _~~"" __ "...., __ _ 
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_ULE lDENTlflCU ION 

BO-9-231 
MODULE NAIlE 

OTHER CITATIONS 
MODULE CONCEPTUAL DESIGN 

JUVENILE CITATION PROCESSING 
LEVEL OF AUIOIAT I ON 

. On-line 

To generate activity for juvenile traffic matters and disposition transactions 

MODULE FLOI 

~ 
~ 

'--_,-__ 1 

100ULE HARRAT IVE 

ded on computer disposi~ ® are racor ): 6 Court actions f the multipart form. : 
t forms (part 0 . of the court , 

tion in~~red information consJ.~!:tallment assess-; 
This en taken and one-time ort~lized to eliminate; 
actions d This form is u . nile court : 
ments le~!~ ~f dockets fromithleitJyu~~ the data. : the remo the confident a and to secure 



MODULE JDENT If leA HON 

80-12-091 

.. 

MODULE HAil! 

CROSS REFERENCE 

LEVEL OF A"TO~ATIOH 

On-line 
PAOE 

MODULE PURPOSE 
To provide a daily index and status to Provide an index and status to of active citations, 

closed citations, and to provide an annual index for historical reference 
W',I:. 

MODULE FLO' 

1'& ,.'1e 

1 -
CRDSS 

REFEileNCE 

111f~"':'ii:. 
,':t& 

'T 
G) PREPAilE. 

tNOExlE.S -

ANNUAL N"HE.I 
INDEX 

t:!l.DSEO NAME I 
OJDE~ 

f
. l,::j 
HICIlO~/Uf "-

1 
(CtE~K ) 

MODULE NARRATIVE 

CD The computer prepares the indexes shown. Each 
;I,ndex contains a concise one or two line case 
summary consisting of case identifiers, bail 
ahlount, actions taken, current status, and refer
ences to the location of other associated docu
ments. 

The Open Name Index is updated daily and 
servos as the pl'incipal reference document at 
the counter fOl: determining bail and locating 
the court copy of the defendant's citation. 

Since the other indexes are prepared at less 
frequent intervals, they may be microfilmed. 
To microfilm, the documents can be printed first. 
or microfilming may be perfol'med directly from 
magnetic tape print images. 

The indexes also provide access by the cita
tion number. A column on each listing contains 
a cross reference of citation number to the line 
number corresponding to the alphabetic index 
entry on the listing. 
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OTHER CITATIONS 
HODULE CONCEPTUAL DESIGN 

_WLt IUUlrlc.lIIDII /IOOULE ~'1It 
B~-14_121 NOT3~rCATION OF COURT ACTIONS 

IODULr 'UI'9U J LEYtL OF AUICi:A TI ON 
On-line 

To prepare 
prescribed notifications of court actions to local and state .i.evel criminal justice agencies as 

by law and as required to assure adequate communication of court orders and judgments 

B30ULE HOI 

PiE Pit II G. CD NOrlFICATltJNS 
To orH£1C5 oF-

cOCJ~r 
ACTID~5 

MOOULE MURAllVE 
fj\ : 
\:/The notices are prepared and distributed as . 
shown. A Warrants Interface File may be generatec! 
in conjunction with. or in lieu Of, the warrant 
pnckage (warrant. notice and service history 
form) depolJding upon the automated capabilities 
of the law enforcement agency. 

Tho Complaints Referral List will inform the 
prosocu ting n ttorney of persons ci ted for a 
moving traffic violation and driving with a 
susponded or revOked driver's license (Section 
14601 eVe). The list will also include Persons 
ontol'lllg It not guilty plea to any cited offense, 
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_ULl IDlMTln'UIOH I "CULE "AI£ 
BO-15-261 

ICOULl 'UI'OSE 

OTHER CITATIONS 
MODULE CONCEP'nJAL DES IGN 

BAIL SCIIEDULE MAINTENANCE I lEVEL OF AUIOMA 110" 
On-line 

To add, change and delete entries in the countyWide bail schedule 

10DULE FLOI 

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

(JAIL 

XHEDIlLE. 

FILl! 

CD 
UPOAT. BAIL 
.st:HEDVLE. 

FILl!. 

I 
I 

I 
I 
I 

I 
I 
I __ oJ 

~--------------------
100ULE NARR:~AT!!I!!VE~ ________________________ 1 

f\\ tywide baii schedule for misdemeanor, ~The coun . h . table . d CVC violations wh~c are c~ 
~rd ~natnce d a~ n the computer in order to prov~,de 
~s en ere ~ 1 1 ting graduated bR11 
the par~meters fEor ~a e~~r ay on the bail schedule automat1cally. ac 
will indicate: 

Violation code section 
Violation description 
Applicable statute 
Bail amount 
Penalty assessment indication 
Rules for calculatin& graduated bail. 
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FLOWCHARTS FOR 

MANUAL LEVEL OF AU'!'OMATION 

~'-

o 
(' .. ~ 



Ii il 

" I' 
i Ii 

,; 

.~:) 

" 

i' :1 

(1: 
/J 

\ I"']. 

() 

,) 

o 

-9> 

0" 

o 
!) 

Q 

" 
l 

. ' ;.-

~-'.' 

~ 

''':j:!..J . -~ -

"' .. ·'0 

<d-;:f. 

~J 

'. 

c:-

-i"lIP 

j 

}) 

CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

lIGULE IDENTIFICATION 'lObULE MAIlE 

CM-l-012 ,. 

IOOULE PURPOSE 

INTAKE AND FILE MAINTENANCE I LEVEL OF AUTOIIA T I OH 

Manual 

To initiate cases in 

complaint 
the municipal court, by the filing of an arrest warrant nnd/or criminal 

IODULE FLO' 

MODULE NARUT IVE 

CI)The prosecuting attorney generally initiates 
cades in the municipal court by the filing of a 
complaint. The complaint process is initiated 
by a statement by the complainant, who may be 
either a peace officer or a private citizen. 

The defendant may be arrested on either pro
bable cause or a warrant. Hence, an arrest 
report is most often filed with the complaint and 
the complainant's statement. 

0cases initiated through the citation process 
are prosecuted in this case category if the 
prosecuting attorney chooses to file a complaint 
(e.g., petty theft with prior convictions) and/or 
the defendant enters a not guilty plea. For 
minor traffic offenses, the citation may serve 
as the complaint if it is a Judicial Council 
approved form or a complaint waiver may be 
obtained from the defendant. 

o If the defendant is a fugitive, a warrant is pre 
pared by the prosecuting attorney along with a 
declaration supporting its issuance. 

0The prosecuting attorney will be responsible 
for obtaining statewide criminal history on seri
ous misdemeanor and all felony charges. Usually, 
criminal history is obtained through the mails 
fromDOJ since fingerprints are required for a 
positive identification. A teletype short form 
abstract and/or a previously retrieved criminal 
history printout may be used for bail setting, 
or for sentencing when conducted at arraignment. 
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NOOULt IDEHTIFICAI/OH MODULt HIII£ 

NODULE PURPOSE 

CRIMINAL COMPLAINTS 
MODULE COIICEPTUAL DES IGH 

INTAKE AND FILE MAINTENANCE 
UVtL OF AUTOM" ) OH 

Manual 

'to initiate cases in th 
1 . e 

Comp alnt or in sUperior municipal court by the filing of an arrest warrant and/or 
court by an indictment. criminal 

.OOUtE FLor 

CASE fiLE 

MODULE HARRAT lYE 

0'1'hO clerk initiates the i CD 
croll. tillg II. case folde d f l~ng of a case by ,8 

l' all aSsl.gnillg a c All remain).' n 

CD ase number •. ' C g caSe fold 6 aso File in case ers are filed in the 
Next, tho clerk pre are nUmber sequence. 

t(>l' of Actions curd n~d 5 lin index card, Regis_ 
Registex' of Action' d a calendar CIWd The 

cal' reCords 'II f' • 
cnse nctivity. The cnlend' • a lUngS and 
record all nppearance sta al cnld is Used to 
ll~Com:lng COUrt IIppellrllnce!isti~s ~nd to indic,lte 
Dlepnred £01' each de£endali . e Index cllrd is 
betienlly by Inst name in lana~ddi~ filed alpha_ (i) n ex tray. 

1 If the prosecuting attorne re 
oj' nr~'ost I the II'llrt'(lIlt is i Y qUests a wart'ant 
is Updnted to illdic:at;e issu~Snued and the R/A card ce, 
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CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

MDOULE IDENTIFICATION I NODULE MAIlE 

CM-l-012 INTAKE AND FILE MAINTENANCE 

MODULE PURPOSE I
L~VEL OF AUTOMAT I OM 

Manual 

To monitor the ~efenn~ntts custony st~tus Rnd to maintain ~ll case-related files, 

NO ClJHfl-t'tINr 
:>VSPENSE FILE. 

(!) The defendant who is taken into custody on a 
warrant or for probable cause may be released 
prior to arraignment by posting cash bail 01.' bond 
through D.R. release handled by the jail, or by 
posting and forfelting bail in lieu of fine. 

Gene:l:'!llly, if the defendant posts cash bailor 
bond when the court is not in session, the money 
or bond is accepted at the jail. The documents 
collected and a War~ant (bank draft) for the 
cash received is forwarded to the court the next 
morning. 

When the court is in seSSion, bail is posted 
with the court and D.R. release is handled at 
arraignment. 

Q@)All cash bail slips returned to the court from 
the jail are reconciled to the warrant. 

V \"7 
R/AFIJ..e V 
RIA CASE FILE 

CARPS 

® As part of the pre-arraignment release process, 
the defendant's custody status is noted on the 
blotter. 

~If the defendant has been released prior to 
the complaint being filed, the arrest number is 
temporarily used to reference all documents. The 
case material is then filed in a suspense f~le 
until the complaint is submitted. 

When the complaint is submitted, the case is 
Rssigneo n permanent c?se number Rn~ the case 
folder is transferred to the case file. 



MDOULE fOE"TIFltATIOH J NODULE HAlE 

CM-I-012 

MODULE 'U~POSE 

CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

INTAKE AND FILE MAINTENANCE 1 LEVEL Of AUTOMATION 

Manual -L-oF.IL l PAGE 

To initiate cases in 

order, or appeal. 
the superior court by the filing of a 'held to anSWer' order, certification 

\Iv 
eliSE FILE ;.>/A I'/LE 

CASE 
FOLlJERS 

NODULE flO' 

r::::~"TIFIED 
t!of'Y OF 

..yIA 

® MODULE NARRATIVE 

The lower COUrt clerk transfers felony and mis_ .. : 
demeanor insanity matters to the Superiol' court 
by fOl'Warding selected documents from the case 
folder, in partiCUlar, the "held to answer" ord ' 
01' c:rtification order. The "held to answer" e1 
ordol is locatod on the bnck of the Complaint, 

The cel'tification ordel's are manually prepared' 
also, but on separate forms. These ordel'S inclUde: 
Cel'tifications on a plea of guilty. insanity ; 
phases of trials on misdemeanors, ~IDSO and nar_ : 
cotic addict certificntions, and certifications 
when the jUdge expresses dOUbt as to the current 
mental stntus of the defendnnt (Section 1368 P.c.~ 

svSPeNSf FILE 
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IODULE IDENTIFICATION 

CM-l-012 
IOOULE NAIE 

CR'IMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN' 

INTAKE AND FILE MAiNTENANCE 
llvn OF AUTOMATION 

Manual 
PAGE 

IOOULE PURPOSE submittal of an indictment or information To initiate cases in the superior court by the 

MODULE FLOW 

IOOUtE HARRAT IVE 

@4 l 'nitiatedinthesuperior 
Cases may bedaJ~~ 1indictment. Indictments 

court by a Gran Y ainst persons not pre
are generally brOUgh~ ag a warrant of arrest 
sently in custoddY

t, th:n~~~e the indictment is is often issue a 
filed. 

@ An information must be filed by the pr~'~:~d 
' cases bound over on a 

cuting ,attorney 1n some instances, a warrant 
answer' ordeIi b!niSsued for the defendan~, 
of arrest wi t tus is generally carr1ed 
althoufgh CUthS!O~~w~racourt proceedings. over rom 

to 

N 

I 
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CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

MODULE ID[HI IF ICAtlON 1 MODULE HAl( 

CM-I-012 INTAKE AND FILE MAINTENANCE 1 LEVEL OF AVIOIA TI ON 
Manual 

MODULE 'V~POI[ 

To accept documents from litigants, perform a cursory screening, and to issue doc~ments as 
requested 

~ V 
INDEx FILE 

MODULE FLOt 

FILE 

® SUbsequent to initiatio d' 

MODULE NARRATIVE 

may be filed by the litiga~t ad ~~ional documents 
of ton include stipulations s. :se documents 
and amended complaints. ' pre-tr~al motions, 

@1 
The accuracy of submitt d d 

the submitter. The clerk ehOW~~~ment~ rests with 
a cursory screening for b~Sic ide~tiW711 perform 
to locate the proper case f ld f~ers needed 
its aSSOCiation. • 0 er, and to verify 

®If a case number is unknown it 
mined by referring to the Open' N may be deter_ 
lists nIL active cases in defend:~,Illdex, which 
sequence. The index which's' s name 
provides It C1'OSS ref~rence t ~ t~Pdated daily, 
and summarizes case activityOas :ef~~e number 

@9 
Documents such as 

by the litig~ts and isubpoenas, may be prepared 
the prosecuting attorn:SU~d by. the court. Since 
powers, prosecution su y as h~s own subpoena 
only to initiate t bpoenas are usually filed 
---- con empt proceedings. 
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CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

, 'I , 
1 I 
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r:.:~~U~LE~IO~E~N~TI~F7.IC~A~T~IO~H--I~·~DD~U~LE~HA~~~----------------------------------------~l~.~E~y~~L~DF~AU~I~OIA~I~I~=-------------Jl~'A~Q~t----------~·--1 ';~; 

IOD~~-;U:~!~ INTAKE AND FILE MAINTENANCE Uanual --L...DF-11L :. ~' 
to the superior court. . .\ . 
To prepare record on appeal and reporter's transcript for cases appealed from the lower court I'll. 

};i 
~i aODULE FLOt 

NO 

.ODUl[ NARRATIVE 

~The appellant initiates the appeals process 
in the lower court by the filing of a Notice of 
Appeal. rhe judgment date is checked in the 
Register of Actiors to determine wh~the~ an 
appeal meets the statutory time lim~tat~ons. 
('ren days in most crimir.al rna tters and thirty 
days in civil mntters.) 

® The clerk ma Hs a cc.py of the' Notice of 
Appeal and Notice of Cross Appeal if one is 
filed,'to each party other than the appellant or 
cross-appellant. 

~The clerk's transcrlpt is prepared for t~ans
f t the superior court per the appellant s 
r:~ue~t. A reporter's transcript or statement 
of facts is also prepared. 

~When the record on appeal has been completed 
in accor.dance with the Rules of Court, it is 
transferred to the superior court. 
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---~- -~ CnimlML COMPLAINTS 
MODULE CONCEPTUAL PESIGH 

.000ULt IOlHTlflCATlCN f _OO~Lr HAM! , 

OAl-1-012 INTAKE AND FILE A!AINTENANCE 

MODULE PUWPOH 

f urn OF AUTOJATIOIC 

J Manual I PAGE 

--1L.JlF~_ 

'1:'0 prepare 
appelll (or 

remittitur, and to distribute opinions and case records subsequent to tile hearing on 
dismissal) in the superior court. 

MODULE HA.~AT IY! 

® The nppella te department l'eceives the record 
on appeal from the lower court. A new case 
folder is established along with the correspond_ 
ing Registei' of Ac tions and indexes. 

@The IlGaring on appeal is set within thirty 
dnys of receipt of the record on appeal and 
after proper noticing of the parties. I 

Tho appellant files his opelling brief within 
fifteen days of the filing of the record on 
Ilppeal. The respondent fHes his bl'ief ten days 
tllel'ollftor, followed by the appellant's reply 
five days after tho filing at the respondent's 
brief. The ol'igina 1 briefe arc fHad with the 
court nlong with proof of service of copies to 
each adverse pArty. 

® The court hears "the appeal and takes the case 
under submission. Upon judgment, the Remittitur 
is completed frOm the minutes prepared by the 
courtroom clerk. It is returned with the 

documents originally filed on appeal to the 
trial court. A copy of the Remittitur is also 
fo:warded to each party along with the written 
oplnions if they are prepared. The clerk for
wards two copies of each written opinion to tile 
Reporter of DeciSions and one copy to tile District 
Court of Appeal. 

All documents generated while the case is on 
~ppeal,in the superior court are retained by the 
ourt In an appellate department-maintained case 

folder. 
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CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

.OOULE 10ENTIFICATIOH IIIODUl£ NA. I LlYU Of AUTOIlATIDH lPAG£' 
CM-9-042 J RECORD OF PROCEEDINGS AND JUDICIAL SUPPORT Manual , LoF_u!'-

.00Ult PURPOSE ,-.---------------"-------------"'---------1 
To record court proceedings on minute orders, and to process court imposed fines, referrals and 
other dispositions 

.OOULE flO. 

(I) Case folders for persons scheduled for a court 
appearance are forwarded to the courtroom clerk 
along with the calendar, calendar cards and 
multipart minute orders, 

(!)criminal histories are obtained for designated 
offenses by the prosecuting attorney and are . 
attached to the corresponding case folders. Slm
ilarly, statewide driver histories nre obtained 
by the court and are attached to the correspond
ing case folders. The printouts are inserted so 
as to preclude their accidental exposure, 

CD During the court proceedings, all su1.>mitt~? 
exhibits are recorded on a separate exhlbit l~st 
for each case. 

(!) The court proceedings are recorded on pre
printed minute order forms. Most entries are 

Dlse ;;ILE. 

"chec~ box" or "fill-in" which req\~ire only dating 
and a signature by the courtroom c:l.erk. 

~If a new appearance date is aSSigned during the 
proceedings, the calendar card is 'updated (nlso 
updated to indicate disposition), and the RIA 
card is posted with tho appropr!ata entries. 

'1, 
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... CRIMINAl. COMPLAJNTS 
MODULE CONCEPTUAL DESIGN 

MODULE loE"""Cl,IIOH I MOOUl[ NAIll: 

CM-9-01j:2 RECORD OF PROCEEDINGS AND JUDICIAL SUPPORT 

-J LEVEL OF AUTOKHIOH 

I Manual 

MODULE PURPOSE 
'1'0 record court proceedings on minute orders, and to process court imposed fines, referrals, and 

other dispositions 

MODULE Fla' 

o Notifications to others al'e made in one of 
three ways, Informal not:lfications are made b 
detaching a copy of the minute order form and y 
forwarding it t~ the ,appropriate agency, Where 
required, copies of formal orders and judgment 
al'e made and forwarded to the appropria te indi~ 
vidual or agency. Orders transferring jurisdic_ 
tion are mude formally and are accompanied bv 
appropriate case-related dl~cuments. Note ttl" t 
the "h~ld to answer" order is completed on th 
buck of the complaint. e 
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IIIIIULE IDENTIFICATION 

CM-9-042 

MDOULE NAill 

CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

RECORD OF PROCEEDINGS AND JUDICIAL SUPPORT 

LEY£L OF AUTOIlAIIOH 
Manual 

PAGE 

.l!....oF.l .. L. 

IDDULE PURPOSE 
To provide criminal histories, and case setting histories to the judiciary to 

driver histories, 
improved calendar management, bail setting policies and sentencing 

facilitate 

MODULE flO. 

MODULE HARRAlIVE 

~eAiu~~~~a~~U~lt~p~::~a~~~d:;~~ ~;~~~d~~o~~~~~ 
d tatewide criminal or dr1ver histor1es. 

an s h' 
The calendar card~dP~o~!~~Sab~a~~i~~t~~~:nd~~= 

tory of each case, a 
ing prepares all calendars, 

The ~tatewide criminal histories ar"e prohviided 
'" 1 ff n s Dr1ver s-for designated crimina 0 e se • I d' th 

tories are retrieved for each person Clarge W1 
a C.V.c. violation. 

The case material is used 
tion process and retur~ed to 
at the end of the sesslOn , 

during the adjudica
';he courtroom clerk 
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CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

{LEVEL OF AUTOMAT I ON 
{AD; 

MODULE IDENT IFiCATlO~ I MODULE NAile .' RETRIEVAL 

Manual -1LF~ 
CM-12-271 STATEWIDE CRIMINAL HISTORY 

MODULE PURPOSE 

(criminal priors) for persons arraigned on serious 
To obtain stateWide criminal histories 
midemeanor and felony offenses . 

MODULE FLor 

I 
~ 

! -
.DDULt NARRATIVE. 

h-__________________ ~ ________ ~~~~ ______________ ~, _______________ ~ 

o The prosecuting attorney will be responsible 
for obtaining stateWide criminal history for 
serious misdemeanor and felony of:l;enses. lIe may 
rely Upon law enforcement staff, files and/or 
Communications :l;acilities. 

When a person is arrested on a serious misde_ 
meanor or felony charge (except CVC violations), 
the jail prepares an identification card contain
ing the defendant's fingerprints and personal 
description. This card is forwarded by mail to 
the Bureau of Identification for retrieval of a 
stateWide criminal history form known as a Rap Sheet. 

The Courts Ileed a criPJinal hi-story printout of 
prior convictions, outstalldi.ng warrants, pending 
cases and Current conditions of parole or proba_ 
tion in order to set bail, determine O.R. release,: 
and to properly.sentencc'. This printout should ; 
be formatted in ~ ~onci~e, eRsily under~tood : manner. 

In the years to come, many larger law enforce_ 
ment agencies will have facsimile transmission 
equipment so that UP-tO-date data can be made 
quiCkly available to the COurts and the prosecu_ ting attorney. 

In lieu of this UP-tO-date printout, the courts 
may utilize a previous Rap Sheet Supplemented by 
a summarized CJIS criminal history printout 
retrieved by teletype. This form of criminal 
history would be most useful for bail hearings, 
and for adjudication 0:1; misdemeanor cases dis_ posed of at arraignment. 
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loaULE IDENTIFICATION 

CM-13-182 

IOOULE PURPOSE 

CRIMINAL COMPLAIN~S 
MODULE CONCEPTUAL DE~IGN 

IODULE NAIE RETRIEVAL 
STATEWIDE DRIVER HISTORY 

LEVEl OF AUTOMATION 

Manual 

To retrieve (DMV priors) for persons stateWide driver histories d'ng etc.) arraigned on a 
offense (e.g., hit and run, drunk driving, spee 1 , 

MODULE FLOW 

C!ASE '&:ILE 

CASE FILE 

O . . t~ieved by telet~pe for 1 Dri ver history 1S r~ .. 1" code viola t10ns. 
t d on ve".1-:: ~ 

persons arras e._~ a~es a punched paper 
The teletype opera~orf~~ ~-5 printouts'l The 

uest recor s 'th a minima 
tape.of req then be opera~ed W1 it automatically mach1~eo~a~lerical attent10npr~~rity will be 
amoun rinted response~,. . n custody since 
r 7turnst Pdefendants rem~1n7ngt1d and disposed of 
g1 ven 0 Id be adJud1ca e . fter 
their cases cou. raignment seSS10n a during the morn1ng ar 
arrest. 

moving traffic 
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CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

1000ULE IDENrlFlCATION /IODULE NUE 
CM-14-071 

MODULE PURPOSE 

CROSS REFERENCE I 
LeYEL OF AUrOMArlDN 

Manual 

To prepare an alphabetical index to the case number. which will assif>t in locatil'lg case-related 
information 

MODULE FLor 

/NDE;( PILE 

Q) The index cards are filed in -
in alphabetical order. A card i! tray type file 
each defendant containing the: prepared for 

Defendant's name 
Attorney's name 
Case number 

Arrest and/or complaint issuance date 
Charges. 
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CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

IOOULE IDfHrlFlcATION I MODULE NAIE I LEYEL OF AurOMArl;N I PAGE 

CM-IS-lOl NOTIFICATION OF COURT A,CTIONS Manual .lL...DF_lB_ 
h=~~=----L ______________ . ____ ~~ _________ ~ _________________ ~ _______ , ___ 
MQDUL~ PURPOSE 

To provide a notification of court actions to other criminal justice agencies 

MODULE FLOW 

MODULE NARRAT lYE 

(!)Entries to the Notification Module come ~rom 
minute orders prepared during court.proceed1n~s 
and the Aging and Purging Module wh1ch period1-. : 
cally checks defendant and file st~tus. O:pend1ng; 
upon the action taken, the app~opr1ate ~ot1- : 
fications to the criminal just1ce agenc1es and 
case participants are generated. 

A No Complaints Filed List will also be pre
pared for the prosecuting attorney. to inform him 
of impending dismissals (re: ~ect10n ~382 P.C.) 
for lack of filing an informat1on, or 1nstances 
where a defendant has been released pri~r to 
arraignment but no complaint has been f1led. 
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CJUMlNAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

.000ULE IOENTlr,CUIO~ J 1I00Ul£ ~UI£ 
CM-16-301 

.ODUlE PURPOSE 

EXHIBIT CONTROL J lEVEL OF AUTOMATION 
Manual 

To monitor and control the acquisition, inventorying and destruction of exhibits received 
into evidence 

MODULE flO. 

EJ'IIIS1r I'll.£. 

ExHIBIT FIlE. 

CI) All exhibits received into evidence are 
recorded on exhibit lists by the Court clerk 
Each exhibit is identified by case number 'h' 
bit number, a brief item description a r'fex 1-
to its st 1 t ' e erence orage oca ion, the 'Owner and hi 
relationship to the case. • s 

(!) If the exhibit has been ordered released • 
the release date has passed, the ro er ,o~ 
tion forms are prepared by the cl~rkP T~ot1f~ca
ginals are filed in the case folder' 'co ,e 01'1-
distributed to the concerned partie~. p1es are 

CD Exhibit lists for those exhibits to be 
released at a later date are filed in the " 
File by the sentence expiration date/r 1 Exh1blt 
i~ known. If the release date is not ~n~ase date 
llsts are filed by case number in th WD, the 
area of the file. e SUspense 

CASE I='ILE 

V 
-o/r'\ FiLe 

RIA 
{!AR.D' 
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IIIDHE IDENTIFICATION IBODUlE nACI! 

CM-17-132 

MODULE PURPDSE 

CRIMINAL COMPl.AINTS 
MODULE CONCEPTUAL DESIGN 

AGING AND PURGING I lEVEL or AUTOIIATlDN 

Manual I PAGE 

-!1..JlrJ.L. 

To maintain the court's files and the case docwnents according to the. appropriate statutory 
limitations 

-------------------------------------------------------.---------------------
.-----------------------------"} 

CODUlE FLDIf 

CD 

CD 

~. 

V 
.susPENSE FIL£ 

NODULE HURATIYE 

CI) Once each year the index cards in the index 
file are pulled and prepared for microfilming. 

CD All cases ten years or older (determined by 
case number) are pulled from the case file and 
prepared for microfilming. 

0'Held to answer" orders for whi.ch no information~ 
has been filed are pulled fro~ the Su~pen~e. File : 
if fifteen days has elapsed Slnce the~r hllng. : 
These documents are prepared for submlttal to : 
the court for dismissal. . 

o If the prosecuting attorney fails to file II : 
complaint within th' Ie court days, the prearraign-: 
ment release documents are pulled fro~ the No Com~ 

1 int Suspense Filu and the prosecutlng attorney 
isanotified of impending bail refund or bond 
exoneration. 

vry 
V 

/'10 CDHPLAINT 
:SV5PeNSE I'ILE 

1110 C/:JHPLAIAJ T 

SU.5PE,vSEE FILE 

CASE PILE. 
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CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

MOOULE IOEHTlrlCATIOH 

GM-17-132 
MOOULE HAIl!: 

AGING AND PURGJNG 

LEVEL OF AUTOIA II ON 

Manual 

PAGE 

A...oF..1B_ 

MOOULE PURPOSE 

To maintain 

limi ta tions 

the appropriate statutory 
the court's files and the case documents according to 

MOOULE FLOI 

Rf"I 
CAIIDS 

#IS70RIC/1L 
CASE FILE 

MQD~LE HARRA7I VE 

o The index cards are microfilmed once each year) 
The original card is destroyed and the microfilm . 
is maintained as a permanent index file. 

CD The warrant status of each pulled case file 
is determined prior to microfilming. If a warrant: 
is outstanding nnd subject to recall, the case is : 
submitted to court for the issuance of a dismis
sal order. 

The recall of the warrant is then issued. 
Serious cases such as murder would not be eligi
ble for the recall of an outstanding warrant. 

The case folders are microfilmed and the hard- ; 
copy documents nre destroyed. The micro! ilm ver- : 
sion of the case ioldol' then serves as the pel'- : 
manent case record. ; 

CD "Held to answer" orders without an information 
filed and other cases not pro,~ecuted in a reason
able time are submitted to the court for dismis
sal for lack of prosecution. 
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SEQUENTIAL BATCH LEVEL OF AUTOMATION 
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CRIMINAL COMPLAINTS 
~ODULE CONCEPTUAL DESIGN 

IOIIYL£ IDEMTIF ICATIOM lllOOUlE MAIlE 

CS-l-022 
INTAKE AND FILE MAINTENANCE I lEVEL OF AUTallAT I ON 

Sequential Batch I 
PAGE, . 

-.L.oF 20 
.ODUlt PURPOSE 

To initiate cases in the municipal court by the filing of an arrest warrn~t 

and/or criminal complaint 

r---__________________________________________ -2.~oa~ULE FLO. 

'CAS£ 
..r:;:---'-'=----<PloSECIJ1EO 

NO 

"',.':"/ ..-

MODULE ~ARRAT\VE 

CD The prosecuting attorney generally initiates 
cases in the municipal court by the filing of a 
complaint. The complaint process is initiated 
by a statement by the complainant, who may be 
either a peace officer or a private citizen. 

The defendant may be arrested on either pro
bable cause or a warrant. Hence, an arrest 
report is most often filed with the complaint 
and the complainant's statement. 

(!)cases initiated through the citation process 
are prosecuted in this case category if the 
prosecuting attorney chooses to file a complaint 
(e.g., petty theft with prior convictions) and! 
or the defendant enters a not guilty plea. For 
minor traffic offenses, the citation may serve 
as the complaint if it is a Judicial Council 
approved form. 

~(.;\ 
0!f the defendant :;s a fugitive, a warrant is 

. 

prepared by the prosecuting attorney along witll 
a declaration suppor~ing its issuance. 

(!)The prosecuting attorney Will be responsible 
for obtaining statewide criminal history on 
serious misdemeanor and all felony charges. 
Usually, criminal history is obtained through 
the mails from DOJ since fingerprints are required 
for a positive identification. A teletype short 
form abstract and/or a previously retrieved 
criminal history printout may be used for bail 
setting; or for sentencing ~hen conducted at 
arraignment. 
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CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 
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CS-I-022 INTAKE AND FILE MAINTENANCE 
LEVEL OF AUTOIA TI ON 

Sequential Batch 
lit t c municipal court by the submittal of an arrest 

criminal complaint 01" in warrant and/or 
a~perior court by an indictment 

IUDULE PURPOSE 

To initiate a case in the uni i I m c pa court by the tsmporary assignment of the Ill'relst number 

MOOULE HOI 

0Acnse :Is initinted b 

MODULE NARRATIVE 

('our t -con tt'olled' y the assignment of 
of a Cnse number d II . • case folder. The . an the preparation 
~of~mputor-prin ted I abefo~~~r\ are pre-numbered 

or on tho day fOllOWi 0 attached to th~ 
A 

ng case initi ti 
Caso Call be ini . a on. 

~ com~lnint (or citn~~~~e~ o~IY by the filing of 
o cntie-rcla ted d ' n ieu of compl i 

'(l('companiCd by, o~C~~:~!~c~an be accepted au~i~~s 
OXCOpt bail sl~ps or bail bby , a complaint • onds). 

011'nl'l'ants Ore prepllred 
n ttOl'ney I Signed by n jUd by the Pl'osecutillg 
Court. ge snd iSSUed by the 

The Wnl'l'lln t numbel' 
noted on tho declarati~~di date of issuance are 
~~~;.tion of wal'rant iSStla:~c~r~~~'hto Pirovide docu': 

a m nimum of : 

::: 

II \ 

W1 -.u 

J 

whell the defendant is released prior to the filing of a complaint 

r---------------------------------------------------------------------------------------------------~ MODULE fLO~ 

MODULE NARRATIVE 

CDThe defendant who is taken into custody on a 
warrant or for probable cause may be released 
prior to arraignment by posting cash bailor 
bond, through O.R. release handled by the jail, 
or by posting and forfeiting bail in lieu of fine 

Generally, if the defendant posts cash bailor 
bond when the court is not in session, the money 
or bond is accepted at the jail, The documents 
collected and a warrant (bank draft) for the 
cash received is forwarded to the court the 
next morning, 

When the court is in seSSion, bail is posted 
with the court and O.R. release is handled at 
arraignment, 

(!)AS part of the pre-arraignment release pro
cess, the defendant's custody status is noted 
on the blotter. 

(!)If the bail, bond or O.R. :elease documents 
arrive prior to the filing of a complaint, the 
arrest number is assigned to these documents as 
their tempol';":i'y case number. Otherwise, the 
case nnmber is noted on the documents. These 
number5 will control entry into the automated 
system. 
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lOOUU IDlHT I F I CAT I OH 

C8-1-022 
IODUlE "All: 

INTAKE AND FILE MAINTENANCE 

lEVEL OF AUTOIATt ON 
Sequential Batch 

IODUle rU.'OUE 1 superior court on a certi-from the municipa to 
To \~rlln8Ier jurisdiction on felony matters 

IiaatiCIn, held to answer Qlrderl or appeal 

MODULE FlOI 

® 

5USPeNSE. FILE. , L---___________________________________________________________________________________________________ l 

® The lower court clerk transfers felony and 
misdemeanor insanity matters to the superior 
court by forwarding selected documents from the 
case folder, in particular, the "held to answer" 
order or certification order. The "held to 
answer lt order is located on the back of the com
plaint. 

The certification orders are manually pre
pared also, but on separate forms. These orders 
include certifications on a plea of guilty, 
insanity phases of tl';lUls on misdeme:mors, MDSO 
and narcotic addict cortifications, and certifi
cations when the judge expresses doubt as to the 
our~'ent mentnl status of the defendant (Section 
1368 PC). 

® CaseS bound ovel' on a "held to answer" order 
are held in suspense until an Information 1S 
filed tly the prosecuting attol'r:ey. To monitor 
the documents prior to the filing of an Infor-. 

and entered into the computer. Whan an Infor
mation is filed, the lower court documents are 
retrieved from the Suspense File, a case number 
is aSSigned and a pre-numbered case folder is 
initil~ted. On the following day, a computer
printed case label will be attached to the case 
folder. 

® Cases transferred on a certification order 
are immediately assigned a case number and case 
folder. 

--
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CS-I-022 IN't'AKE AND FILE MAINTENANCE I lEVEL OF AQUIAT I ON 
Sequential Batch 

.oaUlE 'U.'OSE I PAGE 

-LF.20 

'1'0 initiate cases in the superior court by the submittal of an indictment or information 

IOD~lE FLO' 

® Cases may be also initiated in the superior 
court by a Grand Jury indictment. Indictments 
are gene'rally brought against persons not pre
sently in custody. Hence, a warrant of arrest 
is often issued at the time the indictment is 
filed. 

C8DAn information must be filed by the prosecu
ting attorney in cases bound over on a "held to 
answer" order. In some instances, a warrant 
of arrest will be issued for the defendant, 
although custody status is generally carried 
over from the lower court proceedings. 
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CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

MOOV\E IOUlllflCATION lllOOULE HAIlE 

CS-l-022 INTAKE AND FILE b!AINTBNANCE I 
LEVEL Of AUlOIIA T I ON 

Sequential Batch 

MODULE PURPOSE 
screening subsequent to case initiaro accept documents from litigants and perform a cursory 

tion, and to issue documents prepared by litigants 

~OOULE fLOI 

® 

MODULE NARRAT lYE 

@ Subsequent to' initiation, additional documents: 
may be filed by the litigants. These documents 
often include stipulations, pre-trial motions, 
and amended complaints. 

®nocumen·ts, such as subpoenas, may be prepared 
by the litigants and issued by the court. Since 
the prosecuting attorney has his own subpoena 
powers, prosecution subpoenas are generally 
filed only to initiate contempt proceedings. 

®Ir a case number is unknown, it may be deter
mined by referring to the Open Name Index, which 
lists all active cases in defendant's name 
sequence. The index, Which is updated daily, 
provides a cross reference to the case number 
and summarizes case activity as well. 

~Tne accuracy of submitted documents rests with 
the submitter. The clerk, however, will perform 
a cursory screening for basic identifiers needed 
to locate the proper case folder and to verify 
its association. ' 

-:~ 
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CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

. CS-I-022 ':' 
IGIUL€ IDEMT IfiCAtiOM IIIODULE ~AIIE 

IODULE PURPOSE 

INTA~ AND FILE MAINTENANCE f 
LEVEL OF AUrOIlA II OH 

Sequential Batch 
I 

PAGE 

-L.JJf-1L 

To microfilm incoming and court-generated documents, to prepare machine-readable case data, 

and to 3t?re case_related ~ocuments 

IOOULE HOI 

M I CRlJJIICK.E.T 

NtJ CtJNf'LAINT5. 
StlsPEAlSE. FILE 

IODULE NARRATIVE 

® Case-related documents filed with the court or 
generated as part of the adjudicative process 
are microfilmed immediately. 

Microfilming is perfo~med using microjackets. 
Each microjacket is identified and sequenced by 
case number. One film on each microjacket pro
vides an index to the documents recorded on the 
card. The'mic70jackets serve as t~e Register of 
Actions. Most inquiries will be d1rected at 
the Open Name Index, and therefore, the micro
jackets should have moderate to low usag~. 

Large documents, such as dep?sit~ons are 
not microfilmed (other than the1r r1rs~.page). 
until the case documents are purged. 11th th1s 
exception, the microjackets serve ~s 70mplete 
backup to the case folder and perm1t 1tS 
destruction as soon as the law allows. 

® A limited amount of case-related 'information 
is entered in the computer. This da"ta includes 
basic identifiers and case characteristics, cus
tody status, bail and bond status, court actions 
taken (including court-ordered payments), events 
affecting the calendar, exhibit data, and cur
rent case status. 
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CS-1-022 INTAKE AND FILE ~~INTENANCE 
/

LEVEl OF AUTDMm ON 

Sequential Batch 

MODULE PURPOSE 

Update Criminal Case File and prepare operational reports 

MODULE Flor 

® 

® 

(JPMlE. 
~/MIIY/?L 
/l'J/{:oTEl< FILE 
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MODULE HARRAT I VE 

f21\AC'" 1 ~ Ilm1.na Master File is maintain d 
taining all active criminal cases fo e con-, 
cipa1 and superior courts. Thi f'lr the m~n1._ 
case identifying financ1."l ands 11. e co?ta1.ns 

d ' ' '' cn endar1.ng d t an _ourt activity and event d t a a, 
case number. One record is a a sequenced by 
dant but either individual :e;er~ted per defen_ 
0.15e-1'81a ted updates can - lJ~ eden ant 0>:' enth'e ma e. 

In addition, bail bond and 0 
records prior to com'laint f ' .R. release 
records of persons e~t~ring ~l~Ug'i~nd citation 
stored in this file under te 0 gu ty pleas are 
bel'S until formal prosecutio~p?rn~'y, c<?ntrol nUm_ 
the filing of n compl:>int. ~t l.~h~~l.;l.ated by 
permanent case number replaces th time, a 
control nUmber. e emporary 

® Operational reports (other than ind 
interface files nre prepared fro~ n t exes) and 

report interface file generated usingempornry 
Common sort key field. a 

Events establishin ' 
calendar dates are c g, c~ang1.ng, or deleting 
modules on the Calenodmmun1.cated to the calendar 

ar Interface Pile. 

Payments of fees a d f' 
updates to cash bail nb ,lnes, establishment and 
accounts are c "a1.1 bond and receivable 
accountin~ mOd~~:~nlcated to the financial 
File. on the Accounting Interface 
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MODULE IDENTIFICATION IIfODULE HAIlE 

CS-I-022 INTAKE AND FILE MAINTENANCE 

MODULE PURPOSE 
I 

LEVEL OF AUTOMATION 

Sequential Batch 

To prepare record on appeal and reporter's transcript for cases appealed from the lower court 
to the superior court. 

»OOULE FLDI 

Alo 

WODUU NARRATIVE 

@ The appellant ini tia tes the appeals process 
in the lower court by the filing of a Notice of 
Appeal. The judgment date is checked in the 
Register of Actions to determine whether an 
appeal meets the statutory time limitations. 
(Ten days in most criminal matters and thirty 
days in civil matters.) 

® The clerk mails a copy of the Notice of 
Appeal, and Notice of Cross Appeal if one is 
filed, to each party other than the appellant 
or cross-appellant. 

® The c'ler'k' s transcript is prepared for trans
fer to the superior court pel' the appellant's 
request. A reporter's transcript or statement 
of facts is also prepared. 

~When the record on appeal has been completed 
in accordance with the Rules of Court, it is 
transferred to the superior court. 
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MODULE CONCEPTUAL DESIGN 

lOOULE lDUJIFlCJTION 

CS-I-022 
~OUL( HAile 

INTAKE AND FILE MAINTENANCE 
LUll OF JUUllAfiGH 

Sequential Batch 
PADE 

.aDULf 'URPOS[ records subsequent to the hearing on To prepare remittitur, and to distribute opinions and case 
appeal (or dismiSsal) in the superiol' court. 

MOOUL[ HURA TlVE 

® 'rhe uppolla te depurtment receives the record 
011 t\ppOnl fl'om tho lowor court. A new case 
folder is established along with the correspond_ 
Ing Register of Actions and indexes. 

®'l'hO heal'ing on appeal is set within thirty 
dnys of receipt of the record on appeal, and 
after proper noticing of the pal'ties. 

'rhe nppellunt files his opening brief wi thin 
fifteon days of the filing of thE' record on 
Ilppcal. The respondent files his brief ten days 
then'oafter. fOllowed by the appellant's reply 
five days aft(H' t!1e filing of the l'espondent' s 
b1'iof. The original briefs are filed with the 
COU1't a long wi tit proof of Service of copies to 
eaCh adverse party. 

@The court hears the appeal and takes the case 
under submission, Upon judgment, the Remittitur 
is completed from tho minutes prepared by the 

courtroom Clerk. It is returned with the 
documents originally filed on appeal to the 
trial court. A copy of the Remittitur is also 
forwarded to each party along with the written 
opinions if they are prepared. The clerk for
wards two copies of each written opinion to the 
Reporter of DeCiSions and one COpy to the 
District Court of Appeal. 

All documents generated while the case is on 
appeal in the superior Court are retained by the 
court in an appellate department-maintained case folder. 

~-.----~-
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CS-ll-O 52 

MOOULE PURPOSE 

CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

10DULE NAIE RT 
RECORD OF PROCEEDINGS AND JUDICIAL SUPPO 

LEVEL OF AUTOLITION 

Sequential Batch 
PAGE' 

To collect 
orders for 

case folders for defendants d ·to prepare minute shceduled for a court appearance, an 
recording court proceedings 

MOOULE FLO. 

MODULE NARRATIVE 

f7\ "1 calendars and compu- : \.!..t'The clerk receives dal. y outputs of the calen7 
ter-printed min~te orde~Se~~h minute order ~orm, : 
dar modules. Tne top °puter and consists of case: 
is completed by the CO~t rney's names, other case: 
number entitlement, a dOpurpose of the court : 
identification data, ~n ; 

ppearance. f In is pre-a 'nted minute order or 
One computer-pr1. usly scheduled case. 

d for each prev10 pare 

{;\ f l' each entry on tne calen-
\!:..; The case fOld~r tl e O 

corresponding computer
dar is pu~led anrde ; is attached. 
printed ml-nute 0 

re enerally arraigned o In custody defendants t a H!nce for these 
within 24 hours ~ft~~r:~n~te orde~ form is manu
cases, the top 0 d then attached to the corresally completed an 
ponding case folder. 



IIQI)UL£ IOEHTIFICAIION j'OOUlt HAlE 

CS-II-052 RECORD 
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C/lIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

OF PROCEEDINGS AND JUDICIAL SUPPORT Sequential Batch 
-1.LF~ j LEVEL OF AUTIJII.\!!~H 

IPABE 

To make recording of court proceedings on minute orders, and to accept payment for court_ imposed fines 

MODULE HARRAT I VE 

0The courtroom clerk calls the cases before the: 
court from the calendar provided. Each case : 
folder is given il) turn to the judge for aajudi_ : 
cation. The corresponding minute order is : 
retained I>y the courtroom clerk for recording : CO\lrt prOceed ings. 

After adjUdication, the case folder is 
returned to the courtroom clerk, Who re-attaches 
tho corresponding completed minute order. 

0 I
i' a Single payment or installment fine is 

levied I>y the court, the defendant appears at 
the cashier. The cashier accepts payment, pro
Vides a receipt to the defel)dant, and validates 
the minute order in the cash register. If an 
installment account is required, an AIR Setup and 
Agreement Form is prepared and Signed by the 
defendant. Installment payments are validated 
Oil this form as they are made. 

(!)Formal orders and judgments are prepared manu_ 
ally from information Supplied on the minute order form. 
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IIGCIULE IDENTIfICATION 

CS-II-OS2 
MODULE NUE 

CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

RECORD OF PROCEEDINGS AND JUDICIAL SUPPORT 
LEVEL OF AUTOMATION 

Sequential Batch 
PAGE 

se tting histories to the judiciary to MDDU~E PU~POSE driver histories, criminal histories and case 
To provide I>ail setting policies and sentenCing facilitate improved calendar management, 

MODULE FLOW 

~========~~====~-.----~ r-- MODULE HARR.ATIVE 

f,;'\ 'is printed for each \!JA Case Setting Hl.story The history provides 
case scheduled for court' Of prior settings, the 
t he J'udge with a summ~ry and for con'tinuances, h settl.ng--outcomes at,eac ty and a reason code. the requestl.ng par 

(;\. taches the Case Setting 
\!JThe courtroom clerkfa;he case folder. The 
History to the front °rovided to the judge as , 
Priors printouts a:el p ttl.'ng 0 R. release appll.-d 'ng bal. se ,. 
required uer~tenCing proceedings. cation or s 

'j, 
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CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

~OlIULE 10EHT IncAr ION l GOUlE NAil( I Batch 
CS-I1-0S2 I RECORD OF PROCEEDINGS AND JUDICIAL SUPPORT Sequentia I 

lEVEL OF AUTOIA T I ON 

MODUL( PURPOSE formal court orders and judgments To review, edit, batch and distribute minute orders, 
resulting from court proceedings 

MODULE FLOt 

:tNRJIWIIL 
.tkJ71F'CRmN.s 

® 

MODULE NARRATIVE 

CD All minute orders, formal court orders and 
judgments are reviewed by a controls clerk who 
verifies accuracy, legibility and completenes$, 

@Notifications to others are made in one of 
tl\t'oo Ways, Informal noti fica tions are made by 
detaching a copy of the minute ol'der form and 
forWnrding it to the appropriate agency, Where 
required, copies oi fOl'mal orders and judgments 
are made and forwarded to the apPl'opria te ind i
vidual O~' agency. Ol'del's transferring jurjsdic_ 
tion are made formally and are aCCompanied by 
appropriate case-related documents, Note that 
the "held to answer" order is completed on the 
back of the complaint. 

®ThO original of each document generated by 
the court is placed in the case fo.1,der ai'ter it 
is micrOfilmed, Minute orders wi l:l be deSigned 

to faCilitate initial recording, and will not be 
typed onto a finished minute order form, This 
procedure will require due care by the courtroom 
Clerks, particularly when completing the narra_ 
tive portions of the form. 

-------. 
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CS-lS-192 

CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

1I00ULE NAil( EVAL 
STATEWIDE DRIVER HISTORY HETRI 

LEYEL OF AUTDIATIDN 
Sequential Batch 

IOOULE PURPOSE histories (DMV priors To retrieve statewide driver ) for persons arraigned on a 
moving traffic offense 

MODULE FLO' 

r.'\ . retrieved by teletype for 
\..1,) Dri ver history ~s vehciliil code violations, 
persons arrested 0 e ares a punched 

The teletype operator P~d~ for B-5 printouts. 
er tape of request recoerated with a'minimal 

pap hine can then be op it automatically 
The mac f clerical attention, aS

rit 
will be 

~:~~~~soprinted r~sP~~:~~~in=ri~ cu~tOdY sin~e 
given to defendan ~ d 'udicated ana dispose 
their cases could. aa~raignment session after of during the mornl.ng 
arrest. 

PAGE 15 20 
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.OOULl ID(HlI~I~A1IOH jllODULC HAIlE 

CS- j(,-28 " STATEWIDE CRl!IINAL HISTORY RETftIiWAL 
I 

LEV£L OF AUTOMAT I DN 

Sequential Batch 
/

PAGE 

~F~ 
IODULE PUUOtE 

To obtt\in statewide criminal histories (criminal priors) for persons arraigned on serious 
misdemeanor and folony offensfJS 

IIODULE FLDf 

MDDULt NARRATIVE 

G)TilO Pl'OSOt'UtillR Attorney should be reHponsiblo, 
tor ui>tailling Nta towido t:l'ilninal history for : 
<.jo1'lou:; misdomoanol' and felolly offenses. He may 
roly upon law onfol'(,oment staff. file;; and/or 
('ommun il.'a t ions £aeil !ties. When a per;;OI1 is 
Ill'rosted Oil a serious misdomeano1' or fOlony : 
d 1ltl'ge (OXl.'ept eve violations). the Jail prepare.s; 
un identifll.'ation eard containing tho <l0Iendant'8: 
1 ingEll'prints nlld personal dos,·ription. This l'al'd: 
:i h fOi'wnrded by mail tu tho Bureau of !don ti Ii _ ' 
l'atiOIl lot' rotrieval of a Btatewido criminai 
hibttWY torln known 1'11> a Rap Shetlt. 

Tho (:ourts need a ('rimina1 history pl'inteut 
Il! prior t'onvit'tillnt>, outstnnding wal'rant:" 
pondlng ('aROs nnd 1.'\11'l'ont \'ol1di tions of 1'3,1'010 
01' probation ill ordnr to set bail J determino 
n.R. l'elease, and to p1'ope1'ly sentence. This 
IH'intollt should be furmatted in a ('onclso, 
f'.t<lily uuderstood mannor. 

In the :(earS.to come, many larger law enforce_ 
men~ agencles wlll have facsimile transmission 
equlpment so that Up-to-date data can be made 
q~ickly available to the courts and the Prosecuhng Attorney, 

In 1i7u of this up-tO-date printout, the courts 
may utlllze II. previous Rap Sheet Supplemented by 
~ SU'!1lnarized CJIS criminal history printout 
I:trleved i>y teletype, This form of criminal 
hJ.

5 tory WOllld be most useful for bail hearings 
and for ,adjUdication of misdemeanor cases dis-' 
pOsed of at arraignment, 
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lDaUL,IDEHTIFICAT)OH JIIIIDULE HAlE Sequential Batch 17, __ .DF2~ I LfY~l Of AUTOIIA TIll!! J PAGE 
CS-17 -081 CROSS REFERENCE . 

~ID~D~UL~E~P~U~RP~D~SE~--·~--L----------~-----------------------------------L------------------------~l-----ti 
To prepare alphabetic and numerical indexes to the case number which will assist in oca ng 
case-related inforro~tionJ and which will provide a concise summary and status of case legal 

....a n ... ",..,,<:qinp' hic;tnrv 
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IDDULE HDI 

CD 

MODULE HARRAT I VE 

CD The four indexes shown are prepared by the 
Cross Reference Modu~e. 

N me Index is prepared daily. It 
The Open _.11.. in alphabetic sequence, of 

provides a listlng
i es Each case entry con-

a~l act~v~h~r!:~~~da~~~s ~ame and a concise 
sJ.sts 0 t actions current case 
history of priO~eC~~~rt dates ~et, In addition" 
status and f~~U listing provides a sequential 
a column on e f case number to corresponding 
cross reference 0 Hence a summary of case 
alphabetic entry. d ~n the same report by 
activity can be ~ccesse (incl\1ding AKA's) or caSEl 
either defendant s name 
number. . 

d is in identlcal format, 
The Closed Name In ex uentl and contains 

but is preparedd ~e~~ri:~qthe p~~iOd (probably 
cases dispose 0 
monthly) • 

The Annual Name Index is in identical format, 
but is prepared annually. and contains all cases 
filed during the calendar year. 

The Numerical Cross Reference consi~ts of 
columns of other agency identification numbers 
arranged numerically by,the corresponding cnse 
number. These columns consist of: 

Prosecuting Attorney Case Number 
Public Defender Case Number 
Probation Office Case Number 
Warrant Number 
Citation Number 
Arrest Number 
Consolidated r.a!';e Cross Reference, 
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MODULE CONCEPTUAL DESIGN 

(;5-18-111 NOTIFICATIONS OF COURT ACTIONS 

MDDULt IDC.r IrlCA TlgN j_ODUU .'11£ 

1 
UVEL or AurO.AII ON 

Sequential Batch 
MOOUlt PURPOSE t t f 

To prepare direct disposition reports and felony filing statistics to the Depar men 0 
Justice, abstracts to DMV, and case monitoring reports to the prosecuting attorney 

MODULt no, 

de. , 
CD 

aODULt HA~RAT lYE 

0 The Notifications Module prepares the outputs shown. 

The B18715 file is a magnetic tape containing 
al'rest d:f ~position data previously prepared manu_: 
ally on en 15 forms. This iile will be mailed . 
to the Bureall of Identification, land then returned 
aiter the data. il> transferred to their files. The 
Bt 8715 file obViates both the manllallr pt'epared : 
ell 15 report forms and the BCS felony statistics: reports. 

A nrs pl'oceorli ngs report (fol'm JUS701) ~ s pre .. : 
pared by the court for the district attorney, 

A No Complaints Filed List will also be pre
pared for the Prosecuting Attorney to inform him 
of .impendlng dismissals (i'e: Section 1382 P.C.) 
fOl' lack of filing an information, or irlRtances 
Whel'O '1. defendant has been released prior to 
,u'I'alngm(lIlt bllt lltl (~omplaint ha .. been filed. 
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MOOULE IDENTIFICATION 
CS·19·321 

IIODULE NAIIE 

CHIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

EXHIBIT CONTROL 
LEVEL OF AUTDllArlOll 

Sequential Batch 
PAGE 

~r_~_, 

MODULE ;~RP:~ni tor and control the acqusi tion, inventorying, release and destruction of exhibits 
received into evidence 

MODULE FLO' 

MODULE HARRAT I YE 

CD d . t evidence as noted by Exhibits receive ~n 0 inventoried and 
entries on the minute orderE, are 
moni tored on the reports shown. . . 

. . listed by case and exh~b~t 
Each exhib~t ~s t f Exhibits on File. This 

number cn the In~~n orYs~ort description of each 
report also prov~ ~~ ~ts location, and an indi
ite~, a rfefehresenc:Xhibit it is (i.e., people's, 
cat~on 0 w 0 
defendant's) . 

t' .. re listed on 
Exhibits ready f~rtdeS~~~r~~~i~n Notices are 

the Exhibit Purge,L~~r~ the exhibit's owners of 
also prepared to ~n transfer to the county. 
impending destruc~i~~a~rnarcoties and dangero~s 
It should be n~te t d by the Bureau of Nareot~c5 drugs are conf~sca e t . 
when released by the cour. h item is recorded: 

The final disposition of eae 
on the Inventory Disposition List. 

". 
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NODULE IOENTlrlCAIION 

CS-20-142 

w; 

MOOU~E HUE 

CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

AGING AND PURGING 

LEVEL OF AUTOMAT I ON 

Sequential Batch 
PAGE 

MODULE PU~POSE an interface to the statistics modules, and 
To remove disposed of filings, to generate 

to prepare purging control reports 

I
I 
I 
I 
I 
I 
1-

NODULE HOI 

1fGE. /)ISI"r1::5a) 
f'IUNGS /ltV!) 
:1NrtJ?F/{CE. ra 
.5TIlTi~T!CS 
MO/)!)LE.S 

lfiS"fORlCA L FILE 

UDDULE NARRATIVE 

Q) The Aging and Purginf;' Module removes cleared 
cases from the Criminal Master File. A cleared 
case is one that has been disposed of through 
court action, or that consists of a warrant and 
complaint that is outstanding for mOl'e than one 
year. Annually these "fugi ti ve" hlings are 
removed from the Criminal Case File and listed 
on the Annual Fugitive List., 

Hence, allY case removed from the Criminal 
Master File must be printed on either the Closed 
Name Index (see Cross Reference module) or the 
Annual Fugitive List. 

:(1) Cases that can be destroyed according to 
statute are purged, "ny remainir.g evidence or 
deposi tions are returned and the mic"oj acket 
case backup is placed in the historical file. 
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~F_ 20 

FLOWCHARTS FOR 

ON-LINE LEVEL OF AUT9MATIO~ 
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CRIMINAL COMPLAINTS 
MOOULE CONCEPTUAL DESIGN 

INTAKE AND FILE MAINTENANCE I Llyn Df !UTOtIATIDII 

On-line 

To initiate cases in the municipal court by the filing of an arrest warrant 

and/or criminal. cOinylaint 

IIODULl fLDI 

y~S NO 

~J / 

;aOULE NARRATIYE 

CI)The prosecuting attorney generally initiates 
cases in the municipal court by tile filing of a 
complaint. The complaint process is initiated 
by a statement by the complainant, who may be 
either a peace officer or a private citizen. 

The defendant may be arrested on either pro
bable cause or a warrant. Hence, an arrest 
report is most often filed wi til the complaint l\·nd 
the Compalinant's statement. 

(!)cases initiated throu~il the citation process 
are prnsel'uted in this caHO ,'a1e~ory 1 r tho 
prosecuting attorney chooses to file a complaint 
(e.g., petty theft with prior convictions) and/or 
the defendant enters a not guilty plea. For 
minor traffic offenses, the citation ruay serve 
as the complaint if it is a Judicial Council 
approved form. 

(!) If the defendant is a fugitive a warrant is pre 
pared by the prosecuting attorney along with 
declaration supporting its issuance. 

CI)The prosecuting attorney will be r~~ponsible 
for obtaining statewide criminal history on seri
ous misdemeanor and all felony charges. Usually, 
criminal history is obtained through the mails 
from DOJ since fingerprints are required for a 
positive identification. A teletype short form 
abstract and/or previously retrieved criminal 
history printout may be used for bail setting 
or for sentencing when conducted at arraignme~t. 

L-__________ ~ ________________ ~ ________________ ~-------.------~ 
----------. -"------0---..,-."':'--



CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

... ULE IDUIIFICAIIOM IIilDULE NAllf 

CO-l-032 

IODULE PUIPOSE 

INTAKE AND FILE ~~INTENANCE I LEVEL OF AUTOMATION 

On-line 

To initiate cases in the municipal court by the submittal of an arrest warrant and/or 
criminal complaint or in superior court by an indictm~nt 

MOOULE FLor 

.~OULE NAiRAII¥[ 

(!)A case is initiated by the assignment of a 
court-controlled case number and the preparation 
of a case folder. The folders are pre-numbered. 
A computer-printed label will be attached to the 
folder on the day following case jnitiation. 

A case can be initiated only by the filing of 
a complaint (or citation in lieu of complaint). 
No case-related documents can be accepted unless 
accompanied by, or preceded by, a complaint 
(excApt bail slips or bail bonds). 

~warr:nts are prepare;d by the prosecuting 
attorne~, signed by a Judge and issued by the 
court. 

The warrant Dumber and date of issuance are 
noted on the declaration in order to provide docu 
mentation of warrant issuance with a minimum of 
forms. 

I 

J 
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CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

... IU In.urICAII'" ' ... ULI NUl 

CO-l-032 
IODULE PUIPDSE 

INTAKE AND FILE MAINTENANCE I LEVEL or AUlr~ II ON 

On-line 

To initiate a case in the municipal court by the temporary assignment of the arrest number 

when the defendant is released prior to the filing of a complaint 

G)The defendant who is ta'k.en into custody on a 
warrant or for probable ca.use may be released 
rior to arraignment by pc)sting cash bail ~r. 

~ond thI'ough O. R. releaSE) handled by the Ja~l, 
or by posting and forfeiting bail in lieu of fine 

Ge erally if the defe.ndant posts cash bailor 
b d ~hen th~ court is not in session, the money 
o~nbond is accepted at the jail. The documents 
collected and a warrant (bank draft) for the 
cash received is forwarded to the court the 
next morning. 

When the court is in session, bail is posted 
wi th the court and O. R. release is handled at 
arraignment. 

(!)AS part of the pre_arraignment release pro-
th de fendant's custody status is noted cess, e 

on the blotter. 

(!)If the bail, bond or O.R. release documents 
arrive prior to the filing of a complaint, the 
arrest number is assigned to these documents as 
their temporary case number. Otherwise, the 
case number is noted on the documents. These 
numbers will control entry into the automated 
system. 

I' 
.1 

I 
r 



i 

! 
1 
j 

I ! 
! 
I 
I 

1 
I 

i 
I 

CRIMINAL COMPLA INTS 
MODULE CONCEPTUAL DESIGN 

IIIIIULE IU.llfICHln MDULE .ll[ LEYEL Uf lUTOIU I ON 

'CO-I-032 
IODULE PU.,OSE 

INTAKE AND FILE MAINTENANCE On-line 

To transfer jurisdiction on felony mat~ers from the municipal to superior cOUrt on a certi
fication held to answer order, or appeal. 

IODULE FLOI 

@ 

@ 

SUSPENSE FILE. 

IOOULE HlRRlT I VE 

@The 1 . , ower court clerk transfers felony and 
m1sdemeanor insanity matters to rhe su er' 
court by forwarding selected doc~mentsPfr~~rth 
case folder, in particular the "held t e 'd ' , 0 answer' or er or cert1fication order. The "held t 
ans'Yer" order is located on the back of thO 
pla1nt. e coo1-

The certification orders are manually 
pared also, but on separate forms Th pre-, 1 d t' , • ese orders 
~nc u,e cer if1cat10ns on a plea of guilt 
1nsan1ty phases of trials on misdemeanors Y' , 
and narcotic addict certifications and c~r~D~~ 
cations when the judge expresses d~Ubt as to1t~; 
current mental status of the defendant (S t' 
1368 PC). ec Lon 

@I 
Cases 

are held 
filed by 

?ound over on a "held to answer" order 
1n suspense until an If/formation ' 
the prosecuting attorney. To nl{)I1~~Or 

the documents prior t th " 
tion, a Pre-in" ,0 e f111ng of an !nforma-
and entered int~1~~~on Bac~ Slip is completed 
tion is filed the 1 compu er. When an 1nfor01a
retrieved fro~ th sower court documents are 
is' e uspense File, a case number 
in~~~~t:~~d g~dt~eP}~l~~:~~l'e~acase folder is 
p1'1nted case label will be gatt Yh, dll computer-
Iolder. ac e to the case 

(Jj) Cases transferred . , 
are immediately ass' ond

a certjf1t1cation order 
lolder. 19ne a case number and case 

CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

_WLE IDUlIflcnl1ll I_DULl MAl[ 

CO-I-032 INTAKE AND FILE MAINTE~ANCE I LEVEL OF AUTOIATIDII 

On-line I 'lCE 

~F~ 

IODULl PUIPOI[ 
To initiate cases in the superior court by the SUbmittal of an indictment or information 

IODULl flOW 

® Cases may be also ini tia ted in the superior 
court by a Grand Jury ind~ctment. Ind ictments 
are generally brought aga1nst persons not pre
sently in custody. Henc:, a war,:ant of arr:st 
is often issued at the t1me the 1ndictmont 1S 
filed. 

~An information must be filed by the prosecu
t'ng attorney' in cases bound over on a "held to 
~swer" order. In some instances, 1I, warrant 

~f arrest will be issued for the'-",defendan;, 
althougl:> custody status is genera~ly carr .. ed 
over from the lower court proce~d~ngs. 
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.OOULE IDENTIFICATION /IODULE NAIif 

CO-1-032 

CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

INTAKE AND FILE MAINTENANCE I 
LEVEL OF AUTOIAT I ON 

On-line 
/

PADE 

~F_~ 

.OOULE PURPOSE cursory screening subsequent to case ini tia-To accept documents from litigants and perform a 
tion, and to issue documents prepared by litignnts 

.OOULE FLOI 

® 

.OOULE NARRATIVE 

~ Subsequent to initiation, additional documents 
may be filed by the litigants. These documents 
often include stipulations, pre-trial motions, 
and amended complaints. 

® Documents, such as subpoenas, may be prepared 
by the litigants and issued by the court. Since 
the prosecuting attorney has his own subpoena 
powers, prosecution subpoenas are generally 
filed only to initiate contempt proceedings. 

® If the case number is not known the clerk 
makes inquiries via a video display terminal 
to the Cross Reference File. Reference may be 
made to this file on name, arrest number, and 
other personal characteristics or case asso
ciated numbers. 

~The accuracy of submitted documents rests with 
the submitter. The clerk, however, will perform 
a cursory screening for basic identifers needed 
to locate the proper case folder, and to verify 
its aSSOCiation. 
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CRIMINAL COMPLAINTS 
MODULE CONCEPTU',L DES IGN 

Llvn OF AUTOIATIIII _Ul IDEMTIFICATItli 'AGE' 

-.:L..AF~ CO-I-032 _ INTAKE AND FILE MAINTENANC,-E ________ 1-_____ 0_n_-_1_i_n_e __________ -L ____________ ~ 

~~==~---L----------__ ----------------
IOIULl 'UR'01E to prepare mach'ine-readable c!lse data, To microfilm incoming and court-generated documents, 

and to store case-related documents 

.ODUUi FLOI 

CllSE R/£ 

® s filed with the court or 
\9 Case-related docume~t djudicative process 

nerated as part of tea 
~~e microfilmed immediately. 

fred using microjackets. 
Microfilming i7 p~~ °t~fied and sequenced by 

Each microjacket ~~ i~m e~n each microjacket pro·, 
case number. One the documents recorded on the 
vides an ind~x t~ackets serve as the Register of 
card. The m~cr<?J "ies will be directed at 
Actions. Most ~nquu and therefore, the micl'o
the Open Name Index, derate to low usage. 
, kets should have mo ' , 
Jac uch as depositions ar~ 

Large document(s fhs 
l' than their first page). 

not microfilmed 0, ents are purged. With th~s 
until the case docum~ kets serve as complete 
exception, the micr~~~~er and permit its 
backup to the casen as the law allows. 
desctuction as soo 

~ 1 ted information ~A limited amount of case-r;h~S data includ~s 
is entered in the computer. teristics cus
basic tdenti fiers an~ ~as~ ~~~~~~ court a~tions 
tody f.',latus, bail an t o~dered payments)., events 
taken (including cour -0 d cur-
affecting the calendar, exhibit data, an 
rent case status. 

I' 
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CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

MODULE 'OEHTIFICUION 
LEVEL OF AUTOMAIi ON mODULE NUE On -1 ine 

IN'fAKE AND }'ILE MAINTENANCE 
PAGE 

CO-I-032 
MODULE PURPOSE 

Update Criminal Case File and prepare operational reports 

MODULE FLGI 

® 
{Jpl)lIr£ 
OOtYlNIiL 
/'1f157€.R. 
FILE. 

MODULE NARRATIVE 

® A Criminal Master File is maintained con
taining all active criminal ca3es for the muni
cipal and superior courts. This file contains 
case identifying, financial and calendaring data,; 
and court activity ~nd event data sequenced by 
(,:lse number. One rt:!cord is generated per defen_ 
dant but either individual, defendant or entire 
case-related updates can be made. 

In addition, bail, bond and O.R. release 
records prior to complaint filing, and Citation 
records of per'5ons entering not guilty pleas are 
stored in this fi~ under temporary control n~~_ 
bers until formal prosecution is initiated by 
the filing of a complaint. At that tima, a 
permanent case number replaces the tempOral"y 
control number. 

® Operational reports (other than indexes) and 
interface files are prepared from a temporary 
report interface -I'ile g('nerated '~sJng a l'ommon : 
sort key field. _: 

Events establishing, changing, or deleting 
calendar dates are communicated to the calendar 
modules on the Calendar Interface File. 

Payments of fees and fines, establishment and 
updates to cash bail, bail bond and receivable 
accounts are communicated to the financial 
accounting modules on the Accounting Interface File. 

J 

] 

MOOUlE IDENTIFICATION 

CO-l-032 
100ULf NAME 

CIUMINAL COM~J.J\j N 1::
MODULE CONCEPTUAL DESIGN 

INT\KI'; AND. FIt,E MAINTENANCE 
l£VEL OF AUTOIATION 

On-line 
PIGE • 

.l! .. JlF "~Q 

MODULE PURPOSE 1 t for cases appealed from the lower court and roporter' s h'auscr p To propare reword on appeal 
to th~ sup0rior ~uurt, 

.0DUl[ FlOI 

MOOUlE HIRRA,T lYE 

® . . a tes the appE'a Is process 
23 The appellant in1t1 til(!' filing of ~. ~otice of 
'n the 10W81 ~ourt by d t is c!lecked 1n the 
1 I 'udgment a e til r an Appeal. Tie J, t determine whe e, 
Register of Actl.on~ tOtory time limitat1o~s. 
appeal meets thetst~i~inal matters and thl.rty 
(Ten days in mos c ) 
days in civil matters. 

of the Notice of ~The clerk ma:ls afc~~~SS Appeal if one is 
Appeal, nnd Notl.Ceto other than the appellant 
filed, to each par Y 
or cross-appellant. 

, t is prepared for trans-
@The clerk'S transcrlp the appellant's 

t the superior court perriPt or Statement 
fer o. A repor lVI"" transc 
request.. Iso prepared. 
of facts 1S a d 

® When the rec~rd 
in accordance wlth 
transferred to the 

al has been complete Oil appe t it is 
the Rules of Cour • 
superior court. 
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CRIMINAL COMPLAINTS 
~OOUlE CONCEPTUAL DESIGN 

1000ULE IDENTIFICATION I»ODULE HAIlE 

CO-I-032 INTAKE AND FILE MAINTENANCE I L1vn Of AUTDl!ATICIj 
On-line 

MODULE PURPOSE and case records subsequent to the hearing on To prepare renti tti tUl~. and to distribute opinions 
appeal (or dismissal) in the superior court. 

IODUlE NAIRAT I VI 

® The appella te department receives the record 
on appeal from the lower court. A new case 
folder is established along with the corresPQnd_ 
ing Register of Actions and indexes. 

® The hearing on appeal is set within thirty 
days of receipt of the record on appeal, and 
after proper noticing of the parties. 

The appellant files his opening brief within 
fifteen days of the filing of the record on 
appeal. The respondent files his brief ten days 
thereafter, followed by the appellant's reply 
five days after the filing of the respondent's 
brief. The original briefs are filed with the 
court along with proof of service of copies to 
each adverse party. 

@The court hears the appeal and takes the case 
t'nder submission. Upon jUdgment, the, Remittitur 
is completed from the minutes prepared by the 

courtroom clerk. It is returned with the 
documents originally filed on appeal to the 
trial court. A copy of the Remittitur is also 
forwarded to each party along with the written 
opinions if they are prepared. The clerk for_ 
wards two copies of each ~Titten opinion to the 
Reporter of DeciSions and one copy to the District 
Court of Appeal. 

All documents generated while the case is on 
appeal in the superior Court are retained by the 
court in an appellate department-maintained case folder. 
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lIIGUU IDIMTlFICAtIDN 

CO-ll-062 

.- E· 

CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

IODUlE NIHE' A SUPPORT 
RECORD OF PROCEEDINGS AND JUDIel L 

LEVEl OF AUToaA1ION 
Oil-line 

PUE 

To collect \, .. " '"" ... f de .r"ndants shceduled case folders or .~ . for .i court appearance, and to pl'epare minute 

orders for recording court proceedings 

--
MODULE Fll)fj 

f7\ 1 alendars and compu- ; \.!.J The clerk receives dai y c outputs of the calent 
ter-printed min~!e t~~d~~S e~~h minute order ~'!)~:se l 
dar modules. T he computer and consists 0 case: 
is completed by t t ttorney's names, other : 
number, entitlemen , a d purpose of the court 
identification data, an 

appe ted minute order orm arance. f is pre-:. 
One eomputer-pr~~OUSlY scheduled cnse. pared for ench pre 

t on t~e calen-~ Iders for each en ry ~The case fa • d the correspondin~ computer
dar is pUlle~ a~rder is attached. printed minu e 

"enerally arraigned CD In custody defendants t are H~nce for these 
wi thin 24 hou::"s ~f t~~r:l~n~te orde; form is ma~u
cases, the top 0 d the~ attached to the carre -
ally complete~o~~er. 
ponding case 

---'--------..:..-"'-==1. 
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MODULE CONCEPTUAL DESIGN 

IOCULE II£~I IFtCAI ION !IOOULE HAMe 

CO-lJ -062 RECORD l 'AQ[ 

...1..LF~ 
/

LeVEL OF AUIOMAT! ON 

OF PROCEEDINGS AND JUDICIAL SUPPORT On-line 
100UL£ 'U.'OSE 

To make reaording of court proceedings on minute orders, and to accept payment for court-
imposed fines 

...• ---~--------' 

MODULE H4RRAIIVE 

~The courtroom clerk calls the cases before the; 
court from the calendar provided. Each case : 
folder is gIven in turn to the judge for adjudi,.. : 
ca tion. The c(,rresponding minute (lrder is 
retained by the courtroom derk for recording 
court proceedings. 

Aftel adjudication, tho case folder is 
returned to the courtroom clerk, who re-attaches 
the corresponding completed minute order. 

®Jf a single payment or i115tallment fine is 
levied by tho court, the defendant appears at 
the cashier. The cashier accepts payment, pro
vldes a receipt to the defendant, and validates 
the minute order in t. I cash register. If 'lll 

installment account is required an A'-R Setup and: 
Agreement Form is prepared and ~ign"d by the . 
defendant. Installment payment~ ar~ valjdated 
011 this form as they are madt •• 

CDFormal orders and judgments 
ally from information supplieJ 
order form. 

are prepared manu
on the minute 

::'~~~~-:;:~~~~T"~~ ..... -, .. ''-. -,""y:-_-""~.~"":'" .. "".:....,"" -.. c-._"", .. _=4'Z,~_~~.~;-t?~~~·:"':===·'-:""""":":;::'''''_=4'~t-ttF_~ .. " ~-=-..... ,..<:" .~« • • ~:·;'~b~·""\~'>-.I;' ,:. , .• ~_. . iRo." ,~_.'.: _ 
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IIIIULE IIUIIFICAIIOM 

CO-ll-062 
IOOULE "AIlE 

CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

RECORD OF PROCEEDINGS AND JUDICIAL SUPPORT 
LEVEL OF AUTOIIlTIOM 

On-line 

sett ing histories to the judiciary to IOCULE PUI'OI[ drivel' histories, criminal histories and case 
To provide bail setting policies and sentencing facilitate improved calendar management, 

MODULE FLDI 

~ODULE MUIAT I VE 

(":;"'\ l' is printed for each 
\2;A Case Setting Histoty The history provides 
case scheduled for ~~~ 'of prior ~ettings, the 
the judge with a SU i Y and for continuances, teach sett ng--, 
outcomes a t and a reason code. 
the requesting par Y 

f.\ 1 ttaches the Case Setting \!J The courtroom c. erk fa the case folder. The 
History to the front 0 . d t the judge as . 

i t ts are provlde 0 pli . 
priors pI' n ~u bail setting, O. R. release .ap -: 
required dun.ng cing proceedings. 
cation or sen'en 

, ____________________________ -i ____________ :: ______ -=::== __ --------~ .. =.:.=._.:.~:=:.=-=.-=-.:,:.~.:=:~"~_~~~.~,,.~~.~.~~WF_~~~,. 
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CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

_ULE 'OENT'FlCAT'OMlIOOUL£ Mi. . 1 LEVEL OF AUTOMATION 

CO-l 1-062 RECORD OF PROCEEDINGS AND JUDICIAL SUPPORT On-line 
100ULI PUIPOI[ 

To review, ed:\, t, batch and distribute minute orders, formal court or<lers and judg~ents 
resulting from court proceedings 

MODULE FLOI 

® 
TYPE. 

OR/HER 

" ? 

:INRJI?MIIL 
NPTIPICRfK)NS 

® 

--~--------------.---====--------------------------~ 
------·~'----------------------~----------____ ~.~OD~U~LE~~~RRT'~TI~VE~------------------================::::==========:J o All miG'~;,a orders, formal court orders and 

judgments are reviewed by a controls clerk Who 
veri fies accuracy, legiblli ty an'd comple tel1ess. 

~Notifications to others are made in one of 
.:hree ways. Informal 110tifications are made by 
detaching a capy of the minute order form and 
forwarding it to the appropriate agency. Where 
required, copies of formal orders and jud~ents 
are made and forwarded to the appropriate inci_ 
vidual or agency. Orders transferring jurisdic_ 
tion are made formally and are accompanied by 
appropriate case-related documents. Note ihat 
the "held to answer" order is completed on the 
back of the complain t. 

®The original of each document generated by 
the Court is placed in the case folder after it 
is microfilmed. Minute orders will be Of'<;igned 

to facilitate initial recording and will not be 
typed onto a fin:':.shed minute order form This 
procedure will require due care by the ~ourtroolll 
c~erks, p~rticularly when completing the narra
t1ve port10ns of the form. 
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CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

_WLf IIEITIFICATIONj_OULE M'. 

CO-15-202' STATEWIDE DRIVER HISTORY RETRIEVAL 1 LEVEL OF AUTOUTION 

On-line j PUE 

IOIULE PUIPOSE d 

To retrieve statewide driver histories (Dliiv' priors) 1'01' perllons arraigne on a 
moving traffic offense 

T 

10DULI FLOI 

/. a 
lie. 

~F~ 

~.~----~-----=====~ 10DULE ~~RATIY£ 

f!\nriver history is retrieved by ~eletype for 
\~ rrested on vehcile code v101ations. persons a 

The teletype operat~~c~~~~a~~~ ~_~u~~~~~outs. 
paper tape of rei~e~tbe operated with a minimal 
The machine ca~ Ie ttention as it automatically 
amount of cler~ca a nses 'priority will be 
returns printe~ r~~P~emai~ing in custody since 
given to defen an ad "udicated and disposed 
their cases coul~ being a~raignment session after of during the rno>, n 
arrest. 
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CRIMINAL COMPLAINTS 
MODULE GONCEPTUAL DESIGN 

IOOULE IDUTIFIClTlON jIQDUl£ NAII£ • 

CO-16-291 STATEWIDE CRIMINAL HISTORY. RETRIEVAL 1 lEVEL OF AUTOIATION 

On-line 

BODUlE 'UI'OSE 1 i ) for persons arraigned on serious To obtain statewide criminal histories (crimina pr ors 
midemeanor and felony offenses 

MODULE FLOI 

L-____________________________________________________________________________ , ____________________________ _ 

r---------------------------------------·------.~D-DU~L~£-~----l.;r___-~-[----~----____ ___ 

CI)The ProBecuting Attorney should be responsible 
for obtaining statewide criminal history for 
sel':{Ous misdemeanor and felony offenses. He may 
rely upon law enfol"cernent staff, files and/or 
communications facilities. When a person is 
arrested on a serious misdemeanor or felony 
charge (except CVC violations), the jail prepares 
an identification card containing the defendant's 
fingerpi"ints and personal description, This card 
is forwarded by mail to the Bureau of Identifi._ 
cation for retrieval of a statewide criminal 
hiHtory form known as a Rap Shoet. 

The courts need a criminal history printou
f 

I 
of pr~or convictions, outstanding warrantR. 
pending cases and current conditions of parole 

p rin tOtrt should be forma tted in a concise, 
eaSily understood manner. 

In the years to come, many larger law enforce_ 
ment agencies will have facsimile transmission 
equipm'~nt So thai; up-to-date data can be made 
quick',y availablEI to the courts and the Prosecu_ ting llttorney. 

In Uell of this up-to-date printout the courts 
may utilize a prEIVious Rap Sheet sUpPl~mented by 
a summarized CJI8 criminal history printout 
retrieved by teleltype. This form of criminal 
his tory Would be most useful for bail hearings, 
and for ad,i udj cation of miSdemeanor cases disposod of a( arru;(J{nment. 

! 

or probation in order to set b"il, determine 
OoR. release, and to properly sentence. 1'lIis 
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MOOULE IOENTIFICATION 

CO-17-091 
MODULE NAMf 

CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

CROSS REFERENCE 

UVEl OF IUTOIUT I ON 

On-line 
PAGE. . 20 

...!LoF __ 

i ll assit in l~cating t he case numoo·rs which w MOOULE PURPOSE '1 h bet' and numeric indexes to h case histbr~1 to date To provid~· a p a ~c . d a concise summary of t e 
case-related information and which will provi e 

w.J 
~._\l .. ~ 
C115E FILE. 

\ffFl 
V 

CIIs€.. fiLE. 

MODULE FLOI 

MODULE NARRAT I VE 

17\ e File is used by the clerk ~ 
0The Cross Referenc ate cuse material or : 
or inquiring party i~ ~~y a limited knoWledg;'le: 
status information, The Cross Reference 1 : 
of the case now ex~stsil files within the system : 

ovides an index to a haracteristics and : ~fa identifying pers?n~!dcto the defendant, attar: 
unique numbers aSSOC1a : 

neys, or case. 'Ie also provides the . 
The Cross Reference F~he establishment of a 

'nterface necessa:y forf e between outside ~ . . 1 'ustice 1nter ac 
crlm~~a J'd the courts. 
agenc~es ar, 

CD 

II/STaR/OIL 
INDCK P/LE. 
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CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

IIOOUL( IDENT" leAT ION llDDULE NAlI[ 

CO-18-121 NOTIFICATIONS OF COURT ACTIONS 
10DULE PU_;OSE J 

LEV£L OF AUTOMATION 

On-line 

To prepare direct disposition reports and felony filing statistics to the Department of 
JUstice, abstracts to DMY, and case monitoring rUports to the prosecuting attorney' 

IOOULE FLOt 

pgEPI1~E. 
lIiJTfflCRT/{WS TO 
OTHY.S QF' 
~/JKT RaIl'll:; 

IOOULE NARRATIVE 

Q)The Notifications Module prepares the outputs shown, 

, :he BI87l5,f~le is a magn~tic tape containing: 
arrest disposltlon data pr~Vl0u8ly prepared manu_: 
ally on ClI 15 forms. ThlS file will be mailed : 
to the Bureau o~ Idontification, and then returned 
afterl~he data IS tranSferred to their files. The 
~l 87_~ file obviates both the manually prepared : 
~lI 15 report forms and the BCS felony statisti s: reports. c , 

A BCS proceedings report (form JUS70l) is pre-: 
pared by the court for the district attorney. : 

A No Complaints Filed List will also be pre- ' 
pared for the Prosecuting Attorney to inform hi 
of impending ~i~missa17 (re: Section 1382 P.c,~ 
for lack of fIlIng an lnformatioll, or illstances 
wher7 a defendant has been released Prior to 
nrrllJ.gnment but no complaint lJas been fil ed. 

C: J)NV ) 

,I 

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

CRIMINAL COMPLAINTS 
MODULE CONCEPT,uAL DESIGN 

1 LEVEL OF AUTOIlATlON lrA&E lIGULE IDENTIFICATION llODULE NtliE ~F_~ 
CO-19-331 EXHIBIT CONTROL On-line 

MODULE rURrOSE ----------------------L-----------....Ji~b-i~t------l 
To monitor and control the acqusition, inventorying, release and destruction of exh s 
received into evidence 

IOOULE FlOI 

r:::::::::=> 
I1A1NTAIIII C/iJHlNIlL 

l~~;%:r"oF l1li
1 

.... 1---1 "1::t:cfC 

.fJUIII£ VI:!) "All. 
EVIOEAlCI! 

I 

IODULE HARRAT IVE 

CDEXhibits received into evidence, as not7d
d

bY ~ ~ 
entries on the minute orders, are inveptorle ~n : 
moni tor~d on the reports shown. ,,: 

h'b't is listed by case and exhIbIt ' 
Each ex 1 1 l' of Exhibits on File. TI1i~ 

number on the In~:nto Yshort description of each 
report also prov ets ~t~ location and an indi-
i tam a reference a " Ie's 

' f whose exhibit it is (i.e., peop , cation 0 
defendant's). 

for destruction are listed on 
Exhibits ready i t Destruction Notice~ are 

the Exhibit PurgeiLi'~r~ the exhibit's owners of 
also prepared to t~ on or transfer to the county. 
, nding des true 1 'd d' rous lmpe t d that narcotIcs an unge 
It should be nf~_eated by the Bureau of Narco-drugs are can ~5C t 

' ~ n released by the CaUl' • 
tICS Wue is recorded: 

The final disposition of ea~h item 
on the Inventory Disposition LIst. 

1 
I 
I 

1 
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IOOULE IDENTIfICATION I.OOULE NAME 

CO-20-152 

CRIMINAL COMPLAINTS 
MODULE CONCEPTUAL DESIGN 

AGING AND PURGING I 
LEVn Df AUIOIATION 

on-line 

.OOUL[ rURros£ d 1 d 
an interface to the statistics mo u as, an To remove disposed of filin~s, to generate 

to prepare purging control reports 

MOOULE FLor 

CD 

UN PI0.Q:C!I1Eiil 
RUNGS. usr - I 

/lNNUIIL 
AlGITIYE. 
Us'' 

r----------~---------_, 
""E-I'/-lJ-E.-M--U--Ii-M·~' ~ 

'l)SITIoNS 
I1ICROJflcx.'o::T 

/lIS7I:JRI69L CI15EE FILE 

_OOULE M.\UAIIVE 

CD The Aging and Purging Module removes cleared 
cases from the Criminal Master FHe. A cleared 
case is one that has been disposed of through 
court action, or that consists of a warrant and 
complaint that is outstanding for more than one 
year. Annually these "fugitive" filings are 
removed from the Criminal Case File and listed 
on the Annual Fugitive List. 

'~ence, any case ;:"ti!'loved from the Criminal 
Mas tel' F.ile mus t be printed on either the 
CIJsed Name Index (see Cross Reference 110du1e) 
0': the Annual Fugitive List. 

(%) Case'." that can be destroyed according to 
statute are purged, any remainillg evidence or 
deposi tions are returned and the microJacket 
case backup is placed in the historical file. 

CXII'fIIlJI/L 
MflSTt:.R 
r=1L£ 

tVo 

Wi V 
69SE PI/'£' 
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JUVEN ILE MODULES 
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MANUAL LEVEL OF AUTOMATION 

I~ 

)~ 

)J 
'/ 

II 
'f 



·),'~~~

Ii 

~;~-"k:~Gt:··-:~,,·_·t -"-=;;,;·-·-==-,::",;;;======;:==.,,, .. E __ ?;,,:"""_.=.::,,~=.":=_,= .. !.lt~~~~~=~~~~~:F~~~~ __ .,::::;';'-;;~-:-c:::,;::;~=.=".....", . .,,_J ___ . 
~~~ _"r_._~;".:..._,· "~~". __ 0_, •• 

.'.,,, ..... 4-

11 
,I 

l\ 

.. 
~ 

i 
i 

" 

J 

I I 
1 

I ,I 

I lj 
i 
" .! 



'~ .•. 

... • 
~; 

t ... ~, • ! 

f 
,.' 

1"", r : .~ 

l 

:~~~.' .. ;:~. ::_.·._.£ .... , .. :.·.":,.·.-:-.,~".·.i_!'d. ••. ,-.: .• -:-... ::.,""""=~:.="""'=-;::~:='7;'~;;:=~~====;::::,,:~~o;: 
,. ___ :': p~~ _ .,' ;,."'-' .... , • "'.",._.~, .'<.~_ -'.·l·C~'''-~~'~_'''-:-:'':-;~'~:':-'-;:-~~<~7.''~'''~.~~~_.,;>~~~~ ___ ._._ 

IIOIIULE IDENTIFICATION IIIiIOUL~ ~A~ 

DM-I-OI3 

MODULE PURPOSE 

JUVENILE • 
MODULE CONCEPTUAL DESIGN 

INTAKE AND FILE MAIN'l'ENANCE I LEVEL Of AUTOIlTION 

Manual 

To accept petitions and initiate court actions. 

MODULE FLDI 

MODULE NURATIVE 

IPABE 

--.LjF .....l-..L 

'. 

W.I1LPHIl' 

Y 
:IJ.lDEX FII.£ 

I 

(I)Prior to the time that the court takes cogni
zance of the case, delinquency and depen~ency 
petitions are reviewed by an intake officer who 
is empowered to dismiss the petition and/or to 
release the juvenile until the hearing on the 
petition is held. 

issued ordering the parents or guardian to appear 
at the hearing on the petition. 

C!)rf further action is required, the petition 1 
is filed with the court. A new case is established; 
for first time offenders; otherwise, the existing ; 
case folder is utilized. : 

(i)A detention hearing date is set unless the juve~ 
nile has been released. This hearing must be held 
within 18 hours of confinement. 

CI)The parents or guardi~n ar7 no~ified ~y the 
probation office if the Ju~en~le ~s det~lned 
pending the detention hear~ngs. Otherw~se, a 
citation to appear and/or Notice of Hearing is 

I 
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JUVENILE 
MODULE CONCEPTUAL DESIGN 

IOOUU IDENTIFICATION IODULE NAil[ 

DId-l-013 

IOgtLE PURPOSE 
INTAKE AND FILE MAINTENANCE 

LEVEl OF AUIOIATiON 

Manual 

To accept sub 'tt d m~ e and court generated documents subsequent to the 
of a case 

MODULE FLO. 

Y!fif1 Y 
1N_ .. ··:Jx;:.e.::. 

C€) J\ll documents filed 
the petition are accePt~~ ge~erated Subsequent to 
clerk. Acknowledgments toa~e p:ocessed by the 
probation reports and m t. al~ng, minute orders 
co~o~ types of d~cument~ ~~~sdrepresent the most' 
pet~t~on. ~ e subsequent to the 

(!)If an appearance is re 
the petitioner, the clerkq~:~ted or required by 
appearance diary which Ii t ign~ a data from the 
A multipart minute order s ~ ava~lable dates. 
forms which may be requ' a~ any not~fication 
at this time. l.re are alse prepared 

(2)The clerk also completes an ~ . 
be requested by the fili Y yorms Wh1Ch may 
and issues these documen~~ iPfarty (~.e., subpoenas) 

requ~red. 

CD Copies of the a 
tributed as shown.PP~~priate documents are dis
vided a copy of every ~ probation office is pro
order filed or generategr~al document and minute 

NotH' ti y the court. 
1ca on forms f 

are sent to the calen' or scheduled appearances 
update the calendar oaring clerk so they can 
to the required part~:~~ and distribute the forms 

=-.. -

~-'. 

i 
I 

b 

I 

_ULE II[HIIFICATIIil IIODULE HAlf 

oM-I-Ol3 
IODULE PURPOSE 

JUVENILE 
MODULE CONCEPTUAL DESIGN 

INTAKE AND FILE MAINTENANCE f 
LEVll IF AUTIIAT 1111 

Manual 

To seal a juvenile's record upon receipt of a proper court order granting sealing 

MODULE FlOI 

~ y 
IIISTtJ,f'ICIlL CIl5C. FILE: 

'CI''i'" Nii , 

I 
C/l5€. FlL£ 

I 
C/l5C. RJUJEJ?::S /11 

C/lSG.FlLE. 

MSTa!?IC!'!. CASE. FILE 

laOULl IIUAATIVE 

0The case folders of all juveniles granted case 
sealing are microfilmed. If the case folder has 
already been microfilmed, the case record micro
jacket is pulled from the permanent case file. 

:to all agencies of record, that were notified of 
:the juvenile's record, are prepared and distributed. 

~All documents in the case fold~r are microfilmed: 
and placed in a microjacket. All documents are 
then destroyed. The original case folder is 
sealed with tape and placed (empty) back in tile 
case file. This preserves the order of the case 
file until the purgin~ cycle is reached. 

(IT) The microjacket is placed in an envelope and 
sealed. The case number is marked on the outside 
of the envelope and the card is replaced in the 
permanent case file. 

(g) If the index card for the sealed case still 
exists, it is pulled and destroyed. Notification . 
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JUVENILE 
MODULE CONCEPTUAL DESIGN 

IIOOULE IDENTIFICATION J IODULE HAIlE 1 LEVEL OF AUTOIlATIOH 

DM-4-042 RECORD OF PROCEEDINGS AND JUDICIAL SUPPORT Manual 
_OOULE PU~PO$E ---i..JJF -lQ.... 

-' 

PAGE 

To record court proceedings stemming from detention hearings, hearings on petition, annual 
reViews, and any other required or requested appearances 

MODULE NUUTIVE 

0PZ;ior !o the appearance date, case folders for 
all JUven1les sChedule~ to appear are puiled. 
Those juveniles appear1ng for detention hea ' 
are riot listed on the calendar due 'to the r~ln~s 
ment that they must appear within 48 h iU1re -
being detained. The case folders for ~~rs 0 , 

juveniles are removed from the Appearanc: ~~i~~ned 

C!)The prepared minute orders are removed f th 
case folders bv the clerk. The case fOlder~om e 
copy ,of the ,ca I,':mdar are given to the jud e and a 
hear1ng off1C,)r for his use during d' d' g o,r 
The case material is returned to th! J~ l~atlon. 
the juvenile's appearance. c er after 

(!)All proceedings are recorded on th ' 
d f e mlnute or er orms. Checkoff entries are util' 

gr,eatest extent Possible to minimiz th 1zed to the 
narrative type entries. e e need for 

Wf7 V 
,i'iS<E Pi..£. 

C/I.se. FiLE. 
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IItCIULE IDENTIFICATION J MODULE NAIE 

DM-4-042 RECORD 
MODULE PUlP9H' 

JUVENILE 
MODULE CONCEPTUAL DESIGN 

,I L£HL Df AUTDUT I 011 

OF PROCEEDINGS AND JUDICIAL SUPPORT I Manual 

To record court proceedings stemm ng rom e en i f d t tion hearings, hearings on petitions, annual 
reviews, and any other required or requested court appearance 

I-------r .... 
_ __________________________ ~M~O~DU~L~!!F~LD~' __________________________________________________ ~ 

NO, \I CD 

~E.81£ 

r~= 

CD If court-ordered assessments or facili ty ~se 
hanges are made and an installment account 1S 

~stablished. an Accounts Receivable Setup and 
Agreement Form is prepared. 

(!)If the juvenile is to be committed, a commit
ment order is prepared. 

C!)All exhibits received into evidence are posted 
to the exhibit list. 

If a new date is assigned, the c~lendar card 
is ~pdated and sent to the calendar1ng area. 

f1'c 'es of minute orders or formal court orders 
~ OPl d for entry in the case folder and 
are prepare t'f erned Register of Actions, and to no 1 y cone 
parties when required. 
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JUVENILE 
MODULE CONCEPTUAL DESIGN 

.ILE IDENTIficATION IIlfliULE IU, .: 

DId-6-071 

IOIULE 'U.,01£ 

CROSS REFERENCE I 
LEYEL Of AUrDIIArl1ll 

Manual 

To provide a means to locate juvenile case folders if the case number is not known 

iIODULI FlIII 
'"-

"'ULE IIUUTIYE 

CD Index cards prepared at case initiation ' 
are filed in a card file in alphabetical o;~me 
~nfo~at~on included on the card includes er. 
Juven~le s name, case number petit' 
and may i~clude a reference to any ~~~v~~~~r 
court act~on by listing the previo d t 
the last action filed. us a e of 

Since the card is microfilmed and de t 
a~nually, it must be replaced each t' S roye~ 
t~on is filed more than a year sub ~me a pet~_ 
the previous petition. sequent to 

NII/t!£ ' y 
IAI.DE)( FILE. 

-----.------------~ 
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JUVENILE 
MODULE CONCEPTUAL DESIGN 

IOIULE IDENTIFICATION /MOPULE NAMl: 

DM-7-101 NOTIFICATION OF COURT ACTIONS ILEYEL OF AUrOIlATIOH 

Manual 
IODULE PU~PDSE 

/

PAGE ' 

_~..IlF--1.!L 

To provide 'notification to public agencies, probation, law enforcement and other parties 
concerned with the outcome of juvenile proceedings 

w.7 V 
OISl5..RLe 

rz.5E. , 
NO. 

FILE.. 

IDDULE FlOI 

IDDULE IUIRAT I YE 

CDIf a juvenile released prior to his hearing 
on a delinquency L::' dependency petition fails to 
appear the probation office, upon order of the 
court 'may prepare an arrest warrant and affi
davit'of non-appearance for issuance by the court. 
A missing persons report may also be filed. 

C!)All copies of the minute orders and formal, 
orders are distributed b)7 the clerk. The not~ce 
of hearing on the petition is h~nded tO,the con
erned parties after the detent~on hear~ng ~nd 
~he affidavit of service is completed at th~s 
time. 
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.DIIUL£ IOtNflFlCAT ION /IODULE kAE 

DM-8-l34 

JUVENILE 
MODULE CONCEPTUAL DESIGN 

AGING AND PURGING I 
LlVEI. §F AUTDILlTIDN 

Manual 

To periodically purge juvenile files 

IODULE FLor 

~ y 
tJPeN J'?jR FILE , 

~ y 
..rNll5l: PI/.£; CfisE. FILE 

C/lS£ FILE. 

/

'AU 

-!L.aFJL 

r---------------------------__ ~ ______________ ~.ODULE~._.:.A-T-'Y-E----------------__________________________________ ~ 

CI)All case folders and RIA cards with case num
bers over five years old are removed from their 
files. If the juvenile has reached his majority 
or the dismissal order is over five years old 
the corresponding index card is pulled from the 
Index File and submitted with the case-related 
documents fOl' microfilming and destruction. 
Otherwise. the case folder is refiled and the 
index card remains active. 

1 ; 

1 
1 
"'---

fiQ.--' 

...,-

IDIIULE IDENTIFICATION 110, DUl[ NAE 

DM-8-l34 

JUVENILE 
MODULE CONCEPTUAL DESIGN 

AGING ~ND PURGING I LEYU OF AUTDILlTIIli 

Manual 

To periodically purge juv.enile files 

_______ .~.----------__________________________ ~IO~DU~L!E!F~Lor~ ________________________________ ------------------1 

( lJ£S11?J2fJ ) 

WI 
gil . 

IIISTORIC/iL 
.ziVDEX FIle 

CI)All purged index cards are microfilmed. 
original cards are destroyed. 

IODULE NARUTIYE 

The 

filAll case material is microfilmed: Th~ original 
~ t are destroyed while the mlcrofllm are documen s. , 
maintained in a permanent flle. 

HISTORICAL 
Cj<Jst£ FILE. 



JUVENILE 
MODULE CONCEPTUAL DESIGN 

DM-lO-30l 
_VlE IIUf"ICATICN IIICICULE NAII£ 

EXIIIBIT CONTROL 

_UL[ 'UIPOS( 

To monitor and control the acquisition, inventorying 

into evidence 

MOOULE FLDI 

DHIBITFILL 

EANIBlT~:1 

lixHllJrT F.'lE 

MODULE HAiIATI¥[ 

(I) All exhibits received into evidence are 
recorded on exhibit lists by the court clerk. 
Each exhibit is identified by case number, exhi
bit number, n brief item description, a reference 
to its storage location, the owner, and his 
relationship to the case. 

e!) If the exhibit has been ordered released or 
the release date has passed, the proper notifica
tion forms are prepared by the clerk. The ori
ginals are filed in the case folder; copies are 
distributed to the concerned parties. 

(!) Exhibit lists for those exhibits to be 
released at a later date are filed in the Exhibit 
file by the sentence expiration date/release date 
if known. If the release date is not known, the 
lists are filed by case number in the suspense 
nren ot the file. 
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.JUVENILE 
MODULE CONCEPTUAL DESIGN 

MOOULE IDENTIFICATION I MODULE NAil[ 

DS-l-023 INTAKE AND FILE MAINTENANCE 
MODULE PU~PDSE 

J 
LEYEL OF AUT,DIIA T I ON 

Sequential Batch I 
PAGE 

.....L..oF-lL 

To initiate juvenile cases for dependency, delinquency. or sealing of records 

MODULE NA~RAT lYE 

CI)prior to the time that the court takes cogni
zance of the case, delinquency and dependency 
petitjons l:',re reviewed by an intake officer who 
is empowered to dismiss the petition and/or to 
release the juvenile until the hearing on the 
petition is held. 

(!)rf further action is required, the petition 
is filp.d with the court. A new caSG is estab
lished for first time offenders; otherwise, the 
existing ca~e folder is utilized. 

C!)A detention hearing date is set unless the 
juvenile has been released. This hearing must 
L'9 wi thin 48 hours of confinement. 

CD The parents or guardian are notified by the 
Pl'obation Office if the juvenile is detained 
pending the detention hearing. A Citation to 
~ppe~r and/or Notice of Hearing is issued by 
the automated calendaring system ordering the 
parents or guardian to appear at the hear~.ng 
on the petition if the juvenile has been released 
prior to hearing. 
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JUVENILE 
MODULE CONCEPTUAL DESIGIi 

_1II.f IDUTrrlCATlOH 'IIODUl£ MAE 

DS··l-023 INTAKE AND FILE MAINTENANCE 1 LEVU OF AUT/llATI~ 
Sequential Batch 

IIODULE 'UI'OIE 

To microfil- docum t i h i ~ en s pr or to t e r distribution and filing in the, case folder, and to enter 
the data required to initiate and update the automated records 

UDDULE HARRAT lYE 

CDlncoming documents alld documents the t. generated by 
cour ~re rev~ewed by a controls clerk. 

cD.rbon cop~es of petitIons, minute orders a The t: 
setups, adjustments' ald ' ccoun: 
routed to data 'Jntr~ f;)r i~~~~n~s ~~e batched and: 
system. 0 e automatl~d : 

This information ~nclUges petition initiat. 
data, calendared events motions conti ~ng 
disposi tions. and accou~t' , ,nuances, 
payments of assessments ~~~tl~~~fact~ons for 
facilities reimbursement on a one tO~, and 
meJlt basis. - ~me or install": 

CD The documents are microfilmed 
microjacket prior to their filin a~d p~aced in a 
folder. The microjacket cards a;e n t e case, 
case number order and serve as the Reseq~enCed ~n 
Actions. g~ster of 

CD Conies of the ' 
tributed as sh appropriate documents are ais-
Provided own. The Probation Office is 

a COpy of ever f 
minute order generated ~ ~~mal document and 
quent to the hearin' y e court. Subse_ 
notices of hearing ~n~n the P:tition, further 
vided to the juvenile ,case d~sPosition are pro-
copies. . ~n the :form of minute order 

L
-
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JUVENILE 
MODULE CONCEPTUAL DESIGN 

loeULE IDE~TlFICATION 'MODULE NAIE ' 

DS-l-023 INTAKE AND FILE h~I~TENANCE 
~aDULE PURPOSE I LEVEL OF AUTOMAT I oN 

Sequential Batch I PAGE 

-LF-lL 

To initiate and update automated juvenile master records, to prepare operational reports, and 
to generate interfaces to other modules 

MODULE FLor 

MODULE HARRAT I VE 

CD A record is generated by the automated system 1 
for each petition filed. In order to distinguish: 
between petitions, a petition number suffix : 
is appended to the case number. Future reference~ 
to the automated records include petition number 
as well as case number. This procedure is 
necessary in order to match,subseq~ent court 
actions to their correspond~ng fil~ngs. , 

The Juvenile Master File contains a record for: 
each petition filed on behalf of a juvenil.e until: 
he reaches his majority. : 

UP.M7e ::JIJVENILE. 
MA5T(;:R FlU:: 
AND 6E.11EMTE 
(JPtERA r/~NAL 
tJUTI'VrS 

---- --- --, 
I 
I 
I 
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':~ : 



JUVENILE 
MODULE CONCEPTUAL DESIGN 

IOOUlE IO£HllriCATlOH /IOOUL£ NAil( 

D8-l-023 INTAKE AND FILE ~~INTENANCE I 
LEVEL OF AUTOIIU I ON 

Sequential Batch 
I 

FACE 

-1.......oF-1.L 

'To process 
'dependency 

warrants for juveniles who fail to appear for the hearing on their delinquency or 
petition 

IOOULE FLOW 

@ 

IOOULE NARRATIVE 

CD If Il juvenile released prior to his hearin on 
n delinquency or dependency petition fails t g 
appear, the Probation Office upon order of ~h 
court, may prepare an arrest' warrant and Aff' e 
davit of Non-appearance for issuance by the ~~urt. 
A missing persons report may also be filed. 

@o 
The documents are micr f" a 1.l.Ined and filed in a miCl"ojncket prior to th i fi folder. e r . ling in the cast' 

I 
i 
j.,., 
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JUVENILE . 
MODULE CONCEPTUAL DESIGN 

lIGULE IDENTIFICATION IIOOUlE NAil( . 

DS-l-023 INTAKE AND FILE MAINTENANCE 

IIDDULE PURPOSE 
/

lEVU OF AUTOIIAIION 
Sequential Batch 

To seal court records pursuant to court order, and to process acknowledgments of sealing 

IIODUlE FLO' 

IIDOULE KURU I VE 

CTI)when the court orders the sealing of a juven
ile's records all concerned agencies are noti
fied. The cl~rk performs the following tasks for 
sealing: 

Physically seals the case folder with tape 
imniediately 
Removes the corresponding microjacket card 
from the Register of Actions and places 
i't in a envelop which is sealed and filee 
in sealed Register of Actions File 
Crosses off the corresponding entry from 
prior Annual Indexes using a black marking 
pen. 

has been physically sealed, we recommend that 
the acknowledgments be microfilmed, filed with 
the microjacket card, and then destroyed. 

j .. 
i· 
l 
I 

I 
I 
I , 

® Agencies ordered to seal their records JI acknowledge compliance by returning ~ form indi-
cating that sealing has occurred. S1nce these I 

L_d_o_c_u_m_e_n_t_s_u_s .• u_a_l_l_y-a_r_r_i_v_e-a-f-t-e_r_t_h_e_c_a_s-:e __ f_ol_de_r ___ ~:..... _____ _:_----_-~:_----_---:_-:-_ ... _ ... ~ .. _ ...... __ .... _ .. ,_, __ ..... _ ...... r 
• __________ ~ __ ~ ___ ._~_. ___ " __ .. __ • ___ • __ .,~.~.,,_ ~.'''._. __ ·~e~ 



JUVENILE 
MODULE CONCEPTUAL DESIGN 

MODULt IDEHllnCAT 1011 /IODULE H&-

DS-6-052 RECORD OF PROCEEDINGS AND JUDICIAL SUPPORT Sequential Batch 
~ / LEYEL OF AUTOMATION 

/

PAG. 

~F 13 

To provide a summary 
the Probation Office 

of prior criminal activity to the court along with a recommendation of 

MODULE FLOW 

MODULE KA~RAIfYE 

CD : 
Juvenile records maintained at the t : 

are presontly incomplete for the s ate level: 
b~' the court. ~nstead, the Proha i~~~o~~~i~:qUire~ 
located ill the Juvenile's area of res' d : 
r~t'ei ves and collects reports from I't~e en~e h ; 
hOIl Offices throughout the state .' r 1'0 a- : 
incorporated in the juvenile',s pr~b~~~Ch ~:~ then: 
Basad upon data in this file and sup ~on ~ e. : 
investigation reports !l prohat;on p ementary . 

'0 i . i ". report of PI v otIS ncidents and reCommendat. 
C t lons 011 the urrCI1 ma ttel' before the court is r 
the judge during adjudication. p esented to 

cn;-' 
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JUVENILE 
MODULE CONCEPTUAL DESIGN 

.ODULE IDENTIFICATION I MODULE HUE . I LEYEL OF AUTO.UION 

DS-6-052 RECORD OF PROCEEDINGS AND JUDICIAL SUPPORT Sequential Batch 

MODULE PURPOSE 

To record proceedings stemming from the detention hearing 

UODULE FlOI , 

MODULE NARRATIVE 

CD 

, I'fUIJI-PAl?r 
, FOKM5 , 

I 
PAGE 

~F_l.il 

CDThe courtroom clerk receives a computer-printed: 
minute order and a Notice of Hearing form for each; 
court appearance before the detention hearing is 
held. 

Proceedings are recorded on the minute order 
form. Checkoff entries are utilized to minimize 
the need for long narratives. 

8 The remaining copies of the Notice of Hearing 
form and minute order, plus any subpoenas that may 
be issued, are placed in the case folde: and for
warded to the controls clerk for microf~lming, 
distribution, and data entry. 

(!)The assigned court date for the hearing on the 
petition is entered on the multi-part Notice of 
Hearing form. The courtroom clerk t"I,m gives 
each party named in the petition.a copy of. the 
notice and completes the affidav~t of serV1ce 
(on the back of the original), which is.then . 
filed in the case folder. .A co~y of th~s pet1-
tion is also given to the Juven11e. 

, 
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! 
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JUVENILE 
MODULE CONCEPTUAL DESIGN 

~Ul[ IDEHTlflCA flDN IU)DULt NAIIE 
DS-6-052 

RECORD OF PROCEEDINGS AND JUDICIAL SUPPORT 
• OOUll PUR POI( 

lEVEL OF AUTD.AlIDN 

Sequential Batch 
PAGE 

To record pr di 
ocee ngs stemming from the hearing on the petit:i.on, motions and placement hearings 

.ODUlE FLO. 

7()5CIIL~s 

(!)SubseqUent to the detent 

~ODUlE HARRATIVE 

TO determine del in 
on the initial or i~~~~Y or depe~d~ncy 
filed under Sections 600quesnot peh hon 
. - 2 W & r Code 

10 seal juvenile records 

On a motion lUade orally or in wri t:i,ng 
To follow up on unpla d . 
to conduct annual revf:w JU~eniles and 
children Cases. s o~ dependent 

CD If the juvenile's att . 
he does not appear . e~dance ~s required and 
tho juvenile 's arl'~s~. warrant may be issued for 

(2) The court may order the 
for: submission of payments 

Assessments (fine) 
Restitution 

Reimbursement f 
facilities. or the use of juvenile 

These payments rna b 
court may permit insialf made at one time or the 
case, the Probation Offimen~ payments. In either 
ble for monitorin c ce .~s generally responsi_ 
accounting systemgw.filect~ons. The centralized 
financial processin ~ factually perform the 
ments, and payments~ 0 account setups, adjust_ 

..:...--~ 
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.DDUlE IDENTIFICATION J IODUlE NAIIE 

DS-9-081 

.DDUlE PURPOSE 

JUVENILE 
MODULE CONCEPTUAL DES.IGN 

CROSS REFERENCE I LEVEL OF AUTOILITIOII 

Sequential Batch I 
PAGE , 

.JLJF-1.3.-

To provide a daily cumUlative index of cases filed during the month; and to provid.e nn annual 
. Index of 'nll unsealed cases filed during the calendar year 

CD P/(Ef'AI?E 
IINtYtJlfL 
ZN/)(E)( 

.ODUlE FLO' 

CD'once each year an Annual Index of all remain
ing unsealed cases filed during the calendar 
year is printed and distributed to the clerk. 

C!)An index is prepared daily of juveniles with 
etitions filed during the month. Each ~ntry 
~onsists of in alphabetical order, the Juven
ile's name 'filing date, probation case number, 
court case 'number, charges, scheduled appear
ance date, and current case status. 

A special column on the printout, in proba~ion 
case number sequence, cross references probat~on 
case number to court case number, thereby pro
viding reference to case~umber by either the 
juvenile's name or probat10n number. 

PI?YA~£ 
ClIM(JLATTVt: 
:1NlJEX J)f1ILY ~ 
CIIS£S FILED 

~N6711€ 



JUVENILE 
~ODULE CONCEPTUAL DESIGN 

JOOULl "A': 

NOTIFICATIONS OF COURT ACTIONS 

leaUlE JDEHII"CAT JON 

DS-I0-111 

NODULE PUftPOSf 

To prepare notices to appropriate agencies and individuals, 
to generate a.n -:'ilterface to the statistics modules 

~OOUL£ FLOI 

LlYEL OF AUTOUTIOH 
Sequential Batch 

PAGE· 

....!Q....of-!L 

to monitor cases in the system and 

r----·~------------------------------______ ~·O~OU~LE~HA~RR~A~II~VE~::::::::::::::::::::::::::::==::: 
~--../ 

Q) Notices are generated weekI f 
of dependent Children placeme~ts~r annual reviewsi 

The Unpl"oSecuted Filings List manit all 
mn ttors betol"e the court and i f ors 
of cases not scheduled for hea\ arms the clerk 
time constraints imposed by se~t~g w~thin the 
the Welfare and InStitutions C d on 47 of a e. 

The Statistics Interface Fi2 i 
monthly. It contains filin e s generated 
prOCessing Statistics for g, diSPOSition, and 
tical reports for internal production of statis_ 
for ~eporting to outside ag:~~~::~ent use and 

~. 
) 

. ! 

------;:-w 
JUVENILE 

MODULE CONCEPTUAL DESIGN 
IIIULE IDENTIFICATION JIICDUlE NA': 

DS-1l-144 

10DUlE PURPOSE 

AGING AND PURGING ., I Llyn OF AUTOIlAT 10M 

Sequential Batch 

To purge case files eligible for destruction 

IODUlE FLOI 

f/lsrtJRIC/lL FILE.. 

Q) All cases for Which the juvenile has reached 
his majority or those cases inactive for five 
years from the date of disposition may be purged 
if adequate microfilm backup is maintained. 

'Since the Register of Actions consists of micro
'acket copies of all case-related documents, 
~urging consists solely of destroying the eligi
ble case folders and transferring the corre
sponding microjacket cards to the Historical 
File. 
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IeIUU IDEUlfiCATUM J.otULE Mol. 
D8-11-l44 

JUVENILE 
MODULE CONCEPTUAL DESIGN 

AGING AND PURGING f 
LEYEL If AUTOIIATIIIN 

Sequential Batch I 
PAgE 

~F....1L 

To purge automated re~ords of jUveniles whose cases are inactive and who are over 18 years 
·of' age 

MODULt FLII 

r------
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
L_ 

HDULl MoIUAT In 

@The cOlllputerized records of "inactive" juven_ 
1105 ever 18 years of age are deleted from the 
Juvenile Master File and printed on the Purge 
List on an annual baSis. 

Orders to seal, filed by persons over 18 years 
of' a~~, are deleted after one year. 

. ..-..:. - ----......... 
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lOOIJlo IDENll F ICAT I ON I MOOULt NAIE 

DS-13-321 J 
MODULE PURPOSE 

JUVENILE 
MODULE CONCEPTUAL DESIGN 

EXHIBIT CONTROL I LEVEL DF AUTOMATION 

Sequential Batch 

• I 
PAGE 

.....ll...oF ..1..3-.. 

To monitor and control the acquisition, inventorying, release and destruction of exhibits 
received into evidence 

(i) 

MODULE FLO' 

MAllfTllIN STIITl/S 
OF EXH/8/15 
!?£CEJ V iEJ) I MtJ 
£.VI f)£NCE. 

(i)Exhibits received into evidence, as noted by 
entries on the minute orders, are inventoried 
and monitored on the repo~ts shown. 

E h exhibit is listed by case and exhibit 
num~; on the Inventory of Exhibits on ~ile. 
This report also provides a short d~scr1ption of 

h item a reference to its locatl.on, and 
eac, h'b't' identification of the ex 1. 1 S owner. 

E hibits ready for destruction or release are 
, tXd n the Exhibit Purge List. Notices are 

l1.s ere~ to inform the ~xhibits' owners of 
?repad , g action It should be noted that nar-
1m~:ns1~nd dange;ous drugs are confiscated by 
~~e1.~ureau of Narcotics when released by the 
court. 

The final disposit~o~ of :ach item is recorded 
on the Exhibit DispoS1t1.0n L1st. 
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JUVENILE 
MODULE CONCEPTUAL DESIGN 

DO-I-033 
.. IiLE 'IOUI IFICll 1011 IIIODUll NAIt: 

INTAKE AND FILE MAINTENANCE 
.DDULE 'U«'DSE I 

LEVEL OF AUTDUII 011 

On-line 
1'AGE ' 

I --LJr..J..:L 

To initiate juvenile cases for dependency, delinquency.or sealing of records 

MODULE NARRATIVE 

(I) Prior to the time that the court takes cogni
zance of the case, delinquency and dependency 
petitions are reviewed by an intake officer who 
is empowered to dismiss the petition and/or to 
release the juvenile until the hearing on the 
petition is held. 

(i)If further action is required, the petition 
is filed with the court. A new case is estab
lished for first time offenders; otherwise, the 
existing case folder is utilized. 

o A detention hearin'g date is set unles's the 
juvenile has been released. This hearing mURt 
be within 48 hours of confinement. 

: 

o The parentR or guardian are notified by the 
Probation Office if the juvenile is detained 
pending the detention hearing. A Citation to 
Appear and/or Notice of Hearing is issued by 
the automated calendaring system ordering the 
parents or guardian to appear at the hearing on 
the petition if the juvenile has been released 
prior to hearing. 

I 
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JUVENILE 
MODULE CONCEPTUAL DES IGN 

-.: IHIII'I"UTI. 1--I.E .... 
DO-1-033' INTAXE AND FILE IdAINTENJiaCE I,· . . ...:L:.2.L 

IIIULl ~r-=- . 

I 
To microfilm documents prior to their dist:ibUtion and filing in the.case folder, and to .nter 
the data required to initiate and update the automated records 

MODULE IIUlATlyr 

C!)rncoaiDg documents and documents generated by 
the court are reviewed by a controls clerk. The . 
carbon copies of petitions, minute orders account: 
setups., adjustments, and payments are batcl;ed and ; 
routed to data entry for input to the automated ; 
system. ; 

This information includes petition initiating : 
data, calendared events, motions, continuances 
dispositions, and accounting transactions for 
payments of assessments, restitution and 
facilities reimbursement on a one-ti~e or install~ 
ment basis. 

o The documents are microfilmed and placed in 
a microjacket prior to their filing in the case 
folder. The microjacket cards are sequenced in 
case number order and serve as the Register of 
Actions. 

(2)coPies of the appropriate documents are dis
tributed as shown. The Probation Office is 
provided a copy of every formal document and 
minute order generated by the court. Subse
que~t to the hearing on the petition, further 
n~t~ces of hearing and case dispOSition are pro
v~ded to the juvenile in the form of minute order copies. 

------=-
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JUVENILE 
MODULE CON~EPTUAL DESIGN 

IGIUU IDINTlFlCATION \IODULE MUE 

DO-I-033 . . INTAKE AND FILE MAINTENANCE I 
LEVEL OF AUTO'UION 

On-line 

IOIULE 'UlPIISE t d 
records, to prepare operational repor s, an To initiate and update automated juvenile master 

to generate interfaces to other modules 

• HOOULE FLOW 

MODULE HARRAl I VE 

'I" t d by the automated system : 
\V A record ti~i~:n~~~e~. In order to distinguish ~ 
for each pe etition number suffix . 
between peti tions, a P number Future reference!'i 
is appended to ~h~e~~~~s include petitio~ number . 
to the automate ber This procedure ~s 
as well as.casedn~mto ~atch subsequent court 
necessar~ ~~h~~reCorresponding filings. 
actions 0 ontains a record for: 

The Juveni1eiMlasdte~ ~~~l~ of a juvenile until : 
each petition f ~ 0 
he reaches his maJority. 

I 
I 
Ie 

I 
j' 

I 
I 
I' 
l· 
~. 

r 
I 
! 

I 
I 
1 
! 
i 
! 

I 
I 

I 



IODUlE lUll( 

00-1-033 

JUVENILE 
MODULE CONCEPTUAL DESIGN 

INTAKE AND FILE ~~INTENANCE 
L£YEL DF AU10lU I ON 

On-line 

IOOULt PUIPOSE 

To process 

dependency 

warrants for juveniles who fail to appear for the hearing on their delinquency or 

petition 

MODULE FLO' 

CD r f a juvenile released i 
It delinquency or dependencPr or t<;> his hearing on 
appear, the,Probation Offi Y petitlon fails to 
court, ~ay prepare an ce, upon order of the 
davit of Non_appearanc:r~~~t iwal'rant and Affi-
A misSing persons report ssuance by the court ~ may also be filed. • 

The documents are micl'ofilmed' . 
microjacket prior to their fili an~ flIed in a 
folder. ng In the case 

----.-
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JUVENILE 
MODULE CONCEPTUAL DESIGN 

IODUlE NAIE 

00-1-033 INTAKE ANn PILI;; MAINTENANCE 
LEVEL OF AUTOMATION 

On-line 
PUE ' 

.!L..od.L, 

100ULE PURPOSE 
To seal court rec d ' or s pursuant to court order, and to process acknowledgments of sealing 

MODULE FLO' 

MODULE NARRATIVE 

CTI)When the court orders the sealing of a juven
ile's records, all concerned agencies are noti
fied. The clerk performs the following task.s 
for sealing: 

Physically seals the case folder with tape 
illunedia tely 

'Removes the corresponding microjacket card 
from the Register of ActionS and places 
it in an envelope which is sealed and 
filed in sealed Register of Actions file 
Crosses off the corresponding entry from 
prior Annual Indexes using a black marking 

pen. 

® Agencies ordered to seal their records 
acknowledge compliance by returning a form indi
cating that sealing has occurred. Since these 
documents usually arrive after the case folder 

has been physically sealed, we recommend -that 
the acknowledgments be microfilmed, filed with 
the microjacket card, and then destroyed. 



JUVENILE 
MODULE CONCEPTUAL DESIGN 

_UL[ IDENTIfiCATION 'IIIUIULE Nl. I L[V[L OF lUTDMlIlON 

DO-6-062 ~CORD OF PROCEEDINGS AND JUDICIAL SUPPORT On-line • 
,

PU£ 

---1L-Df -1.L 
MODULE PU.PDSE 

To provide a summary of prior criminal activity to the court along with a recommendation of 
the Probation Office 

MOOUL[ FlOI 

CA.5£. FILE. 

MODULE NAUATIV[ 

o Juvenile records maintained at the state level: 
are presently incomplete for the purposes required 
by the court. Instead, the Probation Office : 
located in the juvenile's area of residence ~ 
receives and collects reports from other Proba- ; 
tion Offices throughout the state, which are then: 
incorporated in the juvenile's probation file. 
Based upon data in this file and SUPPlementary 
investigation reports, a probation report of 
previous incidents and recommendations on the 
current matter before the court is presented to 
the judge during adjudication. 

-
• • 

_.--.'.....0;,:. 

JUVENILE 
MODULE CONCEPTUAL DESIGN 

II1lDULE NUE PlIIULE IDENTIFICATION 

DO-6-062 RECORD OF PROCEEDINGS AND JUDICIAL-SUPPORT 
LEVEl OF AUTO~ATIDH 

On-line 

10aULE PU.PDSE 

To record proceedings Rtemming from the detention hearing 

KODULE FLOf 

'- HIJI.7I-PARr 
, FOKM5 , 

MODULE HARRAT lYE 

CD The courtroom 
minute order and 
court appearance 
held. 

clerk receives a computer-printed 
a Notice of Hearing form for each 
before the detention hearing is 

Proceedings are recorded onot~e minute order 
form. Checkoff entries ~re ut111zed to minimize 
the need for long narrat1ves. 

fi'The assigned court date for the hearin~ on the 
~ 0 0 entered on the multi-part Not1ce of 
petitJ.on f 1s The courtroom clerk then g:l..ves 
Hearing orm. d 'n the petition °a copy of the 
each party name l ~es the affidavit of service 
notice a~d ~)m~ f e the original), which is then 
(on the ac folder A copy of this peti-01 d On the case . 
f: e 0

1 
also given to the juvenile. tJ.on J.S 

~The remaining copies of the Notice of Hearing 
form and minute order, plus any subpoenas that may 
be issued, are placed in the case folder and for
warded to the controls clerk for microfilming, 
distribution,and data entry. 



JUVENILE 
MODULE CONCEPTUAL DESIGN 

I LEVEL OF AUTOMAT ION '''UU IOINTlrlCAlIOM "DOULE HAil[ i 
DO-6-062 RECOnt) OF PROCEEDINGS AND JUDICIAL SUPPORT On-l ne I PAOE 

-B..-oF --1.:L_ 

MODUl[ rUlrosc d 1 t h ri 
hearing on the petition, motions an P acemen ea ngs To record proceedings stemming from the 

.OOULE FLOf 

£JEJ:.T{ONS fdX-fo02 IVAI/DZ 
ANP O1H9? MATTERs 

MODULE NURATIVE 

0SUbSeQUent to tho detontiou hearing, if held, 
tho substantive matter is heard and may include 
Il. hearin~: 

To determine delinquency or dependency 
011 the initial or subsequent petition 
filed under Sections 600-602 W & I Code 
To seal juvenile records 

On n motion made orally or in writing 
To follow up a:. unplaced juveniles and 
to conduct anm1al l'cviews Qf depcndent 
childron cases, 

0lf the juvenile's attendance is required 
he does not appear, a wal'rant may bo iHsuod 
the juvenile's arl'esL 

and 
fOl' 

(2)The court may order the submission of payments 
for: 

Assessments (fine) 

Resti tution 

Reimbursement for the use of juvenile 
facilities. 

These payments may be made at one time or the 
court may permit installment payments. In either 
case, the Probation Office is generally responsi
ble for monitoring collections. The centralized 
a7coun~il1g system will actually perform the 
f~nanc~al processing of account setups, adjust
ments, and payments. 

-
.11 

• 

/IOGULE IDINTIFICATION 

DO-9-091 
.ODULE NAIE 

JUVENILE 
MODULE CONCEPTUAL DESIGN 

CROSS REFERENCE 

LEYEl OF AUTD.ATlDN 

On-line 

MODULE 'UIPOSE tl month, and to provide an annual 
To provide a daily cumulative index of cases filed during le 

index of all unsealed cases filed during the calendar year 

CD 

MDDUL[ FlOI 

{JPMrf: 
CAO~s ~S 

REFt:;r:EIJ-..kIl------II~ I<:F£ReNCE. 
MASTel< RLE 

PILI: L-____ ---' 

PlrEfIlR£ 
I/NiVtJAL 
t:NlJEX 

MODULE NARRATIVE 

CD A al Index of all remain
Once each year ~~le~n~urj,ng the calendar year 

ing u~sealed cda~~Stributed to the clerk. 
is pr~nted an s 

f.i'\ . prepared daily of juveniles with I..V An ,index ~s . the month. Each entry 
petitions filed dur~~~etical order, the juven
consists of, ~n. alp date probation case mlmber, 
ile's name, f~l~ng , scheduled appearance ber charges, 
court case ~:"nt'case status. 
date, and c v h <ntout in probation 

1 01 umn on t e pr ~ , . b t· r A specia c .croSS references pro a ~Ol 
case number sequenc~'case number, thereby pro
case number to cour ase number by either the 
viding reference tOp~obation number. 
juvenile'S name or 

I 



JUVENILE 
MODULE COHCEPiUAL DESIGN 

... u: "'.fI"eA"", 'MfUll IUC 
DO-IO-121 NOTIFICATIONS or COURT ACTIONS 

tODUlt 'ul'OS( I LUEL Of AUIOIATlON 
On-line 

To prepare noticos to appropriate agencies and individuals, to monitor cases in the system and 
to "enor~te an interface to the statistics modules 

10DULE FLO'I 

JullelJlLE 
flA$rE~ 
F' /I. e 

f'/(f.pll~£. 
i1:$,G6~' 

wl'{o,f f(E/'(Jf?T 
AA'b STATISTICS 
INrE~FACE 
FILE. 

IDDULE k.\UATlVE 

Q) Notiens nrC) gel\l'l1'ated in the same cycle for 
nonulIl roviewa of dependent children placements. 

'l'ho r'pl'OSCC\ltud Filin"!> List moni tOl'S all 
mat tOt'S l)Qfore tho COl1l,t and infol.'mS the clerk 
of ('asos not schoc.!uled for hearing within the 
limo ('on strain ts ilnposed by Soc tion 547 of the 
Wolfare :lnd InstitUtions Code, 

Tho Statistics Interface File is generated 
monthly. It contains filing, disposition and 
prOceSSing statistics for production of s~atis
HeAl reports for intel'nal management use and 
for reporting to outside agencios. 

'IIIIJ,',r 

-- .. -;;;;.." 
~II 

JUVENILE 
MODULE CONCEPTUAL DESIGN 

_WU 1I1111flCAlltM IIIIOULE MAIII[ 

DO-1l-154 AGING AND PURGING 
T Llyn Of AUIOIAIIDH 

I On-line 

To purg~ case files eligible for destruction 

MODULE fLOI 

Nt) 

CASE FILE. 

IfIS7~R/C/1L FIlE. 

L-______________________________________________ .~ _________________ ~ 

~--------------------------~~==~--------~~-~----------------~ IDOULE HARRAT lYE 

CD 
All cases for which the juvenile has reached 

his majority or those cases inactive for five 
years ~rom the date of dispos~tion.may be purged 
if adequate microfilm backup ~s ma~ntained, 
Since the Register of Actions consists of micro
jacket copies of all case-related documents, 
,purging consists solely of destr?ying the eli
gible case folders and transferr~ng the corre
sponding microjacket cards to the Historical 
File. 

, 
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JUVENILE 
MODULE CONCEPTUAL DESIGN 

_ULt IIINlfF/CATION /IIOIUU UII( 

DO-11-154 J 
IOOULl 'U.,OI( 

AGING AND PURGING I 
LUEL OF AUIDIATI ON 

On-line 

To purge automated records of juveniles whose cases are inactive and who are over 18 years 
of age 

MUOULE FLOI 

~ CD 
J~'~EAl'.:.f PEKFORI1 
/'fA,Ul.: I.L IINNIIRL 
J I.~ • PI/,WHN6 RIIN 

J_ 
PtIRt!:E. UST 

IIJ'I 
1211 

I:CUU "!IUTIYE 

0The compute~'1zed records of "inactive" juven_ :---------------------------1 
iles over 18 years of age are deleted from the 
JUvenile Master File and printed on the Purge 
List on an annual basis. 

O~'ders to seal, filed by persons over 18 years 
of' age,are deleted after one year. 

_ r 

• 

_WLl InNIIFICATION JIIOOULE NAil[ 

DO-13-331 

.OOULE PUI'OSE 

JUVENILE 
MODULE CONCEPTUAL DESIGN 

EXIIIBIT CONTROL I 
LEVU OF AUIOIAIIOII 

On-line j PUE 

-1a...oF .xL-

To monitor and control the acquisition, inventorying, release and destruction of exhibits 
received into evidence 

.IUVo,vI£E 
N,/f:JrE,r: 
rILl: 

MODULE FLOI 

MAINTIiIN STIlTVS 
OF 81118115 
I?ELBV£J) INTo 
EVIf}£},IC£ 

L-_____________ ~~--------------------------------~ 

MODULE NARRATIVE 

CI)Exhibits received into evidence, as not:d by 
entries on the minute orders, are inventor1ed 
and monitored on the reports shown. 

Each exhibit is listed by case and exhibit 
ber on the Inventory of Exhibits on File. 

~~~s report also provides a short description of 
ch item a reference to its location. and an @a, . , 

i,dentification of the exh1bi t s owner. 
Exhibi ts r,eady for destruction or rc:lease are 

listod on the Exhibit Purge List. Not1ces are. 
prep;red to inform the exhibits' owners of 
impending action. It should be not:d that nar
cotics and dangerous. drugs are conf1scated by 
the Bureau of Narcot1cs when released by the 
court. . 

'I'he final disposition of each item i lS recorded 
on the Exhibit Disposition List. 

" 



G 

q-., 

APPENDIX E 

OTHER CIVIL MODULES 

I , 



I 
'.''';~". j. t 

~' "'0< ~.~~'\.~~.~_~,~~ _-: __ :-'~ _____ -.:;;:;;:: 

'Wl'h ----.:w 
',.~ 
;1.,,-, , 

r ~~ '~.I.;:~',--' 

'r.r>:i:'.,,:, 
-~ 

r-

.::-.1 

,-"" 

• 

.. 

, ~' 

FLOWCHARTS FOR. 

MANUAL LEVEL OF AUTOMATION 

1 r 



l 
; ,. 

(; 

, 'j 

-' 

,t..:... .• 

,0 

-.. 

• 

CIVIL 
MODULE CONCEPTUAL DESIGN 

IOGULE IDENTIFICATION IIODULE NAIIE 

EM-l-014 INTAKE AND FILE MAINTENANCE 

IDDULE PURPOSE I LEVEL 0' lUTDUTIDH 
Manual I PAGE 

-.!......oF 13 

To process initial and subsequent fl.'lings submitted + ,~ t _G c"e court by Ii ,igants 

IODULE FLO' 

IODULE HARRAT lYE 

CI)Initial and subsequent documents are filed with 
the court by littgants. Filing fees often accom
pany the submittal of documents. In general, 
the clerk's role is to accept any document sub
mitted by the party. In some rare instances, 
such as with defaults, the clerk may review 
either the contents of the case folder or the 
Register of Actions subsequent to the filing of 
the document in order to verify timing and ser
vice requirements. In general, however, the 
clerk performs a minimal amount of editing of 
documents and verification of appropriateness 
of the filing for the submitting party. 

(!)The index files (segmented by case type) ~re 
utilized to determine or verify the case number 
of submitted documents or to identify the liti
gants in a case. 

~The Register of Actions, a card maintained 
in a tub file, identifies the dates and documents 
that have been filed. It is referenced as needed 
to ascertain case status and to answer inquiries. 
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100ULE ",. 
EM-I-D14 

CIVIL 
MODULE CONCEPTUAL DESIGN 

INTAKE AND FILE MAINTENANCE 
LEvn OF AUIDlUIIDfI 

Manual 

To process initial and subsequent filings submitted to the court by litigants 

MOOUlE Hot 

CI)ThO clark collects filing fees on d 

IOOUlE IIUUIIVE 

requiring them nnd jut< f ocuments 
mittor informs tho Cle~k ~~: t e:~~ht When the sub_ 
boon previously paid (e er the fee has 
demurral's) or th t • g. ; ,appearance fees on 

. a a pauper s oath and 0 d • , 
on file. In those instances th reI. are 
tho caso stntus in tho Regist'e efclerk verifies 
ens ~il r 0 Actions or , a... e. When feos are recei ved 
v;lidates the document (minute ord~rt~~ ~~erk 
o jUl'y fees) in the cnsh register nnd i e case 
l'oce:l,pt. The pnym'3nts and the audit tra~~U~sta 
11.1'0 forwarded nt the end of the d a a 
Accounting Department. ay to the 

CD =~ 

1";0 " 

'~. 

~-~ 

~-'-

~ 

,~-'~ 
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CIVIL 
MODULE CONCEPTUAL' DES IGN 

loaUlE ID£IIIIFrCAIIOII I MOOUlE NAil[ 

EM-l-014 INTAKE AND FILE ~~INTENANCE 
T LEvn OF AUIOlAliON 

I Manual 

To process documents generated by the court 

MODULE FLOI 

V CD 
IIdMtfE.Y 

CllSE.Rl£. YB 

0 

CD 

V 
~ 

~ NtJ, :rv~lNT 

1(11 rl/.£. IlTft)MEY 
CI2S/!.. FILE. t(A CAR]) 

CALEIJ l)ff R 
CAIU:J 

IjII fIle 

CIlSE. filE. 

MODULE MURAT lYE 

CDA card is maintained for each attorney filing 
a case, The card lists each case number, date 
of filing, and trial date if set. The dates on 
these cards are used to produce the Civil Active 
Case Confirmation Notice. Every time a disposi
tion is entered (e.g., default, dismissal, judg
ment) the attorney's card is updated. 

(!)New cases are assigned a case folder and case 
number. The case numbers are est'ablished so a 
separate series of numbers is assigned to each 
case category. 

An index card for each plaintiff and defen
dant a calendar card for each new case, and an 
atta~ney card for each new attorney is prepared 
and maintained in the appropriate files. 

0If a judgment is entered, a copy of the judg
ment is entered in the Judgment Book. The book 
and page number is referenced in the Register 
of Actions • 
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CIVIL 
MODULE CONCEPTUAL DESiGN 

'OOUU: 'OEMUF'CAT'OH l,oDulE HA. 1lEYEl Of AUTOUIIDH /PAGE 

EM-1-014 INTAKE AND FILE MAINTENANCE I Manual ~F-13...... 
r.'~ODVm.LE~'~V~~POI~[----L-----------__________________ ~ _______________ ~~~ ________ ~ 

To prepare record on appeal 
to the superior court. 

and reporter's transcript for cases appealed from the l~wer court 

IODUlE FLO. 

NO 

MODULE HARRAT lYE 

CVThe appellant initiates the appeals process in 
tho lowel' court by the filing of a Notice of 
Appeal. The j udgmen t da te is checked in the 
Register of Actillns to determine whether an 
n ppen I meo ts the s ta tu tory time limita tions • 
(Ten days in most criminal matters and thirty 
days in civil matters.) 

(!)The olerk mails a copy of the Notice of Appeal 
and Notice of Cross Appeal if one is filed, to 
ea.ch party other than the appellant or cross
apPGllant. 

® The clerk's transcript is prepared for trans_ 
fer to the superior court per the appellant's 
roquest. The clerk obtains a cost estimate for 
the reporter's transcript and orders its prepar_ 
u tion upon the reques t of the parties and the 
posting of the required fees, 

®When the record on appeal has been completed 

in accordance with the Rules of Court, it is 
transferred to the superior court. 

"'" 
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CIVIL 
MODULE CONCEPTUAL DESIGN 

r-;uLilDiilTlFIClTlON !IODULE H •• 

EM-l-014 INTAKE AND FILE MAINTENANCE 

MODULE PURPOSE I lUll If aUIIUl1i 
Manual 

To prepare remittitur, and to distribute opinions and case records subsequent to the hanring on 
appeal (or dismissal) in the superior court. 

MODULE HA~~aT lYE 

® The appellate department receives the record 
1 from the lower court. A new case 

~~I~~~e~S established along with the correspond
ing Register of Actions and indexes. 

(§)The hearing on appeal is set within thirty 
days of receipt of the record on appeal, and 
after proper noticing of the parties. 

11 t files his opening brief within 
The appe an the filing of the record on 

fifteen days ~!s ondent files his brief ten days 
appeal. The Pwed b the appellant's reply 
thereafter'f~oll~he filing of the respondent's 
five days h

a e~ inal briefs are filed with the 
brief. T e orit

g
h proof of service of copies to court along w 

each adverse party. 

® t- appeal and takes the case 
14 The court ~ears u~~n judgment, t.he Remittitur 
under SUb~i~sf~~~ the minutes prepared by the 
is comple e k It is returned with the courtroom cler • 

documents orlginally filed on appeal to the 
trial court. ,A cO'py of the Remittitur is also 
forwarded to each party along with the written 
opinions if they are prepared. The clerk- for
wards two copies of each written opinion to the 
Reporter of Decisions and one copy to the District 
Court of Appeal. 

All documents generated while the case is on 
appeal in the superior court are retained by the 
court in an appellate department-maintained case 
folder. 



CIVIL 
MODULE CONCEPTUAL DESIGN 

IIOOULt IDtHllrlCA"DH /IIOOULE H.~ 
EM-r,-Q4~ RECORD OF ! LtYEL OF AUIDIAT I OM 

PROCEEDINGS AND JUDICIAL SUPPORT Manual 

To provide the .Judiciary with caso-related information and to record court proeedings 

MODuLt FLO. 

CD 

MODULE NU~AlIVE 

CD Pdor to the dato of appearance all case :t3' 
: ~The proceedings are recorded on the prepared 

m7nut,: orders. Most entries require checkoff or 
f7 11 ln responses in order to limit long narratlves. 

mn tel'ial is assembled. The calendars and calen_ 
dIll' cln-ds al'O used to idOntify all case folders 
~hnt nra to bo pulled. For each case folder taken~ 

from tho cnso file, nn out card is substituted to : 
indicate 'the foldors 10catiOIl. 0 

II speCial forms are required they are assem 4 An eXhib~t list is prepared for each case for 
bled at this time and kept with he case material. which exhi~J.ts have been submitted. Each exhibit 

entry consJ.sts of case number owner relationship 
Mul tipart minute ordel's are pl'epared for each Ato case! eX~ibi t, description ~nd sto~age location. 

caso and kept with tho case material. , copy loS flIed J.n the Exhibit File. 

(3) :fs\ 
Priol' to the court session, the clerk provides : ~)If formal orders or ju:lgmeuts are required, the 

nll foldol'S, , calendar cards (used as a reference : clerk prepares the appropriate forms The calen
to tho caSO se tting history) and a copy o~' the : ddatr card is updated to reflect any n~w appearance 
(mlendn!' to the jUdge for aSSistance during adjudi": a ': settings, reasons for continuance or dJ.' 5 
cation. ' . Posltions. , -
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CIVIL 
MODULE CONCEPTUAL DESIGN 

MODULE IDENTIFICATION I MODULE HAME 1 LEVEL OF AUTDMUION 

EM-6·043 RECORD OF PROCEEDINGS AND JUDICIAL SUPPORT Manual 

MODULE PURPOSE 

To provide the judiciary with case-related information and to record court proceedings 

MODULE FLO. 

MODULl NARRATIVE 

~At the completion of a court appearance, all 
case material, completed forms, ,and calendar 
cards are routed to the approprJ.ate clerical 
areas for filing and di~tribution. 
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100U.l[ IPfN"".CAlIOH /IODUl£ HA. 
EM-8-0a 

IODUlE 'U.'OU' .-. 

CIVIL 
MODULE CONCEPTUAL DESIGN 

CROSS REFERENCE I 
UV£l DF Au'rDlUTloN 

Manual 

To provide a reference to the cas~ folders by the plaintiffs' and defendants' names 

Q)The index cards prepared at 
time ure filed in alphabeticul 
Illlme) in the appropriate file. 
maintained in a tray type file 
filmed. 

IOOUlE FLO' 

IOOUlE NUUTIYE 

case initiation 
sequence (last 
Each index is 

until it is micro-

!/TIl' 

;:Ii -

'l"I' 

l!)l: .• 

'C:";- -
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CIVIL 
MODULE CONCEPTUAL DESIGN 

IOGULE IDENTIFICATION IIODUlE HA. 

EM-9-102 NOTIFICATION OF COURT ACTIONS 
IODUlE PU.PDSE / 

UYEl OF AU10llATION 

Manual 

'ro process domestic relations questionnaires, to prepare notices to the state, litigants and 
attorneys, and to monitor the progress of filings on an exception basis 

CD 

MODUU flAUATIYE 

CI)In family law cases, the clerk processes a 
three-part questionnaire for the conciliation 
service and the Bureau of Vital Statistics. Pre
sently these are separate forms, but they are 
amenabie to consolidation by making the third part; 
of the questionnaire larger than the other two ; 
parts in order to accommodate additional ques
tions of interest to the conciliation service 
only. 

A copy of the questionnaire is forwarded to the; 
Bureau of Vital StatiGtics at the time of filing 
and at the award of the interlocutory decree. A 
report of award of final decree (VS243) or nullity; 
judgment (VS242) is completed by the clerk and : 
forwardec' to the Bureau of Vital Statistics at ' 
the apprJpriate time. 

CD COllies of the minute or~er~ or, formal not! fica-i 
t' forms are prepared anu d1str1~uted by the. : 
cl~~k as indicated. The Civil Act1ve Case Conf1r-; 

'~'CJ""" .. 
'1':-, 

mation Notice, described under Aging and Purging, 
is distributed to the litigants' attorneys. 

\' " r.- " 

, 
; 
i 



CIVIL 
MODULE CONCEPTUAL DESIGN 

MODULE 'IDENTIFICATION llIODULE HAIlE 

EM- 10-135 

MODULE PU~POSE 

AGING AND PURGING I 
LEVEL OF 1UTOIIT I ON 

Manual 

To periodically identify and remove 'case-related documents eligible for destruction 

MODULE FLO., 

CD 

J;;;;,3fr1=Nr U,,;, 
I 

MODULE ilUIlTIVE 

CD· On a periodic basis, to be determined by sta-
tute and the court's discretion, the case-related 
files are reviewed for the purpose of purging. 

CD Once each year 'the Judgment Book is micro
filmed. 

~on a regular basis (once each quarter or semi
annually) all attorney cards are pulled for the 
production of the Civil Active Case Confirmation 
Report. 

Confirmations returned by attorneys are indi
cated on the attorney cards. Those cases not 
confirmed are stricken from,the cards and the 
Civil Active List. 

' ... 

\1'IIlT- -

'~-~'--

""" ' .. 
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CIVIL 
MODULE CONCEPTUAL DESIGN 

MODULE rU~POSE 

.. ULE IDENTIFICATION IIIODULE MAIlE 
EM-lO-l3s AGING AND PURGING I LEYU OF 1UTDIlTI .. 

Manual 

To periodically idantify and remove case-related documents eligible for destruction 

MODULE FlDI 

V 
XND8 Fi.£:,; 

~once each year all index cards are removed 
from the file and microfilmed. 

® The recommended procedure for destroying 
case-related documents involves the removal of 
all case files and R/A c~rds ten years old from 
the date of case initiat~on. 

L_------i---____ --:---____ ---:~" .. 'r~'.".,«~ .. 
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CIVIL 
MODULE CONCEPTUAL DESIGN 

IOGUlE IDENTIFICATION l'ODUlE HAIlE 

El,l-lO-135 

MODULE rURPOSE 

AGING AND PURGING 
/

lEVEL OF AUlDIIAl I ON 

Manual 

To periodically identify and remove case-related documents eligible for destruction 

/fISitJRICIiL 
I/{De!' FII.CS. 

,OOUlE FlOI 

MODULE NURATIVE 

(2)Each of the indicated 
and filed as shown. The 
nre destroyed. 

documents is microfilmed 
original case documents 

, CD Each attorney card is sununarized on a Civil 
Acti ve Case Confirmation Notice. This notice is 
distr~buted.quarterly to the concerned attorney 
for hJ.s. revJ.ew. The notice iE used to confirm 
the actJ.ve status of eacl, scheduled case. 

/

PASE 

~F_l_3_ 

= 

= --- ---

~10DUl.f COllFatUAL DES IGN 

EM-13- 301 
MaUlE IDENTIFICATION l'OOUlE HAIlE 

iDOULE PURPOSE 

EXHIBIT CONTROL I LEVEL OF AUlDIIATlON 
Manual 

To monitor and control the acquisition, inventorying and destruction of exhibits received 
into evidence 

IDOUl( fLOI 

lxtllSlr FILE. 

8tH/BIi FIlE; 

MODULE HUlA TI VE 

CI) All exhibits received into evidence are 
recorded on exhibit listi by the court clerk. 
Each exhibit is iden~ified by ~as~ number, exhi
bit number, a brief ~tem descr~pt~on, a r~ference 
to its storage location, the owner, and h1s 
relationship to the case. 

(!) If the exhibit has been ordered released.o~ 
the release date has passed, the proper not1f7ca
tion forms are prepared by the clerk. T~e or1-
ginals are filed in the case fold~r; cop1es are 
distributed to the concerned pnrt1es. 

(!) E hibit lists for those exhibits to b~ . 
I x d at a later date are filed in the Exhibit 

~~lea:e the sentence expiration dnte/rd!~n5e date 
l} :no~n If the release dnte is not known, the 
lists "r~ filed by case number in the suspensE; 
'1'00 of the file. 

CA!iE ToILl= 

V 
R/I"t FILE 

C ",.sE !-ILE 
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CIVIL 
MODU~E CONCEPTUAL DESIGN 

I MOOUlE IDENTIFICATION IIODUlE NAIE 

ES-l-024 

MODULE PURPOSE 

INTAKE AND FILE MAINTENANCE 
LEVEL Of AUTIlllATiON 

Sequential Batch 
PAGE 

--..LnF-..!L 

To process initial and subsequent filings submitted to the court by litigants 

MODULE FLOW 

INOE..J< FII-E 

0) 

YeS 

IA.JOE)( 1=11.£ 

MODULE NARRATIVE 

(I) All civil documents are filed with the court 
by the litigants. The clerk's role is to 
accept any document submitted by the party. In 
some instances, (e.g., defaults) the clerk may 
review either the contents of the. case folder 
or the Register of Actions subsequent to the 
filing of the document in order to verify 
timing and service requirements. In general, 
however the clerk performs a minimal amount 
of editing of documents and verification of 
appropriateness of the filing for the sub
mitting party. 

0) A computer-printed index, segmented appro
priately by case category or type (e.g., family 
law adoptions, etc.) and relationsh~p to case, 
(e.g., plaintiff, defendant) is util1zed to 
identify or verify case numbers. 

-----"'." .. _---- ---_ ... 
•. j, 

(!)case-related documents are microfilmed, 
placed in microjackets, and stored in case 
number sequence near the counter. Thi= file 
serves as the Register of Actions and is 
referenced, as required, to ascertain case 
status and to answer inquiries. 
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CIVIL 
MODULE CONCEPTUAL DESIGN 

_VLC IOtllTlFftaTIOli /IG.ULE ICola 

ES-l-024 INTAKE AND FILE MAINTENANCE I 
LEVEL IF AUTIIoITlIII 

Sequential Batch 
/

'UE' 

--2-DF 11 

To process initial and subsequent filings submitted to the court b~ litigants 

IOcULE FLOII 

IUCULE IURUT lYE 

ill The clerk collects filing and jury fees 
excopt when the submitter informs the clerk 
that either tho foe hns been previously paid 
(e.g., first document fees for defendants) 
or that a pauper's oath nnd order n~e on 
file. In theso instancos, tho clerk veri-
fioa the case status in the Register of Actions. 
When foes are received, the clerk validates the 
documont (minute order in the case of jury feos)' 
in tho cash register and issues II. receipt. The 
payments nndaudit trail data are then forwarded 
at the end of the day to the Accounting Depart
ment. 

pre~ix code is assigned to each series. 
TYP1cally, a separate series is aSSigned 
to: 

Adoptions 

Probate and Gua?dianship 
Mental Health 
Eminent Domain 
Family Law 

Other Civil. 

This procedure provides better case file control 
and facilitates purging. 
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CIVIL , 
MODULE CONCEPTUAL DESIGN 

loaUU ICEHTlF ICAT ION 

ES-I-024 

UDULE PURPOSE 

.ODULE NUE 

INTAKE AND FILE l~INTENANCE 
LEVEL OF AUTDIA T I OH 

Sequential Batch 

To enter submitted and court-generated documents in the automated system, to microfilm docu-
ments for tho Judgment B k d i 00 an Reg ster of Actions, and to file the documents in the appropriate 

.OCULE FLOI 

NO 

C-t$E FILE 

IOCULE HURAT lYE 

(!)All documents eventually filed in the case fol~ 
der are routed to a Controls Clerk. The clerk' 
determines the action needed and distributes 
the documents as shown. This procedure involves: 

Reviewing case folders to determine whethe~ 
a clerk's default can be entered per the . 
request, monitoring the appeals procedure, : 
verifying the correct collection of fees, : 
etc. " : 
Determining when to detach copies of sub
mitted or court-generated documents in 
order to route the copies through data 
entry for computer updating; when to pre- ," 
pare supplemental input sheets in order 
to capture more concise transactions that 
do not merit the submittal of the full 
document to data entry; and, when to fore-: 
go computer data entry altogether. i 

Batching eligible documents and transac
tions for data entry. 
Forwarding of documents .to microfilming 
Filing documents and case folders in the 
case file. 

The copies of the documents used for data entry 
, are destroyed., 

CD All judgnlents are maintained in a microjacket 
Judgment Book in as-issued S,equence. The judg
ment's location in the microjacket is noted on the 
document before submittal to Register of Actions 
microfilming. No Minute, Order Book is maintained, 
but the minute orders are stored in chronological 
order in the case folder. ." 

Note that the confidenti1t1 questionn'aires 
required in domestic relations cases and eVidence, 
including d~positions, are not placed in the 
Register of Actions. 
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CtVIL 
MODULE CONCEPTUAL DESIGN 

MOMU: fUMlIrICAT/OM !IICDULt Hll:lO 

ES-l-024 
.ODULE ruaroSE 

INTAltE AND FILE MAINTENANCE 
! 

LEVEL Dr AUT01I.ITICH 

Sequential Batch 
! 

PASE 

...A.....oF~ 

To update the Civil Master File, and to generate operational reports and interface files 

~OOULE FLOlI 

"-ClV'j HSAC1'lDfl 

fill; 

T 

CD UPDAT15. 
elV II. t1ttSTER. 

FILE 

(!) G£NEIIATE 
OPE AAT/DNAl-
REPOl<.i5 ANI> 

INTEJ9.FACF.: 
,·nES 

mODULE NARRATIVE 

fi\ : 
~ The automated system maintains cases on a Civii 
Master File. Data;l.s entered at filing and dis- : 
posit;l.on time, and n.t intermediate and subsequent: 
points in time as required for calendaring, finan'; 
cial accQunting, exhib;l.t control, and statistical: 
purposes. Since no automated case summary or ; 
Imgister of Antions is maintained by the auto- . 
mnted system, the nature Of the entered trans
actions can be more concise and somewhat less 
voluminous. 

(!) Interface files are generated for the fol-
lowing purposes! 

Calendar Interface File - to infor.n the 
calendar modttJ,es of settings made at the 
counter, of "oS becoming at issue, and 
of changes t. ,he fltat\ls of cases affect
ing previously made settings 

Cross Reference Transaction File - to 

-l 
I 
I 
I 
I 
I 
I 

---I 

generate the various daily and cumulative 
indexes by case category or type 

Notifications Interface and File _ to 
generate notifications of court actions 
on a timely basis 

Accounting Interface File - to inform the 
Accounting M<?dules of account setups, 
payments, adJustments and miscellaneous 
financial transactions. 
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CIVIL 
MODULE CONCEPTUAL DESIGN 

HOOULE IDE"TIFICATfOH /lODULE HAIlE 

ES-l-024 INTAKE AND FILE MAINTENANCE 
MOOUlE PURPOSE / 

LEVEL OF AUTOMA II ON 

Sequential Batch 
/ 

PAOE 

-.fLor --1L. 

To prepare record on appeal and reporter's transcript for cases appealed from the lower court to 
the superior court. 

MODULE FLOI 

:2/f ~ 

® 

No 

MODULE NURATIVE 

~The appellant initiates the appeals process in 
the lower court by the filing of a Not~ce of 
A peal The judgment date is checked ~n the 
R~ ist~r of Actions to determine whethe~ an 
apgeal meets the statu~ory time limitat~o~s. 
(Ten days in most crim~nal matters and th~rty 
days in civil matters.) 

CTI)The clerk mails a copy of the Notice of Appeal 
and Notice of Cross Appeal if one is filed, to 
each party other than the appellant or c~ss
appellant. 

~The clerk's transcript is prepared for t~ans
fer to the superior court per the appellant s 
request. The clerk ob~ains a cost estimate for 
the reporter's transcr~pt and orders its prepar
ation upon the request of the parties anti ·til.a 
posting of the required faes. 

@When the record on appeal has been clot;;.pleted 

in accordap~e with the Rules of Court, it is 
transferred to the sllperior court. 

1 
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CIVIL 
MODULE CONCEPTUAL DESIGN 

IIOOULE IDENTI'ICUION IIilDULE NAil[ 

ES-I-024 INTAKE AND FILE MAINTENANCE 
r LIYIL I' AUUIIITI III I Sequential Batch I PAl( 

-L,-1L 

MODULE PUAI'Osr and case records subsequent to the hearing on To prepare remittitur, and to distribute opinions 
appeal (or dismissal) in the. superior court • 

• ~----______ ~.~DUL~nL"~------_---------l 

MODUL[ ICUUTIVE 

~The appellate department receives the record 
on appeal from the lower court. A new case 
folder is established along witu the correspond_ 
ing Register of Actions and indexes. 

(@)The hearing on appeal is set within thirty 
days of receipt of the record on appeal, and 
after proper noticing of the parties. 

The appellant files his opening brief within 
fifteen days of the filing of the record on 
appeal. The respondent files his brief ten days 
thereafter, followed by the appellant's reply 
five days after the filing of the respondent's 
brief. The original briefs are filed with the 
court along with proof of service of copies to 
each adverse party. 

® The court hears the appeal and takes the case 
under submission. Upon judgment, the Remittitur 
is completed from the minutes prepared by the 

courtroom clerk. It is returned with the 
documents originally filftd on appeal to the 
trial court. A copy of the Remittitur is also 
forwarded to each party along with the written 
opinions if they are prepared. The clerk for
wards two copies of each written opinion to the 
Reporter of Decisions and one copy to the District 
Court of Appeal. 

All documents generated While the case is on 
appeal in the superior court are retained by the 
court in an appellate department-maintained case 
folder. 
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en'IL 
MODULE CONCEPTUAL DESIGN 

_~u IDENliFlUTIOII IIiCULE IWI[ 

ES·;·053 RECORD OF PROCEEDI!\GS A,\1) JL1lICAL SL'PPORT I LlYn., IDTMAlIIII 

Sequential Batch I"tt 
~,_l_l_ 

IOOULE 'lII"sr 
To prepare for court session and to record court proceedings on minute orders and formal 
orders and judgments 

:.:.. .. ": 
-'~-.:,:",~ 

S-"~:'.':'_ ~.:~,....! 
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CD T!:e CO".lrt:rOOll clerk prepares tormal ~o\!rt 
orders a~d JUdgaGDt:S as req".lired, To t~~ 
exte=t: possible, a copy of t!:e ~iD".lte orc~r 
ser\'es as t:he court order, Tl::e mi:::'.lt:~. orce 
~07 :~ i~to fi=iscec fo~. It 1: .:led~ = 
c=ro=olo~ical seq".lence in t~e case .olcer • 
~rCer to-elini=at:e the Deed for a separate 
:,;i='':te book, 
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MoaUU IDENTIFICATION /IIODULE IU. 
ES-B-OB2 

MODULE PURPOSE 

CIVtL 
MODULE CONCEPTUAL DESIGN 

CROSS REFERENCE 
I LEVEL OF AUIDIIAI I ON 

'- Sequential Batch I PAGE 

-L.aF_l_l_ 

To provide indexes of filings by case category and type on a daily, weekly, monthlr and 
annual basis 

r-----------______________________________________ ~M~DD~U~LE~~t~o~, ______________ =_~ ____ --_________________________ ~ 

I-
I 
I 
I 
I 
I 
I 
L 

tJPtJf;TE C~O.S.S 
JlEF~E..v~ 
h/JsrEIi:, AA.JiJ 
P,fEP-1I(E 

Af.)PIi.KES 

CD 

ALL ()VTPur.s Tt:J eLIiE/n!, Fo;e 

CLERICAL AN./) pueL/c. REFEJ(E,vCE. 

CD Six types of indexes are prepared 
weekly, monthly and annual basis •. 

MDDIILE NARRATIVE 

on a daily, 

An index is prepared four days of the week 
conSisting of daily filings made. Ou the fifth 
day of the week, a cumulative weekly iIi(!p~ is 
prepared of all filings made during the week. 
Similarly, cumulative monthly and annual indexes 
are prepared on the last day of the month, and 
the last day of the year, respectively. 

Individual indexes are prepared by case cate_ 
gory. In addition, adoptions cases are separ_ 
ately listed from other Civil actions in order 
to maintain ,their confidentiality. 

Each index is sectionalized by relationship 
of the party to the action in order to expedite 
location of the desired entry. 

The annual indexes and possibly the monthly 
indexes, should be microfilmed in order to reduce 
space reqUirements and ease handling. 

(!) The Eminent Domain Index is printed with a 
cross-reference to fa.cili tate the identification 
of cases and parties by parcel number. 

UII 
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CIVIL 
MODULE CONCEPTUAL DESIGN 

MODULE IgEHIIF ICU ION I MODULE HAME 

ES- 9-112 

MODULE PURPOSE 

NOTIFICATION OF COURT ACTION 1 LEVEL OF AUIDIATI DH 
Sequential Batch l PAGE 

_ L.aF-iL 

To process domestic relations qu~stionp,aires, to prepare notices to the state, litigants and 
attorneys, and to monitor the prCJ~ress of filings on an exception basis 

CD PR£PAIIE 
CDH PU rEilJZ£I) 

NOTICE'. OF 
f l '. 

MODULE HARRAT I VE 

CD I es the clerk processes a 
In family aw, cas '~e :for the conciliation 

thre7 partdq~~!t~~~~~~ of Vital StatiEtics; 
serv~ce an re separate forms, but they are: 
presently, these ~idation by making the third 
amenable to cons~i nnaire longer than the other 
part of the ques a a accommodate additional , 
two parts in ~rder tt to the conciliation service: 
questions of ~nteres 
only, 

~{~onnaire is forwarded to 
A copy ofth7 queStatistics at the time of 

the Bureau of V~ tal rd of the j.nterlocutory , 
filing and at the awfa rd of final decree (VS243~ 

A report 0 awa db' 
decreell"t J"udgment (VS242) is gen7rate , y calm-a: 
~r nu ~ Y d t the appropr~ate t~me as. , puter and forwarde a 

(':;\ re art monitoring the progress \!J Notices and a P eption baRis is prepared 
of filings on an exc ropria~e times. In addi
by comput(lr at the apPt'fied of their scheduled 
tion, attorneys are no ~ 

and unscheduled cases on the civil active list 
in order to provide feedback to the court of 
cases no longer at issue. 

'., 

j , 



CIVIL 
MODULE CONCEPTUAL DESIGN 

-------~~------------------~illlli~~------~~~--··-r- I LEVEL OF AUTOMAT!ON /PAGE IICDULE I DENT I F I CAT I ON I MODULE HAME 10 11 
ES·10·145 AGING AND PURGING Sequential Batch ~F __ __ 

MODULE PURPOSE f'li s 
d1'sm1'ssal for want of prosecution and to purge 1 ng To identify filings eligible for 

eligible for destruction 

IODUlE FLO' 

r-----
I 

I 

I 
I 
I 

I 
I 
r 
I L __ 

-, 
I 
I 
I 
I 
I 
I 
I 
I 
I 

---I 

IOOULE ~ARRATIVE 

CI) A Purge Control File is maintained of all 
cases disposed of, but not phYSically destroyed, 
by the court, Periodically, the purge control 
date (for example, the date of judgment i~ muni
cipal court civil actions) is updated in the file 

Case numbers are organized in series by case 
category or type. PurgIng is carried out as per
mitted by law only when virtually all cases with
in a series meet the legal purging criteria. 

The few cases in the series that do not meet 

;~~g~~~t:~!aii~~~~ ~~et~:s~u~~:~~n~~~re~i!~.be 
Sixty day notices to the Secretary of State s 
Office are also prepared on the computer as 
required by law. This procedure facilitates 
purging and maintains case number control in 
the case-rile in order to easily distinguish 
between "out of file" and purged folders. 

: 

CD 
Filings eligible for dismissal for want of 

prosecution per sections 581 and 583 C.C.P. are 
also monitored by the Aging and Purging Module. 
Each eligible filing is summarized on the Unpro
secuted Filings List and an individual dismissal 
order is prepared. 

R:. ... 
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CIVIL 
MODULE CONCEPTUAL DESIGN 

_UU IIENliflCATIDN IIUDUlE HAIlE 

ES·1l·321 EXHIBIT CONTROL I 
LEVEL OF AUTOMAT I ON 

Sequential Batch 

10DULE PURPOSE ti f exhibi ts 
To monitor and control the acqusition, inventorying, release and destruc on 0 

received into evidence 

MODULE FlOt 

MODULE HARRAT IVE 

fj'I .' t evidence ~s noted by ~Exhibits rece7ve~e1~r~ers are inventoried 
tries on the m1nu • 

end itored on the reports shown. 
an mon I . b' t 

. . I.' sted by case and eX'l 1 
Each exhiblt 1S t 1 of Exhibits on ~ile. 

number on the Inve~ o~~es a short description of 
This ~eport a;!~e~~~~e to its location, and 
each ltem, ~ f the exhibit's owner. identificatlon 0 

d ~truction or release are 
Exhibits readY,fo~ p~~ge List. Notices are' 

listed on' th~ ~xlll.bi 1e exhibits' owners of 
prepared to 11;form i~ should be noted that nar-
impending actlon. drugs are confiscated by 
cotics and dangerou~, 'S when released by the 
the Bureau 01 Narco lC 
court. 

f h item is recorded final disposition 0 ~ac 
The Exhibit Disposition L!st. on the 
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MODULE IDENTIFICATION 1I00ULE "41£ 

EO-l-034 

MODULE PURPOSE 

CIVIL 
MODULE CONCEPTUAL DESIGN 

INTAKE AND FILE MAINTENANCE 
LEYEL OF AUTOUT I ON 

On-line 
PAGE 

--LJF_l_l_ 

To process initial and subsequent filings submitted to the court by litigants 

MODULE Flor 

MODULE NARRATIYE' j 
Q) All civil documents are filed with the court The clerk may also access the Civil Master Fi~e 
by the litigants. The clerk's role is to for reference to the case setting history. The 
accept any document submitted by the p~rty. In case setting history allows all prior and cur-
some instances, (e.g., defaults) the clerk may tl h review either the contents of the case folder ren y sc eduled appearance dates to be d}.splayed. 

or the Re"gister of Actions subsequent to the CD 
filing of the document in order to verify Case-related documents are ini:::rofilmed 
timing and service requirements. In general, placed in microjackets, and stored in cas~ 
however, the clerk performs a minimal amount number sequence near the counter. This file 
of editing of documents and verification of serves as the Register of Actions and is 
appropriateness of the filing for the sub- referenced, as reauired, to ascertAin r.RRe 
mitting party. status and to answer inquiries. 

o The clerk refers to the on-line video display 
of the Cross Reference File to determine or veri
fy the case number or litigants to a case. 
References may be made by case number, plantiff 
and/or defendants name, and attorneys name. 
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CIVIL 
MODULE CONCEPTUAL DESIGN 

_~LI IIU,.FICATIDII IlOgULE II •• 

EO-I-034 INTAKE AND FILE MAINTENANCE I lEVEL OF AUTDIIATIDII 
On-line 

To process :I.ni tial and subsequent filings submitted ,to the court by Ii tlgants 

IODULE Haft 

2" 
SA 

100ULE IIUUTIVE 

o The clerk collects filing and jury fees 
except when the submitter informs the clerk 
that either the fee has been previously paid 
(e.g., first document fees for defendants) 
or that a pauper's oath and order are on 
file. In these instances, the cIerI;: veri-
fies the case status in the Register of Actions. 
When fees are received, the clerk validates the 
document {minute order in the case of jury fees) 
in the cash register and issues a receipt. The 
payments and audit trail data are then forwarded 
at the end of the day to the Accounting Depart
ment. 

(!)New cases are assigned a case folder and a 
case number. A computer-printed case label is 
attached to the case folder the day after initia
tion. 

prefix code is assigned to each series. 
Typically, a separate series is assigned 
to: 

Adoptions 

Probate and Guardianship 

Mental Health 
Eminent Domain 
Family Law 

Other Civil. 

This procedure provides bAtter case file control 
and facilitates purging. ' 
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CIVIL 
MODULE CONCEPTUAL DESIGN 

_ULI IIlITI'ICATION IOOULE HAII£ 

EO-I-034 

.OOULl .UIPiSE 

INTAKE AND FILE A~INTENANCE 
LEVEL or AUTOU T I eM 

On-line 
.UE 

~f_l_l_ 

To enter sUbmitte'd and court-generated documents in the automated system, to microfilm docu-
Book and Register of Actions, and to file the documents in the ap~ropriate ments for the Judgment 

casA folder 

IOOULE FLOI 

eliSE FILE 

IOOULE MURAT IVE 

(!)AII documents eventually filed in the case fol~ 
der are routed to a Controls Clerk. The clerk 
determines the action needed and distributes . 
the documents as shown. This procedure involves: : 

Reviewing case folders to determine whethe~ 
a clerk's default can be entered per the' 
request, monitoring the appeals procedure, 
verifying the correct collection of fees, 
etc. 
Determining when to detach copies of.sub
mitted or court-generated documents in 
order to route the copies through data 
entry for computer updating; when to pre- " 
pare supplemental input sheets in order 
to capture more concise transactions that 
do not merit the submittal of the full 
document to data entry; and, when to fore-: 
go computer data entry altogether. 

Batching eligible documents and transac
,tions for data entry 
Forwarding of documents to microfilming 

Filing docun'ents and case folders in the 
case file. 

.The copies of the documents, used fqr data entry 
are destroyed. ~ 

(2)All judgments 'are maintained in a microjacket 
,Judgment Book in as-issued seqUence. The judg
ment's location in the microjacket· is noted on the 
document before submittal to Register of Actions 
mi-crofilming. No Minute Order· Book is maintained 
but the minute orders are stor~d in chronologi~al' 
order in the case folder. 

Note that the confidential questionnaires 
requ~red in domestic relations cases and evidence, 
including depositions,are not placed in the 
Register of Actions. 
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---------.~ ____ ==="...,.,..,... __________________________________ -------.,.(~.d'i». __ 
CIVIL 

MODULE CONCEPTUAL DESIGN 

.nULl rUnGSE 

~~~~~~~~-'~~~~----------------------------------------'~LE~Y;EL~OF~AU;T~;;T~1;~~-----------""A;'Er---------"----.IIZ 11I.lIneATlDN 100ULE IlAI[ 

N E On-line ~F_ll_ EO-I-034 INTAKE AND FILE MAINTENA C 

To update the Civil Master File, and to generate operational reports and interface files 

IODULE FLOW 

uPDATe 
CIVIL HItSTER 1&----..., 

'1C 
A 

GENE.I!"IrE 
aPE:AATI"NAL 
REP{J~"'S ANI> 

INTEIIP,A,CE 
!'lLe,';. 

PILEi 

IODUL£ MURAT lYE 

fa' : 
~ Tho automated system maintains cases on a Civii 
Master File. Data is entered at filing and dis- : 
position time, and at intermediate and subsequent: 
points in time as required for calendaring, finan~ 
cial accounting, exhibit control, and statistical: 
purposes. Since no automated case summary or . 
Register of Actions is maintained by the auto
mated system, the nature of the entered trans
actions can be more concise and somewhat less 
voluminous. 

CD Interface files are generated for the fol-
lowing purposes: 

Calendar Interface File - to inform the 
calendar modules of settings made at the 
counter, of cases becoming at issue, and 
of changes to the status of cases affect
ing previously made settings 

Cross Reference Transaction File - to 

generate the various daily and cumUlative 
indexes by case category or type 

Notifications Interface and File _ to 
generate notifications of court actions 
on a timely basis 

Account;ing Inter:Eace Fil.e _ to inform the 
Accounting ~~dules of account setups, 
payments, adJUstments and miscellaneous 
financial transactions. 

""" 
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CIVIL 
MODULE CONCEPTUAL DESIGN 

loaliLt IDlNTIFICATION IIOOULl NIlE 

EO-I-034 INTAKE AND. FILE MAINTENANCE 

MODULt PURPOSE 

_1 LnlL IF AITIIAT I
On-line 
. ~. ~ 

To prepare record on appeal and reporter'13 transcript for cases appealed from the lower court 
to the superior court. 

MODUL[ FLOW 

NO 

IOCULE MUUT IVE 

C@>The appellant initiates the appeals p~~cessf 
jn the lowe; c~~r!e~~ ~!~ef~!i~ge~~e~ ~~ t~: 0 

Appeal. T~eA~ti~~S to determine whether an 
Register °t the statutory time limitations. 
appeal meeis most criminal matters and thirty (Ten days n 
days in civil matters.) 

® of the Notice of 11 The clerk mailS a copy A' I if one is 
I d Notice of Cross ppea 

Appea ,an h ty other than the appellant filed, to eac par 
or cross_appellant. 

~The clerk's transcript is p~:~a~:~ei~~n~~:ns-
fer to the superior court per cost estimate for 

t The clerk obtains a 
rthe~u~:p~rter's transcript and orders its prepar-

tion u on the request of the parties and the 
a t" gPof the required fees. pos 1n 

® appeal has been completed 13 When the record on 

in accordance with the Rules of Court, it is 
transferred to the superior court. 
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CIVIL 
MODULE CONCEPTUAL DESIGN 

/

_UI.I IDrN"'ICUIDil I MDULI NA. 

EO-l-034 _1 INTAKE AND FILE MAINTENANCE 
UDUL~ 'UR'OIl 1 lnILIP -"~" 

On-u.na. 
(,.." 

To pr6p~re ~emittitur, and to distribute opinions 
appeal (or dismissal) in the superior court. and ~ase'rocorda subsequent to tho he.ring on 

MULf IlAUUIV4 

CBDThe appellate department receives the record 
on appeal from the lower court. A no~ case 
folder is established along with the Jrrespond_ 
ing Register of Actions and indexes. 

® The hearing on appeal is set within thirty 
days of receipt of the record on ~ppeal, and 
after proper noticing of the parties. 

The appellant tiles his opening brief within 
fifteen days of the filing of the record on 
appeal. The respondent files his brief ten days 
thereafter, followed by the appellant's reply 
five days after the, filing of the respondent's 
brief. The original briefs are filed with the 
court along with proof of service of copies to 
each adverse party. 

® The court hears the appeal and takes the case 
under submission. Upon judGment, the Remittitur 
is completed from the minutes prepared by the 

courtroom clerk. It ,is returned with the 
documents originally filed on appe~l to the 
trial court. A copy of the Remittitur is also 
forwarded to each party along with the written 
opinions if they are prepared. The clerk for
wards two copies of ~~~h written opinion to the 
Reporter of DeCisions and one copy to the District Court of Appeal. 

All documents'gener~ted while the case is on 
appeal in the SUperior court are retained by the 
court in an appellate department-maintained case folder. 

!t-i{ ~ 
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CIVIL 
MODULE CONCEPTUAL DESIGN 

IODUL~ NA. 
PAU 

HOULE IDINT If ICAlION 
EO·7·063 RECORD OF PROCEEDINGS AND JUDICAL SUPPORT 

LEVEL OF AUTD.AlIOH 

On-line 
10DULI 'UR'DS( 

To prepare 
orders and 

minu,te orders and formal for court session and to record court proceedings on 
\ 

judgments 

MODULE FLOI 

Sl!C'I"L. r()~I1S 

.JIJIIY INSTIIUC-I----------po-

'.lUW"'v~~blm 
• E.TC. 

MODULI MARRAT lYE 

10 f\\ ir scheduled appearance, : ~ Till! day prior to th~lled from the case file ~ 
The courtroom clerk prepares formal c~urt 

11 tigants' cases are i ted calendar as re ference. : 
using the computer-pr n s ecial forms, such as : 
Should the judge req~estti~ns and verdict forms, : 
alternative )ury i~s t~~C required forms from 'the l 
the clerk w111 pu d uments along with the : 

entory. These oc i d minute QrderS, : ~~~responding compui~~-~~~~ledepartments no later~ 
distributed 'to . 

are . h following morning. : than t e : 

CD recorded on a multi-part: 2 Court proceddings are heading data : order form whose 
checkoff minU~ey the computer. 
is completed 

f1\ t session the court-\!; subsequent to theth~O~~propriate'party to post 
c1tl'-'k di,t<eets d The payment is room ~ the next ay. eipt is jury fees for . ute order, and a ree 

recorded on the m~~er. 
issued by the cas 

and )'ud'ments as required. To th
der order.H . n of the minute or 

extent possible, a cop~ The minute order is 
serves as the court ~rde~'rm It is filed in 
not typed.inio finis c: inOth~ case folder in 
chronolog1c~ seqtue~he need for a separate order to e11mina e 
minute book. 

~~.-. 
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IOOUU: IDENT IFICATlON IIlGDaLE Ill. 

EO·S·092 
10DULE PURPOSE 

CIVIL 
MODUL~ CONCEPTUAL DESIGN 

CROSS RF.'FERENCE I 
LEVU OF AUTOIlATION 

On-line 
/

PUE. 

-LnF_l_l_ 

To provide indexes of filings by case category and type on a daily, weekly, monthly ana 
annual basis 

------------------------------------------------------------------------__ -J 

NOTE: 

_OOULE FLOI 

UPDATE CRtl5S 
REFERENCE 

!'ILE. AND 
PRODUCt! 

ANNUAL INDlxr5 

r~iML)1 
L:~ 

Al.l. OUTPUTS ;0 (,lERk.. 

rL)R CLEi<IC'lL AND PUt5L'C 
~EI'ERENC~. 

H 
lit 

r;IJf 
:l; 
fi 
" ii: 

IOOULE N~RRA T IVE 

CD 
The Cross Reference File is updated on a daily: 

basis by the Ci ;·il Index File. Access to' the file 
is provj,ded for on case :;umber, plantiffs andlor : 
defendants names, and attorneys names. 

Adoption indexes are produced separately to 
maintain tneir confidentiality. An index is 
prepared from days of the week which lists the 
daily filings. The daily filings are summarized 
in weekly and monthly indexes. 

I 
Ii 
i: 
,~ The annual indexes lIre maintained Oll micro-

,1\1 i1 ill l' m. 

ii;1 Records are mainta1ned on the Cross Reference 
i'!j File until the case file is purged. L}l 

HI' CD The Eminent Domain Index is provided with a 
~ il i • cross-reference to facilitate the identificat:LOn 

. 'll! L of cases and parties by parcel m,mL-er .• 
" I~ 

~.~~ lY; 
~ _... '~~-,:;;;:;,,:::;r~~~~;:, ... t~.;::r:.::~-~'-:~ .... ,: "'::';'"f>"~. =*- =------~------...:..-----~~ ______ _ 

= 

"="""J .. 

':'!':':.J----

• 

--_._--------===========.,--. 

CIVIL 
MODULE CONCEPTUAL DESIGN 

_UU: 10ENTIFICATIDN IIODULE NAN! 

EO-9·122 NOTIFICATION OF COURT ACTION 

" "I~LE '~"OS! I HVEL OF AUTOMAT I ON 

On-line I'A;E 

....L.oF_ll_ 

I 
To process domestic relationH questionnaires, to prepare notices to the state, litigants and 
attorneys, and to monitor the progress of filings on nn exception basis 

NO 

MODULE FLO' 

• HU!i/Nry Has)J.1~ 
OOt:.l)HeAJD 

.NO FINAL fUCI.££S 

• ;/t'tJlfAL HtAlrw 
• /JOCTaA.S /iEPo~r oue 
• /'I"tJlit, sr...,711. 
• DlI,4I1LT e.MCtP1'IIJ'JJ 

MOD tiLE If;IUU IVE 

o PREPARE. 
COHPVTE-fIL£D 
NonUs. OF 

Nt1TIC£S T.D 
P/tItTICS rill AcrID 
·CONSE~". TElfl-4 

..... ~OIJAJrJA.J6 
.£NU'f OF ,JuP.SNT. 
·PE: FIAJDIAJIi.'S 
.PJ:fT.fII1L cDAJf!. 

• .f'1:tk"rCD'" 
'I.~TIDfIJ 

(J)In family law cases, the cierk processes a 
three part questionnaire for the cordl~ation 
service and the Bure~u of Vital Statist1cS. 
Presently, these are separate fo:ms, but they are 

and ullHchedllled cases en the civil active list 
in order to provide feedback to the court of 
cases IlC\ longer at issue. 

nable to consolidation by mllk1ng the third, 
W:~t of the questionnaire longer than,t~e.other 
~wo arts in order to accommodate add1~J.o". 1 

Pi of interest to the cOllciliatJ.on service quest ons 
only. 

of the questionnaire is forwnrdedotfo 
theAB~~~~" of Vital Statistics at the time 
filing and at the award of the interlocutory 

A repurt of award of final decree (YS243 
de.cre~iity judgment (VS'H2l is generated. by com-
01 nu d forwarded at the appropriate tJ.me also. puter an 

(!)Notices anr. a report monitoring the progress 
f f<lings on an exception basis is prepared . 
o. t the appropriate times. In addJ.
by computer a are notified of their scheduled 
tion, attorneys 

'-,.~ 
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CIVIL 
MODULE CONCEPTUAL DESIGN 

.... u IIEHIIFICAlION IIODULE HllE 

EO-10-155 AGING AND PURGING I LEYEL OF IUIOIlATlO" 

On-line 

MODULE pu.,n£ want of prosecution a'nd to purge filings To identify filings eligible for dismissal for 

eligible for destruction 

MODULE FUll 

JJISIlI/5SI'IL 
tJ,{'/}€.RS 

UVPRPSECLI. 
RUNGS liST 

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

---I 

DOOUL£ IURUI lYE 

(I) A PUrge Control File is maintained of all 
cases d~aposed of, but not physically destroyed, 
by the court. Periodically, the purge control : 
d~te (for example, the date of judgment in muni- : 
(:ipal court civil actions) is updated in the file~ 

Case numbers are organized in series by case : 
cl1.tegory or typo, Purging is carried out as per-; 
mitted by law only when virtually all cases with~: 
in a series meet the legal purging criteria. 1 

The few cases in the series that do not meet 
the criteria, plus the case number ranges to be 
purged al~ listed on the Pu=ge Control List. 
Sixty day notices to the Secretary of State's 
Office are also prepared on the computer as 
required by law. This procedure facilitates 
pUl'ging and maintains case number control in 
the case-nle in order to easily distingu'<;h 
between "out of file" and purged folders, 

(3) Filings eligible for dismissal for want of 
prosecution per sections 581 and 583 C.C.P. are 
also monitored by the Aging and Purging Module. 
Each eligible filing is summarized on the Unpro
secuted Filings List and an i~dividual dismissal 
order is prepared. 

~--, ....... 

MOOUL£ lD£HIIFICAlION IDDUL£ "AIlE 

EO-1l-331 

CIVIL 
MODULE CONCEPTUAL DESIGN 

EXHIBIT CONTROL 
LEYEL OF AUIOIIA I I ON 

On-line 

MDDUL£ ruapos£ release and des.truction of exhibits 
To monitor and control the acqusition, inventorying, 

received into evidence 

MODULE FLOI 

MODULE HARRAl I YE 

f.\ L 'i -lul1(,u as 1101 uel by 
~~:xhlbj LS rl!"e~vU(ll jllr~e~~ 'are inventoried 

'. the mInu () 0 • , 
el1trIeH,on the reports shown. 
and monItored on . t d by case and exhibit 

Each exhibit is lIS e f Exhibits on File, 
number on the Invento:~e~ a short description of 
This report also provl t 'ts'location, and 

. reference 0 1 
each 1 tern, ~ f tile exhibit's owner. 
identifica tlon o· t' on or release are 

E~hll>i ts ready for desleruLcI,lst Notices are 
.> • 1 • lit Pur" . 

Ii,., ted 011 th~ Ex 11 'the ()Xhi hi" ts' owners of . 
prepared to 11~Jorm 1l I4hould be not~d that nar-
impending actIon. d ~s are conJlscated by 
cot ies and dan~~1:~u~iC~u when released by the 
the Bureau of Narco 

court, i tion of each item is 
The Efi.v~~~i~i~i~~osition List, 

on the .> 
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FLOWCHARTS FOR 

MANUAL LEVEL OF AUTOMATION 
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SMALL CLAIMS 
MODULE CONCEPTUAL DESIGN 

.IU IDENTIFICATION IIODULE IlAIE . 

FM-l-Ol5 INTAKE AND FILE MAINTENANCE I LlYlL If 'IT.m. 
Manual 

IlUUULE 'UIPOSE 
l'AK-.LaF, 10 

To prepare the initiation of a small claims case and determine the basis of the action 

•• ULE IIlIIAT lYE 

G) The plaintiff prepares a two-part Plaintiff' s 
Statement. 1.ncluded as a part of the Statement 
is a Declaration of Non-Kilitary Service and a 
Request for Dismissal which the plaintiff can 
file at any time during the proceedings. 

(!)A trial date is immediately assigneg to the 
plaintiff and is recorded on the plaintiff's 
statement. 

(!)If the plaintiff is able to pay. the required 
fees are collected and a receipt is prepared. 

(!)If the plai~tiff is not able to pay, a Declara
tion and Order to Proceed without Costs is pre
pared and submitted to a judge for approval. 

J 
j 
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SMALL CLAIMS 
MODULE CONCEPTUAL DESIGN 

lOOUL£ ID£NIIFICUIDN /IIODUL£ U_ 

FM-l-Ol5 INTAKE AND FILE MAINTENANCE 
.ODUL£ PURPDS£ 

I 
LUlL Of AUT_TI. 

Manual 

To prepare the complaint and determine the service method for the Declaration and Order 

IODUL£ FLOI 

~USing information from the Plaintiff's Stat€
ment, the clerk prepares a multipart complaint 
form. The collection of any filing fees and 
assignment of a trial date is indicated on 
the docket copy. 

The front of the docket page contains the 
original Declaration ,and Order and an affidavit 
of mailing if mail service is chosen by the 
plaintiff. The back of the docket contains space 
for recording court proceedings. The most common 
court actions are recorded by check off entries 
when possible. 

(!)The clerk detaches one copy of 
and Order and determines the type 
be n',ade. 

the Declaration 
of service to 

SMALL CLA HIS 
MODULE CONCEPTUAL DESIGN 

.DDUL£ ID£"TIFICUloN IIIODUL£ HAII£ 

FM-l-Ol5 INTAKE AND FILE MAINTENANCE 
.DOUL£ PURPDS£ I 

L£Y£L OF AUTOIUION 

Manual IPAG£ 

-2...0F~ 

To determine the actions which should be taken 011 all filings subsequent to the original 
complaint. 

IODUL£ FLOI 

CASE. FILE. 

@ 

(j) Documents su'osequent to case initiation are 
submitted for filing by either party to the 
action, and may be submitted in person or through 
the mail. 

(!)If the appearance date is known, the clerk can 
determine the relative location of , the case 
material. If the appearance date kS not known, 
the index file is referen~ed and the appearance 
date determined from the kndex. 

C!)If the appearance date has passed, the 
material is retrieved from the case file; 
wise, it is retrieved from the appearance 

case 
other
file. 

@o . d filing fees are collected and 
ReqUtk~e The docket is updated and any required 

receip e . f the typical forms the forms are prepared. Some 0 
clerk could'prepare include: 

I"rits 
Appeals 
Motions 

APPI£IIRANCE. PIl-£ 

Claim of Defendant 

Abstracts of Judgment 

/IVP/Ex Fll-E. 

INDEX FlU 

Orders (examination, vacating judgment, 
etc. ) 
Bench Warrants 



i 
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lOOUU IDENTiFICATION MODULE NAiE 

FM-I-OI5 

MODULE PURPOSE 

SMALL CLAIMS 
MODULE CONCEPTUAL CcSIGN 

INTAKE AND FILE MAINTENANCE 

Lryn OF AUTOIlAT I ON 

Manull,l 
PAGE 

~F~ 

11 filings subsequent to the original To determine the action which should be taken on a 
complaint. 

MODULE FLOW 

~ y 

NO 

AFPEAL 
~------------~ 

MODULE HARRAT lYE 
o 

CIT)whenever a new appearance date is set or a 
notification of a filing ic required, the case 
docket is updated and the necessary forms are 
pI'epared. Appeals, continuances, orders of exam
ination, and notices of non-service are included 
in this category. 

® If the court is requested to perform service 
by certified mail, the required fee is collected, 
the forms are prepared and mailed, and an affida_ 
vit of mailing is prepared. 

~If personal service is requested, the service 
copy is given to the filing party. 

~When an appeal or claim of defendant for more 
than $500 is filed, the proper fees are collected 
and forms are prepared to effect the transfer. 

Filing fees for appeals and either an under-

taking on appeal or cash payment are collected and 
later transferred to the superior court. 

/ 

--



HOUU IDENT IFICATION 

FM-I-OI5 
MQOULE PURPOSE 

IODULE NUE 

SMALL CLAIMS' 
MODULE CONCEPTUAL DESIGN 

INTAKE AND FILE MAINTENANCE 
LEVEL OF .lUTOIIoIT I ON 

Mailual 

To route the ca~e material to data entry 

APPE.ARANc.e; 
FII...6. 

MODULE FLOI 

CAsE. FILE 

MODULE NARRATIVE 

~ All new filings are attached to the other case 
material and docket. The index card is removed 
from the packet and filed in alphabetical order 
in the index file. 

If an appearance date is scheduled, the case 
material is filed by appearance date in the 
appearance file. ~, 

statistical information is maintained by 
updating the tally sheet prior to tre filing or 
refiling of the case material. 

l 
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f1MALL CLAIMS 
MODULE CONCEPTUAL DES IGN 

FM-6-044 

MOlIUU IDENTIFICATION 

I 
MODULE HUE . I LEVEL OF AUTOIlAT I ON 

RECORD OF PROCEEDINGS AND JUDICIAL SUPPORT Manual 
MODULE ?URPOSE 

To record all courtroom related activities 

APPEARANCE FILE 

V 
CASE: FIi.Ei 

CASE FILE 

CI)All cases due to appear on a given 
pul ... ::!d from the appearance file., 

MDOULE FLOI 

day are 

0The case material is forwarded to the court
r~om clerk. The remaining copy of the Declara
t:on and Orde~ is detached from the docket ane 
g1ven to the Judge for reference during trial. 

All proceedings are recorded on the docket 
Check off entries minimize the effort required 
to record the proceedings. 

~f a continuance is granted, the proper 
not1ces.are prepared, a new date is assigned, 
docket 1S updated, and the case is rofiled . 
appearance file, 1n 

the 
the 

G) If the case 
card is placed 
is refiled. 

is taken under submission an out 
in the case file until th~ case 

• 

. SMALL CLAIMS 
MODULE CONCEPTUAL DESIGN 

MIIUU IDENTIFICATION III00ULE HOE 

FM-7-103 NOTIFICATIONS OF COURT ACTIONS I 
LEVEL Of AUTOIIUION 

Manual 
IIDULE PURPOSE 

To notify the parties to the action of court imposed judgments 

MODULE FLOI 

MDDULE HARRAT I VE 

\ 

PAGE 

--2..BF~ 
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lOOUU IDE~T IFICATlDN IIOCULE -HAlE 

FM··8-l36 
IODULE PURPOSE 

SMALL CLAIMS 
MODULE CONCEPTUAL DESIGN 

AGING AND PURGING I 
LEVEL OF AUTDIlTIDN 

Manual I 
PAGE 

~F~ 

To purge cases from the Case File that have passed the legally required period' for file 
maintenance 

MODULE FLOW 

CD 

CD 

MODULE NARRAT I VE 

CDon an nnnual basis, all cases bearing numbers 
which are older than the statutorily prescribed 
retention time period, are pulled from the case 
file for purging. The purge cycle will provide 
for the statutory requirements plus an additional 
foul' month period to allow for the possibility of 
nppeal. 

CD The dockets and relnted documents from purged 
cases are pulled and microfilmed. The micro
filmed copy is then filed in a permanently main
tained historical file in case number sequence. 
All hard-copy case-related documents are 
destroyed. 

V 
,-'ASc ,c1l...E 

CASe FILE 

.1/'':;' .. ,..{ ........ . 

-=,AS£ Fll..c. 

• 

I 
I 

IIODUU IDEHTIFICATION ,MODULE HAIlE 

FM-8-l36 
MODULE PURPOSE 

SMALL CLAIMS 
MODULE CONCEPTUAL DESIGN 

AGING AND PURGING I LEVEL OF AUTOIAT I OH 

Manual I 
PAGE 

.JLJF --1.Q.. 

To remove index ~ards from the Index File and prepare a microfilm permanent copy. 

10DULE FLOI 

CD 

o Once each year, all index cards at least one 
Jd are removed from the Index File and 

Y7ar 
°f:l d The microfilmed index is mainta ined 

m~cro ~ me . , d d 
as the Permanent Index File. The ~n ex car s are 
discarded. 

HI570lUOlL 
INOE.lr FILE 

Nit"" ~ 
I-'I/:)c)( F/L.E 

INDeX FILE 
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IOOULE IDENTifiCATION 'IOOULE HAlE 

FM-IO-072 

10DULE PUlrDSE 

SMALL CLAIMS 
MODULE CONCEPTUAL DESIGN 

CROSS REFERENCE I 
LEV£L Of AUTDIAT I ON 

Manual I PAGE 

_...lil.Df --1D-

To provide an alphabetical index to the case number which will assist in locating 
case-related information 

-. 
CI)All index cards are filed in a tray type file 
~n alphabetical order. Information on the card 
1ncludes the defendant's name 
filing date, and case type. ' case number, 

UOOULE FLOI 

/NDE.K FILE 

FLOWCHARTS FOR 

~EQUENTIAL BATCH LEVEL OF AUTOMATION 

• •••• 

,.,. 
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IIGIIULr IOINllflCATIOM 

FS-l-025 
IOOULI rUAPOSE 

100ULI HAil( 

SMALL CLAIMS 
MODULE CONCEPTUAL. DESIGN 

INTAKE AND FILE MAINTENANCE 

LUEL Of AUIDIIAIIOM PAG( 

SEQUENTIAL BATCH _.L..IIf -J1L 

To prepare the initiation f o a small claims case and determine" the bisis of the action 

c=--------------------~--------------" -------IOOULE FLO' 

IOOULI MAlUI lYE 

CDThe plaintiff prepares a two-part Plaintiff's 
Statement. Included as a part of the s~tement 
is a Declaration of Non-Military Service and a 
Dismissal which the Plaintiff can file at any 
time during the proceedings. 

o A trial date is immediately assigned to the 
plaintiff from available dates listed in the 
diary. The case number is entered onto the page 
in the diary corresponding to the selected date. 

(!)If the plaintiff is able to pay the filing 
fees, the required fees are collected and 
rec~'.i.pts prepared. 

CI)If the plaintiff is not able to pay, a Declara
tion and Order to Proceed without Costs is pre
pared and submitted to a judge for approval 

CD 
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•• u; II£NllrrCATnM /.,OULC MAIlE 

SMALL CLAIMS 
MODULE COHCEPTUAl DESIGH 

FS-I-025 INTAKE AND FILE MAINTENANCE 
IOUGLE PUIPosr r 

LEYEl OF AUTDIlATlIN 

SEQUENTIAL BATCH 

To prepare the complaint and determine the service method for the Declaration 0and Order 

100ULE HOI 

rIVE 
PAil, 

,~~~~~_, POR~ 

o Using informa tion from the Plaintiff's St t 
ment, the clerk prepal'es a multipart com 1 a e
form. The collection of any filing fe Paint 
assignment of a trial date would be in~~c:~dd the docket copy. e on 

MODULE IlAR~~T lYE 

~~e front of the docket a 
o~iginal Declaration and or~e~ea~~n!~i~;f;~e it 
o mailing if mail service is chosen by theav 
plaintiff. The back of the docke . 
for recording court proceedings tT~ontains Space 
court actions and fees have pre;rint:dmos~ ~ommon 
and are indicated by entering the d t en r es 
action. a e of that 

(!)one COpy of the Declaration and Order . 
detached for service purposes and the t ~a 
service is determine~. All case materi~iei~f 
attached to the mUlt~pant form and fil d b 
date of appe~~ance. e Y the 

10 
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• 
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SMALL CLAIMS 
MODULE CONCEPTUAL DESIGN 

_WlI IDUTIFICATIOM 1100UlE HAME 

FS-I-025 I 
"lUll PUIPOI( 

INTAKE AND FILE MAINTENANCE I LEnt OF AUTOIlATIDII 

SEQUENTIAL BATCH 

To determine the net Ions whieh should be tnken on nIl I'1lings subsequent to the original 
complaint • 

~,OOUU FLOI 

'v C .... SE FU .. e 

Q) Documents 
submitted by 
be submitted 

® 

subsequent to case initiation are 
either party to the action, and may 
in person or through the mail. 

fi\ date is known, the cle~k can ~If the appearanc~on of the case material. If 
determine the locat~.s not known, the Index File 
the appearan~e d~~: ~ppearance date and case 
is refere~ce. determined by the Index. location l.S then 

f9\ ance date has passed, the 
\:lIf the appearieved from the Cnse File; 
rna terial is rettr. ed from the appearance 
~ise, it is re r1ev 

case 
other
file. 

® . fee~ are collected and 
10 Required !il1ng et is updated and any required 
receipted. Ihe dOd ck S c of the typical forms the repare. am forllls are P include: clerk could prepare 

I"rits 
Appeals 
Motions 

riLE 

"'P~EAI1AAK:~ FILE 

Claim of Defendant 
Abstracts of Judgment 

INC'E)( FILE 

Orders (examination, vacating judgment, 
etc.) 
Bench Warrants 
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SMALL CLAIMS 
MODULE CONCEPTUAL DESIGN 

.11.( IIUTIflUTION 

FS-I-025 INTAKE AND FILE MAINTENANCE 

LEVEL OF AUTO'AT I ON 

SEQUENTIAL BATCH 

rUE 

I .. ULE rUlrOIE iiI 
filings subsequent to the or g na To determine the actioll which should, be taken on all 

complaint. 

IODULE FLOI 

~Whenever a new appearance date is set, or a 
notification of a filing is reqUired, the docket 
is updated and the necessary forms are prepared. 
Appeals, Continuances, Orders of Examination, and 
Notices of Non-service are included in this cate
gory 

® If th(l court is requested to perform service 
by certified mail the required fee is collected, 
the forms are prepared and mailed, and an affi
davit of mailing is completed by the clerk. 

~If personal service is requested. the service 
copy of the Delcaration and Order is given to the 
fili,1g party. 

CH)when an appeal or claim of defendant for more 
than $500 is filed, the proper fees are collected 
and forms prepared to effect the transfer of this 
case to the Civil Case category, 

Filing fees for appeals and Undertakings on 
Appeal or cash payments are collected and later 
transferred to the Superior Court. Cash payments 
are held in a trust account. Undertakings are 
processed in the same manner as a bail bond. 
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SMALL CLA'rMS 
MODULE CONCEPTUAL OESIGN 

I!tIIUU IDENTIFICATlDN jlOOULE IIA. . 
FS-l-025 INTAKE AND FILE MAINTENANCE 

IGDUL£ PUIPDSE 

To route tho case material to data entry 

I LEVEL IF AUTMTliIW 
Sequential tatch 

r-------------------_____________________________________ " ___________________ , 
IOUULE FLO. 

.~ 

N4 

IODULE NUIATIVE 

® All new filings are attached to the other 
d ts and docket. If an appear-

case-~e~at~~ c~~~::~ or post-adjudication filings 
ance a ease material is forwarded to 
are sUbmitt~d, i~: ~ollection of statistical 
data entry or he u dating of the Index. The 
informa~:pni~alndi~tthenPrefiled in the Appearance case ma.".r ,,~.. -
File by the new date of appoarance, 

® 
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_UL[ IOEMTIFICATH)tt /_OUL,E rlAlIE I LEVEL DF AUTDllATlilil IPADE 

FS-l-025 INTAKE AND FILE MAINTENANCE Sequential Batch ..JL..oFJL 

----------------------~-------------~------~ 100UI,f 'UKrO$[ 

To record in some machine readable form all case information necessary to produce the indexes 
and statistics 

IOOULE FLOI 

® 
N() 

(!/IS€. FILE. 

'------------______ UQDULE NARRATIVE r "",_'_~-=-~~ ________________ ~ 
® All filing, disposition, and appearance infor-
mation is coded and entered onto a transaction 
file for ~he production of statistics and the 
updating of the indexes. 

®If an appearance date is pending, the case is 
filed by date of appearance in the Appearance 
File. All remaining cases are filed in the Case 
File by case number. 

Case documents and the docket are securely 
attached and are filed in case folders in groups 
of ten. 

~---==--

)-

I 
l~ 

·T 
L 

SMALL CLAIMS 
MOOULE CONCEPTUAL DESIGN 

_ru llmlFICATI.. IIODULE NAilf • 1 LEVEL OF AUTOIIATlOII 

FS-7-054 RECORD OF PROCEEDINGS AND JUDICIAL SUPPORT SEQUENTIAL BATCH 
.. ~uu 'III'OSE 

To rocord all courtroom related nativities 

IODULE FLO'I 

APPeARANCE FILE. 

APP,fAI?ANCE. FILE 

CASE FilE 

CASE FI .. £!, 

(DAll 
pulled 

cases due to appear dn a given day are 
from the Appearance File. 

(;\2 I i f rded to the Court-~The case materia s or~a 
room Clerk where the remain1ng copy of the 
Declaration and Order is detached from the docket 
and given to the Judge for reference during 
trial. 

All Proceedings are recorded on the docket; 
i . ize the effort required preprinted entries m n1m 

to record the ~roceedings. 
If a continuance is grante~, 

ces are prepared, a new date 1S 
docket is updated, and the case 
the Appearance File. 

the proper noti
assigned, the 
is refiled in 

(!)If the case is taken under submission, an out 
card is placed in the Case File until the case 
is refiled. 

NO 

I PUE 

l .lJf--1!L 



SMALL CLAIMS 

MODULE CONCEPTUAL DESIG" 
_11.1 lIOO",CA1/111 j_Ulf 114_ 

FS-8-082 

IOIUL£ PUlP'S[ 

CROSS REFERENCE 1 LOlL IW AIf_TIIII 

Sequential Batch 

To prodUce a defendants index which will aid the clerk to locate a case file 

IIOOUlE I14IUTlYE 

(!)The Cross Reference Transaction File Updates 
the Cross Reference Master File. A Daily Defen
dant Index is prepared listing the defendants' 
names in all filings received the previous day. 
An index entry is made for the d';ll'endant' s names 
and for any "DBA" names. 

Each l..ndex. entry contains tho statutorily 
required data and thu date of tho next scheduled 
court appearance. Changes to this date ~asult 
in the reprinting of the corresponding index 
entries on the subsequent daily printout. The 
Daily Del'endant Index is printed the first four 
days of the week. A cumulative weekly Defentlant 
Index is printed on the fifth day', comprising the 
previous four daily indexes and all new filings 
for the fifth day. A cumUlative index is also 
printed monthly and on an annual baSis in a 
similar manner. 
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SMALL CLAIMS 
MODULE CONCEPTUAL DESIGN 

_VU II(RTlrJCATION l-DULI NAIIt: 

FS-9-ll3 NOTIFICATIONS OF COURT ACTIONS 
100ULI PUIPOI[ l

lfYEL or AUTOUT I ON 

SEQUENTIAL BATCH 

To notify the parties to the actiol1 of court imposed judgments 

.OOULE FLOW 

NODULE HARRAT lYE 

(i) Wh n a judgment is rendered, the copies of the 
e f Judgment are completed and 

Notice of Entryho d ket The copy~f the notice 
detachedt~rO~u~~en~ccreditor includes a Satis
sent to e J . A knowledgment as a part of 
faction of JUdgm~~! '~dgment is satisfied, the 
the form., When be ~ompleted and returned to· the Satisfact10n can 
court. 

the docket when the Notices 
The clerk updates Satisfaction is teturned. are mailed and when the 



SMALL CLAIMS 

MODULE CONCEPTUAL DESIGN 

.IU 'InllnUT'''' I_ULl "-

FS-lO-146 
.HULl 'UIr"£ 

AGING AND PURGING I L£VlL OF AUTOIIAT'IIH 

SEQUENTIAL BATCH 

To purge cases from the Case File that have passed the legally required period for file 

maintenance 

IOnULl FLOW 

MDDUL£ NURATlV£ 

CI)on an annual basis, all case files bearing 
case numbers at least ten years and four months 
old, arc pulled from the case file for purging 
This purge cycle provides for the statutory • 
requiremants including an additional four month 
period to allow for the possibility of appeal. 

(!)The dockets from cash purged case is pulled 
and microfilmed. The microfilmed copy is then 
filed in permanently maintained historical file 
in case number sequence. All of the other case 
documents are discarded. 

IIISTo~/CAL 
aASE FILE 

CASE ,rILlE Voa-
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APPENDIX H 

CALENDARING MODULES 
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FLOWCHARTS FOR 

MANUAL LEVEL OF AUTOMATION 
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CALENDARING 
MODULE CONCEPTUAL DESIGN 

.,ULE IDENTIFICATION ./IODULE NAItI 
HIl-l-40l 

rODULE PURPOSE '. 

APPEARANCE SCHEDULING 

To schedule court a'ppearances by a calendllr clerk . .~ 

lOCULI 'LOI 

IODULf II.IIUT lYE 

(!) Generally, the calendar clerk schedules long 
cause actions and hearings related t.o long causes.: 
Typically, the calendar clerk scbedules tbe fol- : 
lowing types of bearings; , 

Civil jury trials 
Civil court 
Contested probate and fnmily law bearings 
Mental bealtb bearings 
Civil pretrial, setting, and settlement 

conferences 

At-issue civil cases are selected from tbe civil 
active list as court resources are available and 
a tentative trial date is set. Tbis date is in 
enougb advance to permit pretrial, setting, and 1 
settlement conferences to be beld according to : 
court rules. Dates for conference.s are determined: 
from tbe tentative trial date wbicb is confirmed : 
during pretrial conferences. Court resources are: 
over scbeduled to account for the degree of dis- : 
position before trial as determined from statis-

tical data. 

Dates for appeals are normally set for tbe next 
convening of tbe appeals court permitting adequate 
time for tbe preparation of briefs and transcripts. 

CD Trial dates set for cases are noted on' tbe cal
endar card for eacb case. Tbe calendar cards are 
tben batcbed 10r the preparation of appearance 
notices. 

-, 
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CALENDARING 
MODULE CtiNCEPTUAL DESIGN 

.llI 1111"'''"''. ,"ML( Ill. 
• HM-1-401 

IG.UU "III'"' 
'APPEARANCE SCHEDULING I LIYIL ., an .. ". 

Manual I"" --=:2J,--1L-

To schedule court ap'pcJrances at the time of filing of case related documents by counter clerk 

lOaULI 'LDI 

~' 

UIUU 1ll •• UIVE 

~C6urt appearances required for the hearing of 
motions, defaults, and other sho~t duration hear
ings are scheduled upon filing in the court. The 
olerk utilizes a daily diary to note the case num-: 
bors for each hearing. The date set is normally : 
the next available date which permits time for , 
service to the adverse litigant and which does not: 
cause the case load to exceed maximum guidelines. : 
The types of hearings scheduled by the counter 
clerk include: 

Civil law and motions 
Defaults 
Orders to show cuase 
Small Claims 
Uncontested probate 
Uncontested family law. 

• Appeals 
(!)Each filing updated with the date of appear
ance is certified and recorded by the clerk. 

Copies are given to the filing party for sl9rvices 
upon the adverse litigants as required by law. 
The original filing is retained in the case file 
and serves as the data source to update thl3 case 
history file maintained by the case following 
modules. Subsequent to the case following master 
file update, dates set at the counter are· passed 
to calendaring via the calendar interface records. 
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CALENDARING 
MODULE CONCEPTUAL DESIGN 

IODULE NAlI[ 
LOlL IF au, .. TI eM 

Manual IItIIIULE IDENTIFICATION 

HM-1-401 

MDDULE PURPOSE 

APPEARANCE SCHEDULING AND 
NOTIFICATION OF COURT APPEARANCE 

To schedule subsequent 

t appearance, ~nd 
court appe~rances in court at the time of the pres

en 

in addition, to notify parties of appearance date 

QlllI'NMRIMJ 
f'I£I'MIlfIt'Nr:::(£/ 

IODULE FLD'I 

: 
IDDULE NAIUTIVE 

with the , te\ nile appearances, ' 
\!J criI?inal t~~ej~~~tial appear~n~~: ~~~o~u~~pear-\ 
except10neoscheduled in court ~.es in court at the: 
tr~als ;~e presence of allfP~~ai notification of ~ 
ance, otting serves as 0 of appearances 
time of se The following types 
appearanceied in thiS way: 
are schedu firma+ions 

Jury trial,conons • 
Plea negOt1a ti 
LaW and mo;i~~~ f~lony 
Misdemeano 

~~~~!tl~~a;~d sentc~C~~!n~e(I~n;~niciPal 
S perior court arra gliminary hearing or 

u urt following pre 
co t plea) 
upon guil Y hearings 

is confirmed 
ting history 
according to 

in court at pretr a • Usposition 
is required to aShsur~O~a~:e~1 waived. 
statute if time as 

j S updated 
1 ble court dates ' 

The summary of avai a of all pending cases. 
monthly during the s~~ar~he court clerk and is up
This form is retaine y dates are set"for future 
dated during the month as 
appearances. 

~~~~~Il~r~~i~~~~~~CyYa~~~:in~:views. 
'I dependenc set 

Juven1 e , y trial dates are l date": 
• tive Jur f the tria 
AlthOugh alterna notification 0 

bY a ca 
lendar clerk 

\ 
t 

\ 
} 
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CAl.ENDARING 
MODULE CONCEPTUAL DESIGN 

.WU ItU""CU'Ml-auL' Nui 
HM-1-401 APPEARANCE SCHEDULING AND 

NOTIFICATION OF COURT APPEARANCE 1 
LEVU G, AUYGI.\TI GIl 

Manual 1"" ....!........,_8_ 
uaULf 'U."SI 

'fo schedule court appearance by law enforcement officers at the time of citation issuance or 
upon arrest 

r-------_____________________________ .<,._ . ..".. __ ., ____ -, 
~---------_______________ ..:.::::OO:::U!!Lr:..':.:L::::OI:..... ____________ ------'~ .. -'~~-.,---'"i 

"GULl ."UTIY[ 

(!)Citations issued by officers contain a date fori or is given another appearance date if not con_ appoarance normally ten days from the date of : vened. 
citation. Citations heard in citation court in- : 
elude: : 

Parking citations 
Traffic citations 
"Dog" citations 
Potty th~ft or other misdemeanor Citations.: 

Subsequent appearances not disposed of at initial 
appearance in citation court are processed and 
heard as verif~ed complaints. 

o The number of viola tors appearing for court 
trials is relatively constnnt due to the high 
volume ~f citntions, and, accordingly, court 
appearances present few scheduling problems. 

(!)In all cases of court appearance the clerk mustl 
retrieve the court's copy of the citation or out- : 
standing warrants for recall as a part of the case: 
following activities. Upon retrieval the violator: 
is directed to the Citation court being convened . 

® Batches of Citations along with dockets serve as 
the calendar and record of proceedings and no 
phYSical calendar is prepared. 

® Law enforcement or the Probation Office" in the 
case of juveniles, set dates for: 

Misdemeanor and felony arraignments (Illuni-
cipal court) 

Felony bail setting 
Juvenile detention hearings (if in custody) 
Juvenile delinquency hearings (if released). 

Those held in custody are brough.t to court the next 
day for a first court appearance, and the arrest 
blotter is used aG a calendar. First court appear
ances fOl" those released are scheduled in conjunc_ 
tion with the calendar clerk and the COurt calen_ dars are computer printed. 
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CALENDARING 
MODULE CONCEPTUAL DESIGN 

-.u Illlllrll:UI. J "Ull IIlII[ I LlYlL ., 11T1llA1I1M 1"" 
M nl.5._....o, ..tL., • Im-5-411 NOTIFICATION OF COURT APPEARA~CE __ n_n_u __ . ___________ ~ ____________ _, _, __________ w· __ _.. ___ _ 

"Ill .H.DU 

To proplu'o notices or ~'ourt appearance n appell. s. i '1 juv",.nile. mentnl heal th. probate. family 
lnw, !lnd utllol' (~ivi 1, ncUons 

lI!lULi _HAT IWE 

the calendar is prepared and are given to the court fi"I tification of appearance is : clerk with the case files for service at the time \!IFormal written n~utes or when parties cannot be: 
required by the sta t a prior court appearance. : of hearing •. 

notifiedn~~i~:~n:~rp~epared for; 1 (!)The notice of juvenile hearing is mailed ~~ti~~ 
Written ettin conferences along: involved parties along with a dCOPY 0if~h~e~:ntion 

Civil pret~ialior Sto se~tlement conference: if notice has not been provide a pr 0 
with inv1tat ons : hearing. 

Civil trials hi haarings (a citation serves: CD h 
Conservators P t ) 3 The date of notification is indicated on t e , 

as notice to the conserva ee calendar card for control purposes. The cards are 
Contested family law hearings then filed by the date of next appearance. File 
Mental health e hearings drawers could be used to contain the calendar i 
contesteddPlroibnaqutency and dependency hear- cards. However, card r~cks or a binder of plast c 
Juvenile e card holders organized by date is recommended for 

ings on the petition visibili ty, for reproduction. and for fle;dbili ty 
Appeals. ( f in changing scheduled dates. lement conferences i con-

Dates for civil :eti jury trials are confi:med at 
ducted) and crim1na nd no formal notice 1S pre
pretrial conferenc~~ a of juvenile hearings sub-

ared. Written no ce earance is given at the 
~equent to the f~~:!aa~~tices are prepared when 
prior hearing. 



CALENDARING 
MODULE CONCEPTUAL DESIGN 

aILE II£NTlFICATIDII 
HM-6-'121 

ULE 'UI'IIU 

IIeIIULE Ill. 

CALENDAR PREPARATION 
LlYEL IF UTIlATlIII 

Manual 
PAR 

-E.JF_8_ 

To maintain the master file of case schedules ana to prepare court calendars 

CI)calendar cards are created upon verified com
plaint, petition, or at issue memo! and are up
dated as to continuances, disposit10ns, and dates 
set in court. The calendaring clerk receives the 
cards and tally filings and final dispositions by , 
case type for Judicial Council statistical report_: 
ing purposes. Calendar cards for cases which have; 
reached final disposition are retained by month of; 
disposition, also for statistical purposes. : 

CD If notification is required as a result of con-i 
tinuance or other dates set in court and suitable: 
notification cannot beperfprmed in court, the : 
court clerk requests notice on the calendar card. : 
The cards are not filed in the master file until 
notifications has been prepared. Calendar cards 
not indica':ecj as requiring notification are filed 
by the nex.t appearance date. Active civil cases 
which have not been scheduled are maintained in a 
separate file by at issue date to form the civil 
active list. '. 

(!)Scheduled civil trials are maintained bi appear
ance date. Cases are selected for notification of 
trial dates if notification has not been previously 
given at the time of conference or when selected . 
from the civil active list. 

o Calendar cards are organized by department for 
a given appearance date according to the Master 
Department schedule. The calendar cards contained 
in racks or plastic holders are then zeroxed to 
produce the court calendars. Calendars are pro
duced the day prior to the appearance date with 
the exception of probate calendars which are pro
duced ten days in advance for public notice. 

/'''' . 

~---, .. 
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_UL( IDENTIFICATION 

HM-6-421 

rODULE PUI'DSE 

IODUL£ Nt. 

CALENDARING 
MODULE CONCEPTUAL DESIGN 

CALENDAR PREPARATION 
LrYli. 0' AUTIlATIIII 

Manual 

To prepare lists on the condition of scheduled and unscheduled cases 

IODULE HOI 

fC\ f'le consisting of calendar ~The master calendar e1and appearance date pro-
cards filed by case t)~or the monthly summary of 'd the data source 
V1 es dition statistics. calendar con 

bl court dates for 
(!)A monthly summary of a;~!~~re~ to assist the 
criminal tria~s would b~n court. The summary , 
. d in sett1ng dates t the time of sett1ng 
JU gled be used to log dates

t 
a
tial 

of overcommitting 
wou to reduce the po en in court 
court time. 
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CALENDARING 
MODULE CONCEPTUAL DESIGN 

.. vu IIUTIFICATIOW lllOOULE 11.1-
HM-8-431 DEPARTMENT ASSIGNMENT I 

LEVEL OF AUTII,u I • 
Manual I put 

~f_8_ 

IOOULI PU."U d t t s 
d t t schedule and to a ~~i"l1 ~p()ci fie cases among epax: men s a 

To develop the master epar men ~~ ~ 

required to balance work loud 

CIllcllDflI?. 
MEP,tl/?lIi.l;1N 

mDOULE nO'l 

MODULE IUIUT IVE 

(I)A master department schedule is developed by Changes in the master schedule would be dissemiD-
the court administrator based upon data produced ated to all departments by an uPGated master 
by the statistical reporting modules. The master department schedule for that date.' 
schedule would designate the time schedule for 
each department normally over a week's period. 
The schedule would be determined by analyzing 
the court's work load by type of hearing and by 
spreading the work among the available depart
ments based upon projectiolls of future work load. 
Periodically the master schedule should be re- : 
viewed and updated considering changes in filings,: 
court rules, the nature of litigation, and vaca
tion and absentee rates. 

® Since the master department schedule is based 
upon average historical statistics, exceptional 
work load conditions may occur on anyone given 
day. As a result, the actual work load calen
dared for the next day must be reviewed to make 
adjustments to the master schedule as necessary. 

CaE",es aSSigned to new departments would be 
manually changed on the computer prepared calen
dars. The calendars and preprinted minute orders 
would then be forwarded to case following for 
pullinr< case files. The arrest blotter augments 
the computer printed calendards for prior day 
arrestees in custody. 

~----------------~---,--------~--------------~------------~ 
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FLOWCHARTS FOR 

SEQUENTIAL BATCH LEVEL OF AUTOMATION' 
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CALENDARiNG 
MODULE CONCEPTUAL DESIGN· 

IIODULt IDENTIFICATlDN /IICDULE NAIIE 

HS-l-402 

IDDULE PU_PDSE 
APPEARANCE SCHEDULING I LEVEL OF AUTIlllATIDII 

Sequential Batch 

To schedule court appearances by a calendar clerk 

IWDULE FLOII 

CI)GenerallY, the calendar clerk schedules long 
cause actions and hearings related to long causes. 
Typically, the calen~ar clerk schedules the fol
lowing types of hear~ngs: 

Civil jury trials 
Civil court trials 
Contested probate and family law hearings 
Mental health hearings 
Civil pretrial, setting, and settlement 

conferences. 

At-issue civil cases are selected from,the civil 
active list as court resources a~e.ava1lab~e and 
a tentative trial date is set .. Th~s da~e 1S in 

h advance to permit pretr1al, sett~ng, and 
enoug ent conferences to be held according to. 
settlem 1 'Dates for conferences are determ1ned 
court ru e:~tative trial date which is confirmed. 
fro~ the tt . 1 conferences. Court resources,are 
dur~ng pre r~a account for the degree of d1s-
over scheduled to . 1 as determined from statisti
position before t:d1a hedule conflicts attornev ; 
cal data. To aV01 sc 

case load listings are referenced when setting 
trial dates. 

The calendar clerk also resolves errors or ex
ceptional conditions which the computer cannot 
reconcile during the update of the calendar master 
file. Notices are issued as necess.al'Y in conjunc
tion with the normal noticing process. 

Dates for appeals are normally set for the next 
convening of the appeals court permitting -adequa ta 
time for the preparation of briefs and transcripts. 

(DAlternative criminal jury trial dates are pro
vided by the calendar clerk in order for the judge 
to set and confirm trial dates at pretrial. 

C!) A list of scheduled cases is prepared and 
forwarded for data entry. Scheduled dates are 

then added to the case master files. 



CALENDARING 
MODULE CONCEPTUAL DESIGN 

IODULE FLaw 

.oaULE IUIIATIVE 

0court appearances required for the hearing of 
motions, defaults, and other short duration hear
ings are scheduled upon filing in the court. The, 
clerk utilizes a daily diary to note the case num-: 
bers for each hearing. The date set is normally , 
the next availab~e date which permits time for 
service to the adverse litigant and which does not 
cause the case load to exceed maximum guidelines. 
The types of hearings scheduled by the counter 
clerk include: 

Civil laW and motions 
Defaults 
Orders to show cause 
Small Claims 
Uncontested probate 
Uncontested fnmily law 

• Appeals. 

® Eacll filing updated wi til the date of appear
ance is certified and recorded by the clerk. 

Copies are given to the filing party for services 
upon the adverse litigants as required by law. 
The original filing is retained in the case file 
and serves as the data source to update the case 
history file maintained by the case following 
modules. Subsequent to the case following master 
file update, dates set at the counter are passed 
to calendaring via the cal~ndar interface records. 
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CALENDARING 
MODULE CONCEPTUAL DE~IGN 

HS-1-402 APPEARANCE SCHEDULING AND 
'" IIOIIULE IDENTIFICATION IIIt!DULE NAIlt 

NOTTFTr~ATTON OF COURT APPEARANCE MODULE PURPOSE I LEVEL OF AUTONA T I ON 

Sequential Batch I PAGE 

-.:LJF-'L_ 

To schedule subsequent 
in addition, to notify 

court appearances in court at the time of the p~'esent appearance, and 
parties of appearance date 

HOOULE FLOW 

L------------===========~ IODULE NURA TI ~E 

f6\ "1 ppearances with the ex-
\'vcriminal and i~~~~~~ :p~eaI!ances and jury trials 
ception of the, ourt at the prior appearance, 
are scheduled 1n ~l arties in court at the time 
The pre~ence of a asP formal notificat,ion of 
of sett1ng serves f 11 wing types of appearances appearance. The 0 0 
are scheduled in this way: 

Jury trial confirmations 
Plea negotiations 
Law and motions t trials 
M'sdemenaor and felon~ cour , 

1 , d -entemang hear1ngs 
Proba~10n an ... s rraign:nent (in Municipal 
super10rf clolUlo:;i:0' preliminary hearing or 

Court 0 '" • 
u on guilty plea} , 

p relilllinary hear1ngs 
Felon~lPe delinquency hearings (except 
Juven1 -e) 

for initial appearan(, 1 reviews. 
'le depend1ilncy anllua Juven1 

Although alternative jury trial dates are set 
by a calendar clerk, notification o~ the trial 
date is confirmed in court at pretr1al. The,case 
setting history is required to assure case d1s
position according to statute if time has not been 
waived. 

The summary of available court dates is updated 
monthly "during the summary of all pending cases. 
This form is retained by the court clerk and is 
updated during the month as dates are set for 
future appearances. 



CALENDARING 
MODULE CONCEPTUAL DESIGN 

HS-1-402 APPEARANCE SCHEDULING AND 
_ULI IIINTI"eATION JIGDULI NUl 

t-::;:::::-~=~- NOTIFICATION OF COURT APPEARANCE 
ICDUI.{ 'UR'Oll 

To schedule cOUrt appearance by law enforcement officers 
upon arrest 

IG~ULI flOl 

1 LUlL I' AUTOUfl. 
Sequential Batch 

at the time. of citation issuance or 

f 
I 

MOaULE _UUTlVE 

(2) Citations issued by officers contain a date for~ or is given another appearance date if not con-appearance nOJ;'l1lally ten days from the date of : venod. 
oitation. Citations heard in citation court in- : ® 
elude: 10 Batches of Citations along with dockets serve as 

Parking oi ta tions the calendar and record of proceedings and no 
Traffic citations physical calendar is prepared. 
"Dog" citations ® 

" petty' theft or other misdemeanor Citations.: 11 Law enforcement or the Probation Office, in the 
case of juveniles, set dates for: Subsequont appearances not disposed of at initial : 

appoarance in oi tation oourt are processed and: Misdemeanor and felony arraignments (muni-
heard as verified comp:..:.ints. 0: cipal court) 
fi\ . Felony bail setting ~/The number of violators appearing for court Juven~le detention hearings (if in custody) 
tl'ials is relatively constant due to the high Juven~le delinquency hearings (if released). 
volume of oitations, and, accordingly, court Those held in custody are brought to court the next 
appeal'anoes present few scheduling problems. day for a first Court appearance, and the arrest 

(;\9 : blotter is used as a calendar. First court appear-\:)1n all cases of court appearance the clerk must: ances fo th 1 
r"t.r1eve the court's oopy of the citation or out- : r ese re eased are scheduled in conjunc_ 
~ tion with the calendar clerk and the court calen-standing warrants :for recnll as a part of the case: dar$ are computer printed. 

following aotivities. Upon retrieval the violator: 
is dil~oted to the citation court bein convened 0 
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CALENDARING 
MODULE CONCEPTUAL DESIGN 

IGIULE IDENTIFICATION jllODUlE NAil; 

HS-5-412 NOTIFICATION OF COURT APPEARANCE 1 lEVEl aF AUTOtIATIDII 
Sequential Batch l

ruE 
...JLor_8_ 

,aDUlE rURrDSE 

To prepare notices of court appearance in appeals, juvenile, mental health, probate, family 
law and other civil actions 

IlClIUU HOI 

r 
I 
I 
I 
I 
I 
L_ 

~oaULE NARRATIVE 

CD °fication of appearance is : 
1 Formal written not:!. wben parties cannot be: 

required by the statut~sao~rior court appearance. ; 
notified by phone or a ared for: : 
W Otten notices are prep ° 
r~ ttin conferences along: 

Civil pret:ial or s~o se~tlement conference: 
with inv~tations : 

Civil trialshi bearings (a citation serves: 
conser~a~orst Pthe conservatee) 

as not~ce 0 ° 
t d f amily law hear~ngs Contes e 

Mental health e hearings 
Contested probat ncy and dependency hear
Juvenile delinque

o 
° 

ings on the pet~t~on 

Appeals. ent conferences (if con-
Dates for civi~ settl~m trials are confi:med at 
ducted) and cr~minal Jury

no formal notice ~s pre-
Pretrial conference~ an~f juvenile hearings sub-

d Written not:!.ce ce is given at the pare • the first appearan sequent to 

rior hearing. These n)tices are prepared when , 
~he calendar is prepared and are g,iven to the court 
clerk with the case files for service at the time 
of hearing. 

C!)The notice of juvenile hearing is mailed to the 
involved parties along with a copy of the petition 
if notice has not been provided a prior detention 
hearing. 

~TO assist the calendar clerk in setting conflict 
free dates attorney case load is maintained in a 

ster fil~. Reports from th~s file are r~fevred . 
m~ when a tentative trial date is set as cases are 
'~hosen from the civil active list. Attorney ~nfor
mation such as firm, address, and phone are a so 

aintained. This permits the clerk to revise or 
:dd attorney master file data when preparing notice 
of appearance. 
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CALENDARING 
MODULE CONCEPTUAL DESIGN 

CALENDAR PREPARATION I 
LlYEl OF AUTDIUT I OM 

Sequential Batch I PAGE 

IODULl '.1,01t 
To maintain the master file of case schedules and to prepare court calendars 

IIGDULE FlOl 

~F-B-. 

~~ __________________________________________ ~ID~O~UL~E~Q~I.~A~TI~YE~ __________________________________________ ~ ____ ~ 

02. Tho caso following modules maintain a case fol- (DnailY department court calendars would be pre-
lowing master file. Changes in case status such pared from the calendar master file by assigning 
as filings, dispositions, scheduled dates, and scheduled cases to departments according to the 
othor case status infol"lUation necessary for calen- master department schedule. Cases types scheduled 
daring are provided on tho calendnr interface on individual calendars or assigned on a master 
files. These :files are sorted and IIltn"ged to up- calendar judge would not be assigned a department 
date the calendar master file. at this time. At least one day in advance of trial, 

criminal and civil caler-dars are produced and for-
(DThO calendar master file contains all cases, warded to the court administrator for verification. 
oxcopt for small claims, parking, and other cita- A multipart minute order fol"lU is preprinted with 
ti1'>IIS, which are scheduled for hearing (pending) heading data for each case. These accompany the 
or which are a(~tive but not yot scheduled :1,'01' calendar for comIiletion by the clerk in court. 
appoa~nnce (nt i8~ue memo or memo to set filed). Copies of the minute ortier are used to fOl"lUally 
Thi1.il tile provides the information necessary to notify parties of subsequent dates as appropriate. 
pr(/ducO court calenollrs pJ,'eprinted minute orders, Probate calendars are produced at least ten days 
nn~ monthly reports o~ the status of calendars. 
Als~ notice trnn!:!actic.llls are created as determined in advance of hearing for public notice in the 

h courthouse. Scheduled probate, family law, and 
neco$i:!o,ry duril1l;: t e update. civil cases are listed along with the master depar1; 
(;\ ment schedule for publication in the newspapers. 
\.!lease status cha$lgefJ which cannot be reconciled Copies of the jury trial calendars are used to 
to the calendar mast~r file are listed to cleri- determine imminent juror needs. 
cally resolve the e$c~ptions" 
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CALENDARING 
MODULE CONCEPTUAL DESIGN 

_ULE IDUTIFICATION 

HS-6-422 
IODULE MAlE 

CALENDAR PREPARATION 
LEVEL IF AUT_TlIM 

Sequential Batch 

IDDULE ru!'on dId ses 
To prepare lists on the condition of scheduled and unsche u e ca 

.DOULE FLOI 

IIp/IfIW/lJCE. 
SCJIWVLlN6 
ZN ClJi.lR7 

.OOULE QIUT lYE 

t?\ ster file is used to : 
\!;MonthlY the calendar mar information on the l 
provide detailed and ~~~m!ary of scheduled cases: 
status of~calendar:. ca~ reporting data" Com- : 
would provide stat1sti urged from the master . 

leted hearings would be p 
~ile nt this time. 

ntaining scheduled and 
(!)The civil active listh~~ case types scheduled 
unscheduled caseslan~ ~~uld be listed by date t by the calendar c erh duling cases among cour 
for selecting and SiCtt:d to pending schebeduleded 

s not comm Ii t would us 
resource The pending appeals ti~n of transcripts. 
cases. th timely prepara 
to assure e 

.uvenile cases would be • 

(2)Pe~di~~t~~;mi~a~e~~~lJpri~~~~~~nfO~h~O~!~~~led l 
liste ml sis purposes. In a l ndar ~lerk to select: 

nd ana y d b the ca e 1 A : 
~ist wou~d be u:: fO~ criminal jury tria s. : 
al tl,rnat1 ve dat 

t dates would also be 
summary of available courd e in selecting dates 
prepared to assist tdhe j~i;inary hearing dates. 
for court trials an pre 

, , 
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CALENDARING 
MODULE CONCEPTUAL DESIGN 

r~~~~~~~~~~~------------------------------------ru;nI1Aijy;;-'------------"'~-----------' IIOIIULE IDENTIFICATION jlDDULE NAIIt: t h 8 F 8 

1 LlYlL IF AUllIo\1 11&1 I ~Ut: . 
HS-8-432 DEPARTMENT ASSIGNMENT Sequentil.:l Ba c ...2-..0 __ _ 

.OOULET:~'~~EveloP the master department schedule and to assign specific cases ruuong departments as 
required to balance work load 

IDDULE FL~. ________________________________________________ ~ 

mULE ""IllATIVE 

(!)A master department schedule is developed by 
the court administrator based upon data produced 
by the statistical reporting modules. The master 
schedule would designate the time schedule for 
each department normally over a week's period. 
The schedule would be determined by analyzing 
the court's work load by type of hearing and by 
spreading the work among the available depart_ 
ments based upon projections of future work load. 
Periodically the master schedule should be re
viewed and updated considering changes in filings,: 
court rules, the nature of litigation, and vaca- . 
tion and absentee rates. 

CD Since the master department schedule is based 
upon average historical statistiCS, exceptional 
work load conditions may occur on anyone given 
day. As a reRult, the actual work load calen_ 
dared for the next day must be reviewed to make 
adjustments to the master schedule as necessary. 

Changes in the master schedule would be dissemin_ 
ated to all departments by an updated master 
department schedule for that date. 

Cases assigned to new departments would be 
manually changed on the computer prepared calen
dars. The calendars and preprinted minute orders 
would then be forwarded to case following for 
pulling case files. The arrest blotter augments 
the computer printed calendards for prior day 
arrestees in custody. 

':T/, -----

~---<. 

FLOWCHARTS FOR 

ON-LINE LEVEL OF AUTOMATION 
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._1.1 '·~.IIFICUIOI IIOOUU MAlII 

HO-1.-403 APPEARANCE SCHEDULING 
IGOUU ,uno&[ 1 L!WIL IF AU'IIIIAT 'N 

On-line \
". 

.:..l-Jf ---B-

To schedule court appearances by a calendar clerk 

u.sr {},<t 

:SCHEA!JlE' 
(//SES 

IGDULI fLll 

11J~(}ilJL"Q!.!£.§.: 
• (1"111/ AC;I"t' ,L,jJt 

.!,c!"d, ... ~ ~s<: .. ;'y dale 4n../d~l'1. 

IOPULE IURln In 

f1\ Generally, the calendar clerk schedules long 
';:;(US8 actions and hearings related to long causes • 
Typically, the calen~ar clerk schedules the' fol~, 
lowing types of hear1ngS: 

Civil jury trials 
Civil court trials 
Contested probate and family law he~lrings 
Mental health hearin~s 
Civil pretrial, set~1ng, and settlement 

con ferences, 

i" civil cases are selected from the civil 
~tti:1.i~ist as court resources a~e available and 
:Ctentative trial date is set. This da~e'is in 

h dvance to permit pretrial, sett1ng, and 
enoug a e ences to be held according to 
settlement con~a~es for conferences are determined 
court ruleS

O

t 
ti 0 trial date which is confirmed 

from the t~n i a'l ~onferences. court resources are 
during pre r a ount for the degree of dis-
over scheduled. t~ ~~f ,,-co determined from statisti
llosition before ir d1 s ." dule canflicts attorney 
cal data. To avO l~-

'Case load listings are referellced when setting 
trial dates. 

The calendar clerk also resolves errors or ex
ceptional conditions which the computer cannot 
reconcile during the update of the calendar master 
file .. Notices are issued as neces~ry in conjunc
tion with the normal noticing process. 

Da tes for appeals are normally set for t'he next 
convening of the appeals court p&rmitting adequate 
time for the preparation of briefs and transcripts. 

0Alternative criminal j11ry trial d.ates are pro
vided by the calendar clerk in order for the judge 
to set and confirm trial dates at pret rial. 

(!) A list of scheduled cases is prepared and 
forwarded for data eDtry. Scheduled dates are 

then added to the case master files. 

I 
i. 



CALENDARING 
MODULE CONCEPTUAL DESIGN 

.... , ... "".e .". ,ilMlIl.i .. 
,HO-1-403 APPEARANCE .SCHEDULJNG 

To schedule court appearances at the _ t1'me of f1"11'ng of ca~e related documents by a counter clerk 

IODULf 'LDI 

IODULf ."UTIU 

~cou~t appearances required for the hearing of 
motioDs, defaults, and other short duration hear_ 
ings are scheduled Upon filing in the .court. The, 
clerk utilizes a daily diary to note the case num-: 
bers for each hearing. The date set is normally : 
the ntlxt available date which permits time for : 
service to the adverse litigant and which, does not: 
cause '~he case load to exceed maximum guidelines. : 
The types of hearings scheduled by the counter ' 
clerk include: 

C'ivil law and motions 
IKlfaults 
Or'ders to show cause 
Sm:\ll Claillls 
Unconteste,' probate 
Unc.,n testeJi family law 

• Appeals, 

(!)Each filtng updated with the date of appear
ance is certifted and recorded by the clerk. 

Copies are given to the filing party for services 
Upon the adverse litigants as required by law. 
The original filing is retained in the case file 
and serves as the data source to update the case 
history file maintained by the case following 
modules. Subsequent to the case following master 
file update, dates set at the counter are passed 
to calendaring via the calendar interface records. 

CALENDARING 
MODULE CONCEPTUAL DESIGN 

_ MU IIIITI'ltATlIIII 

HO-I-403 APPEARANCE SCHEDULING AND 
LlYlL ., AUtIllATI _ 

On-line 

IItUU 'Ul!,on appearance, and To schedule Subsequent court appearances in court at the time of the present 
in addition, to notify parties of appearance date 

N URT APPEARAN E 

IIODUU FLDI 

CASE .5EnIAl6 
HIST()Rf' 

IODULI InUTlV£ 

fi\ i1 ppearances with the ex-\!; Criminal and juv~n 1 = a ea:cances and jury trials 
ception of the init1at a~Pthe prior appearance. 
are scheduled in ~fur rties in court at the time 
The presence of a P~ormal notification of 
of setting serves as i types of appearances The follow ng appearance. 'this way: 
are scheduled 1n 

Jury trial confirmations 
Plea negotiations 
Law and motions n court trials 
Mlademenaor ~n~Afe!~crng hearings , 
Probation anu --~~aignrnent (in MuniCIpal 
Superior courtia preliminary hearing or Court folloW ng 

ilty plea) 
upon ~eliminary hearings 

Felony P delinquency hearings (ex~ept 
Juvenile earance) 

for initial app annual reviews. 
Juvenile dependency 

Althou h alternative jury trial dates are set 
by a c;l.l.e~dar clerk, notiftiC~ti~~t~~a~?e i~!a~ase 
date iR confirmed in cour a p dis 
settin~ history is reqUitr~dt!oi~s~~~: ~::enot been position according to s a u 
waived. 

The summary of available court dates is updated 

;~~!h}~r~U~!n;ei~~n:~~~rih~fc~~;t~~~;~:a~~s~:, 
updated during the month as dates are se or 
future appearances. 

.j 



CALENDARING 
MODULE CONCEPTUAL DESIGN 

_IIU ".IU""". ,.etllI .... 
APPEARANCE SCHEDULING AND 

UO-1-403 NOTIFICATION OF COURT APPEARANCE 
T LUlL If AUrIlATi. 

lon-line ,". ....L....J,_8_ 
"Ill rlllPDU 

To schedule court appearance by law enforcement officers at the tim~ of citation issuance or 
upon arrest 

~'r---_________________________ -, 

InUL! Hili 

~~LJ{~~~~ 
I'B 

<!)Citatioos is.uod by of'i,.,. c .. tai. a data '0'; 0' is ,i, •• auoth'r app'araoc. data ifoot co.-appearance normally ten days from the date of : vened. 
Citation. Citations heard in citation court in- ® 
elude: 10 B t h 

IHULI IUIlYIYE 

Parking citations 
Traffic Citations 
"Dog" citations 
Petty thoft or other misdemoanor citations.: 

Subsequent appearances not disposed of at initial 
appearance in citation court are processed and 
heard as verified complaints, 

CD The nUlllbor of Viola tors appearing for court 
trials is relatively constant due to the high 
VOlume of Citations, and, accordingly, court 
appearances present few scheduling problems. 

CDln all cases of court appearance the clerk must~ 
~trieve the court's copy of the Citation or out_ : 
standing warrants for recall as a part of the case: 
following activities. Upon retrieval the violator: 
is di~cted to the citation court boin convened : 

aces of citations along with, dockets serve as 
the calendar and record of proceedings and no 
physical calendar is prepared. 

@Law enforcement or the Probation Office, in the 
case of juveniles, set dates for: 

Mis~emeanor and felon7 arraignments (muni_ cl.pal court) 
Felony bail setting 
Juven~le detention hearings (if in custody) 
Juvenl.le delinquency hearings (if released). 

Those held in custody are brought to court the next 
day for a first court appearance, and the arrest 
blotter is used as a calendar. First court appear
ances for those released are scheduled in conjunc_ 
tion with the calendar clerk and the court calen_ 
dars are computer printed. 

'q- ------
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CALENDARING 
MODULE CONCEPTUAL DESIGN 

IIIIIIULE IDENTIF I CAT ION !IIODULE NAI!£ 

HO-5-413 NOTIFICATION OF COURT APPEARANCE ! 
LEVEL OF AUIOIIlT 10M 

On-line I PAGE 

-lLDF-L.. 
MODULE PURPOSE 

To prepare notices of court appearance in appeals, juvenile, mental health, probate, frunily 
law and other civil actions 

MODULE FLO! 

'1fr~;::r~~5TY< 
h.----t----Jlf%f:;::f/ CAlS'/JZ:I-_________ .,-__ ______________ -, 
A7TClNe,/ 
I1AST# 
Flte ·----'CD 

MODULE HURATI VE 

f7\ 'fication of appearance is : \!.J Formal wri tten not~ r when parties cannot be; 
required by the st~;ua~saoprior court appearance. : 
notified by,phone

re prepared for: 
Written notl.ces a t' conferences along: 

Civil pretrial.or s~t ~~~tlement conference: 
with invitat10ns 0 ; 

Civil trials, h 'ngs (a citation serv6s; a torshl.p earl. ) ; Conserv, t the conservntee ; 
as notl.ce 0 hearings ' 

Contested family l.aw ; 
Mental health e hearings 
contested pr?bat and dependency hear-
Juvenile dell.nque~c~ 
, ings on the pet1tl.On 

Appeals. ('f con 
nt conferences l. -f r civil settleme . I arc confirmed at 

Datesd °and criminal jury tr~~r:al notice is pre-
dU~:~i~1 conferences andfnjuvenile he3Tings sub-
pr d Written notice 0 ce is given at the pare . the first appearan sequent to . 

T11ese notices are prepared when prior hearing. i t the court 
the calendar is prepared and are g ven a~o the time 
clerk with the case files for service 
of hearing. 

(!)The notice of juvenil7 hearing i~fm~~!e~e~~ti~~ 
involved parties along Wl.thi~e~O~Yprior detention if notile has not been prov , 
hearing. 

f'3\ To assist the calendar clerk ill setting co~flict 
\:J ase load is maintained l.n free dates, attornef'tlc Attorney information such an on-line master l. e.. , 

firm address and phone number are also m:llll
~~illed for no+ificatioll purposes. 

Ii 
i 
I 



CALEND,' .IING 
MODULE CONCEPTUAL DESIGN 

.'U IlIi"'IU".. I .. ULI ... 
HO-6-423 CALENDAR PREPARATION I 

LUll IP AUTlIIoIfl1ll 
On-line 1

"11 
-tLJ,-...B-

schedules and to prepare court calendars 
To maintain the master file of case 

I1I1Srye 
FILES 
'JIJVENILE. 
-CIVIL 
• CJfIl1INIiL 

,/JCPRRTN€'~'" 
/15516tV,<1!fltT 

CI)The case following modules maintain a case fol-: (i)DailY department court calendars would be pre-
lowing master file. Changes in case status such ¥ed from the calendar master file by assig'ning 
as filings, dispositions, scheduled dates, and . scheduled cases to departments according to the 
other case status information necessary for calen-: master department schedule. Cases types scheduled 
daring are provided on the calendar interface : on individual calendars or assigned on a master 
files. These files are sorted and merged to up- : calendar judge would not be assigned a department 
date the calendar master file. : at this time. At least one day in advance of trial 

criminal and civil calendars are produced and for-
(!)The calendar master file contains all cases, warded to the court administrator for verification. 
except for small claims, parking, and other cita- A multipart minute order form is preprinted with 
tions, which are scheduled for hearing (pending) heading data for each case. These accompany the 
or which are active but not yet scheduled for calendar for completion by the clerk in court. 
appearance (at issue memo or memo to set filed). Copies of the minute order are used to formally 
This file provides the information necessary to notify parties of subsequent dates as appropriate. 
produce court calendars preprinted minute orders, 
and monthly reports on the status of calendars. . 
Also notice transactions are created as determined: 
necessary during the update. . 

(!)case status changes which cannot be 
to the calendar master file are listed 
callY' resolve the, exceptions. 

reconciled 
to cleri-

Probate calendars are produced at least ten days 
in advance of hearing for public notice in the 
courthouse. Scheduled probate, family law, and 
civil cases are listed along with the master d~par~ 
ment schedul~ for publication in the newspapers. 
Copies of the jury trial calendars are used to 
determine imminent juror needs. 

71 .. 11, , 

, 
" 

~1 ___ 

n-
,t '", .. 

[ .. --

II 

r 

_UL£ IDENTlFICATlOM 

HO-6-423 
IIIlDULt "AIlE 

CALENDARING 
MODULE CONCEPTUAL DESIGN 

CALENDAR PREPARATION 
LEVEL Of AUTOIIAT'DII 

On-line 

IOOULE PURPOSE, 
To prepare lists on the condition of scheduled and unscheduled cases 

BOOULE FLD'I 

l---@ 

INGUIRY TYPES: 
, C//IIL /lOWE LIST 81" IISEIIN./J PRIORITY 
, FWD/liS CRSES 8Y.J)I;rE II"'D DEPIM7Jf1£}.IT 
_ f'WoOING JURY 71?J/lLS 

MQOIlLE "URAT'~V~E!.... _____ • ________ """='=~-----~~l 

r::====-~--:---------:-':; 
fi\ master file is used to ~ 
\.~./MonthlY the calendar. information on the : 
provide detailed and S~~~ary of scheduled cases~ 
status of calendar~. 'cal reporting data. Com- : 

ld provide stat~st~ ed from the master : 
wou . ngs would be purg : 
pIe ted hean : 
file at thiS time. 1 

'Ie information is pro
(!)The'calendar maste~ !~ministrative functio~s 
vided for c~erical an inals. Active and pend~ng 
via video d~splay t~~be displayed as necess~r~nt 
scheduled cases wO~ance scheduling and depar m 
to assist in appea 
assignment. 

. urt dates would be 
fj\ sUJlllllary of, availab~e c~ in selecting dateS 
\.VA d to assist the JUd g

i· ry hearing dates. 
prepare . Is and prelim na 
for court tr~a 
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CALENDARING 
MODULE CONCEPTUAL DESIGN 

IeIVU IUMrrFICArrlM I.aDULE llAl« 

110-8-433 DEPARTMENT ASSIGNMENT I 
uvn OF AUTOU fI i1lI 

On-line I'AGE 
...!LJF_8_ 

IOOULI 'UIPI1J£ d rt n ts as 
schedule and t o assign specific cases among epa me To develop the master department 

required to balance work load 

IOOUL£ FLOI 

ClllPIDliP. 
I1fEP/IRAT/ON 

,aaUlE lIARRmv£ 

CD A master department schedule is developed by 
the court administrator based upon data produced 
by the statistical reporting modules. The master 
schedule would designate the time schedule for 
each department normally over a week's period. 
The schedule would be determined by analyzing 
the court's work load by type of hearing and by 
spreading the work among the available depart
ments based upon projections of future work load. 
Pol"iodica11y the master schedule should be re
viewed and updated considering changes in filings,: 
COUl,'t rules, the nature of litigation, and vaca- : 
tion and absentee rates. : 

o Since the master department schedule is based 
upon average historical statistics, exceptional 
work load conditions may occur on anyone given 
day. As a result, the actual work load calen
dared for the next day must be reviewed to make 
adjustments to the master schedule as necessary. 

Changes in the master' schedule would be dissemin
ated to all departments by an updated master 
department schedule for that date. 

Cases aSSigned to new departments would be 
manually changed on the computer prepared calen
dars. The calendars and preprinted minute orders 
would then be forwarded to case following for 
pulling case files. The arrest blotter augments 
the computer printed ca1endards for prior day 
arrestees in custody. 
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JURY SERVICE MODULES 
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MODULE IDENTIFICATION 

1M-I-50 1 

MODULE PURPOSE 

MaaULE HAIlE 

JURY SERVICES 
MODULE CONCEPTUAL DESIGN 

JUROR SELECTION 
lEVEL OF AUTOMAT I aH rpm 

Manual _!..J1r __ .6._" 

To periodically provide a file of potentinl court ~ jurors which will flatisfy the j·;.'or needs of the 

MaaULE FLO. 

EXEMn' fiLE 

MaDULE HARRAT IVE 

check this name against the exempt file 
if this person is currently exempt, select 
the very next name and proceed as before. 

(i)The number of qualified jurors is determined 
through empirical methods based upon previously , 
determined juror usago statistics and upon fore- : 
casts of impending jury trials. These projections: 
are prodUCed to coincide with the periodic pro- : f4\ 
cessing of jurors by the Jury Commissioner. : ~For every name selected, a random number is 

CD Based upon a determination of the number of 
qualified jurors required for a specific period, 
the Jury Comldssioner, using previoUS qualifica
tion and response rates, determines the number of 
affidavits t/J distribute to provide the required 

: assigned from a random number table. 

~ CD Prepare a juror packet for every name selected. 
: The packet consists of an affidavit, SUmmons, 
: attendance card and followup notice. 

jurors. 

0The rer,uil'ed number of names is select:d for ~ 
the voter registration files. The followlng met h-: 
ad is uSf:d to accomplish this selection: 

Jivide the number o~ registered voters by 
the number of required jurors to arrive 

The affidavit, summons and followup notice are 
selt-contained mailers. The affidavit portion of 
the paCket is removed and mailed to the prospec
tive jurors. The remainder of the packets are 
filed in random number order to create a potentinl 
juror file. 

at N. 
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MOOU~E IDENTIFICATIDN IMDDU~E HAME 

IM-2-511 

JURY SERVICES 
MODULE CONCEPTUAL DESIGN 

JUROR QUALIFICATION I 
LEVEL OF AUTOMAT I ON 

Manual 
I 

PAGE 

~F_6_ 

MOOULE PURPOSE relative to their ability to be certified To deterroine the status of each potential juror 

for service as a juror 

~ y 
POTI!h'7"/t1L JUROA FILE. 

6l1lllUFIED 
JtJRlJRS F'1lE. 

( 

MODULE FLOI 

QVALIFIED 

EXEMPT- FILE 

I~DULE NARRAT I VE 

VJff.7 V 
J./ON-RESPOJ./DEAlr PILe 

J./DN- KESPO;YIJENT 
PI1..£ 

VAl-DELlVEKA~LE. 

(I)AS the affidavits are returned, they are eval
uated according to the st~te and local criteria 
E!stablished for the qualification of jurors. 

~F.aCh returned affidavit is matched with the 
corresponding packet that remains elther from the 
cu~rent potential juror file or the non-respon
dents to the original affidavit. 

:f4I 
: ~Jurors who have not responded to the original 

affidavit or a follow-up notice, will be identified 
by the summons and attendance cards remaining in 
the non-respondent file. Further follow-up action 
may be optionally taken by the court. 

0Those jurors deemed qualified have their atten-~ 
dance cards and summons refiled, in random number 
sequence, in the qualified juror file. Amaster 
list is constructed of all qualified jurors for a 
particular period, once the affidavit deadline is 
passed. This list serves as the control register 
for all jurors used in this period., "" 
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JURY SERVICES 
MODULE CONCEPTUAL DESIGN 

MODULE IDENTIFICATION IIOOUU HAlE 

IM-3-52l 

MODULE PURPOSE 

JUROR SUlIMONS I 
LEVEL DF AUTOMAT I ON 

Manual I 
PAGE 

-1-.oF_6_ 

~ __________ T_O __ S_\_lmm __ o_n __ t __ o __ t_h_e __ c_o_u_r_t __ e_n_O_U_g_h __ j_u_r_o_r_s ___ t_o __ s_a_t_i_S_f_y __ t_h_e __ j_u __ r_y __ t_~_i_a_l __ n_e_e_d __ s __ O_f __ t_h_e __ c_o_u_r_t __________ -" 

MOOULE FLOI 

.:scHE.DULIiD <lUI/DRS 

PI'aTECTElJ 
SHORr'rlEI1I-I 

.. -'-___ -1 JIJRf)R NCEJJ ~ V, 
QW,J.IFI15.0 JUli0ll5 

SCHEDUL£D JUIUJR5 

MOOULE HARRAT IVE 

fi\ 'ourt determine the number: 
\!;personnel withl.n th~ ~ach scheduled jury trial.: 
of jurors necess~ry f~ through the use of prior : 
This need is p:ro~ec~e : 
, usage statl.stl.Cs. : 
Juror en distributed to the Jury 

The. projection is th aration of summons. The 
commissioner fo: thee~~:~ary to produce and 
required lead tl.me n. that all jury trials 
deliver a summons,req~l.~:~st two weeks prior to 
have a date certal.n a. 
triaL 

CD produces the number of 
2 The Jury commissioner l.' n the required n. umber 

- ary to call summons necess 'urors summoned l.S 
i J'urors. The number of J f J'urors already <;che-, 

o the number 0 ' d e ctepenctent upon d statistics on atten anc 
Qul\1d for return an 
"-,tes. 

CD The number necessary' ,for summons are sequentt
ally taken from the Qualified Juror File. The d 
summons have the date and time marked, are remove 
from the packet, and sent to the juror. ,The atten 
dance card is refiled by random number wl.thin date 
in the Scheduled Juror File. 

f.'\4 f h' r l.' s indica ted on ~The sum.oning 0 eac Juro 
the Master Qualified Register. 

L,--~----~------~~ 
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IODULE IDEHTIFICATION I MODULE NAME 

IM-3-521 J 
MODULE PURPOSE 

JURY SERVICES 
MODULE CONCEPTUAL DESIGN 

JUROR SUMMONS 1 
LEVEL OF AUTOIAT I ON 

Manual I PAGE 

-LoF_6_ 

To summon to the court enough jurors to satisfy the jury trial needs of the court 

L-__________________________________________ __ 

MODULE FLO. 

CD During the summoning process, or if jury trials~ 
are cancelled less than two weeks prior to trial 
the excess jurors must be notified to not report . 
for service. The jury need for the concerned date: 
is recalculated with the resulting difference : 
being the number of jurors notified not to report.: 

(!) The attendance cards are sequentially removed 
from the Scheduled Juror File until the required 
number have been contact.ed. Each juror so con
tacted is immediately rel~ssigned to another trial 
or, based upon his remaining sarvice commitment, 
dismissed from service. Those reassigned are 
replaced in the Scheduled Juror File under their 
new date. 

COHheTiON 

J 

JURY SERVICES 
tlODUl.E CONCEPTUAL DES IGN 

MODULE IDENTIFICATION JUOOUU:NAUE 

IM-5-531 JUROR ASSIGNMENT AND SERVICE RECORD J 
LEVEL OF AUTOMATION 

Manual 
\ 

PAGE 

~F_6_ 

MODULE PURPOSE \ t. "ecords of their juror service To assign jurors to courtrooms for trial and to main a1n ~ 
activity 

NODULE FLO. 

SCHEDUlED .Ju/!Otl FIL.E. CD 

CD 

YES 

,sCHt!DuLED JUkD/{ F/t..E. 

MODULE NARRATIVE 

~If other trials need more jurors, the returning CD . e all jurors report to : 'urors are reassigned as needed. 1 On their day of se~v~~ere the initial roll call; J d h 
the jury assembly ~~~ on the individual attendance; ~Each day as the jurors are dismiss

d 
' ~ ~h 

is taken and recoIQ' lified Register, : ~Master Q~alified Register is.update an lete 
cards and Master ua : . service records are summar1zed to accumu a 

: ~~~~; service statistics. Attendan~e card~ fa: th 
those jurors serving on active tri~ B.rema~nt~~ 
the courtroom clerk until the camp etlan a 

CD till in random number 
2 The attendance car~s, s divided into one group 

e are ··,equentl.ally sequenc , 1 
for each jury tria . 

(;\ and the associated atten-~Each group of juror:th the bailiff to the 
d are sent W1 cards are dance car s The attendance _ riate courtroom. 

a~prop the court clerk. g1ven to 

f7\ . h juror is recorded on 
~ The disposi t10n o~ e~~e courtroom clei'k. If 

trial. 

CDFor each of those jurors dismissed for the day 
but with a remaining service commitment, ~ ~~t~rn 

e is reassi"ned at this time. The nee s. ~:tmarked and the jurors attendance cards are 
~iled according to the reassigned date. 

Q)Each juror comple ting servIce has his atten-
h d marked and sent to the ai,di tor for t e dance car • 

the attendan~e ~:~~d \e returr.s to the ,Juror 
a ,jul'Or is d1s~7 II his attendance card. 
assembly room W1t 

~----~~-------:--=--- -issuance of his payroll warrant. 
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JURY SERVICES 
MODULE CONCEPTUAL DESIGN 

MODUlE IDENTIfiCATION 'MODULE HAIlE 

IM-6-541 JUROR USAGE STATISTICS I 
LEVEL OF AUTOMATION 

Manual 

l!DDUlE PURPOSE d rt administration 
To p:coduce statistical reports which can assist the Jury Commissioner an COli 

in t.he management of the jury services function 

NODULE FLO' 

CD 

NODULE NARRATIVE 

(I)(!)PeriOdiCallYOr as needed, t~e Master Qualified) The tally sheets include the following statis-
I\egister Ilna Tally Sheets serve as the basis for : tics: 
the preparation of jury process statistics. ~ 

The Master Qualified Register contains the : 
information necessary to produce the Judicial : 

Juror qualification counts 
Response rates to questionnaires and 
summons. 

Council Reports, statistics for the determination ~.: 3 f4\ 
of future juror needs, and the statistics neces- ~~ 
sary to eVl1lul1te the effectiveness and efficiency: From th.- accumUlated statistics, Judicial 
of the juror system. The information in the : Council and other reports are produced, distri-
Master Qualified Register includes: buted, and used as needed. 

Juror attendance data 
Juror usage statistics by trial and type 
of trial 
Trial, trial cancellation and challenge 
stntistics. 
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FLOWCHARTS FOR 

SEQUENTIAL BATCH LEVEL OF Au~rOMATION 
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MODULE IDEHT IFICAT ION MODULE NAME 
1S-1-502 

MODULE PURPOSE 

JURy SERVICES 
MODULE CONCEPTUAL DESIGN 

JUROR SELECTION 
LEVEL OF AUTOMAT I ON 

Sequential Batch 

To periodically 
court 

provide a file of potential jurors which· will satisfy the juror needs of the 

~DDULE FLO, 

MODULE NARRATIVE 

(I)Juror needs are projected on a periodiC basis 
depending upon the processing cycle of the juror 
qualification system. For example, if jurors are 
qualified on a quarterly cycle then the projected 
juror needs calculation is also performed quar
terly. 

Based on prior jury trail and juror usage sta
tistiCS, the court administrative staff prepares 
a projection of the qualified jurors necessary 
for the coming period. The projection considers 
trends in filings, juror ausentee, challenge, and 
usage rates. 

0The required number of affidavits necessary to 
provide engouh jurors is based on the courts' 
projection of juror needs and statistics on prior 
affidavit response and juror qualification rates. 

.,.--.- -" -~----- ----
"_:_,---------------------- ---'-' , 

UPDArE 
VOTER 

REGISTRArlON 
FILE 
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JURY SERYlCES 

MODULE CONCEPTUAL DESIGN 
_CDULl JDfHIIFlCAT ION J MODULE HAIW: 

18-1-502 

.aOULE PUIPOSE 

JUROR SELECT:{ON 
I LEVEL OF AUTDII4T1DH J Sequential Batch 

To periodically provide a file of potential jurors which will satisfy the juror needs of the 
court 

MODULE FLDI 

ASSIGN 

I?ANOt:>1-t 

NUM8ER.S 

SEl.£CT 
POTENTIIlL 

.fU~D/?.s 

Uf'DA TE. 

MASTE.R 

CD 

CD. 

Pf(EPARE. 
OUTPUTS 

(!)The most current voter registration file is 
used ns the source from which potential jurors 
nre selected. Each name on the voter registra
tion list is assign.ed a random number prior to 
each periods selection process. Random number 
assignment is aCcomplished by a standard random 
number generator. 

:0 
. Affid~vits and status cards are produced for 

each potential juror added to the master file. 

0The voter registration file is sorted into 
random number sequence. All jurors currently 
qualified, serving or exempt by prior service or 
occupation, are eliminated from this list prior 
to the sort. Based on the projected juror 
needs, the first (N) names are selected from 
the sorted file. 

®The group of (N) l,ames are 
in random number sequence, to 
master fil{)c. 

added as a group, 
the end of the 
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JURY SERVICES 
MODULE COHCEPTUAL DESIGN 

MOOULr ID;HlIFICUIOH 

18-3-512 

MODULE PUPOSE 

MODULE Hh£ 

JUROR QUALIFICATION 
LEVEL Of AUTOMATI ON 

Sequen tial Batch 
PACE 

...:L,JlF . .9.,_ 

To determine the status f I 
o eac 1 potential juror relative to their ability to be certifi.ed 

for service as a juror 

MODULE FLOI 

CD 

Yf7 
Y 

POTENTIAL. JU/l(lI.'S 
FILE 

NtJN-'U~PON/)EN TS rILE 

NON- RESPoNDENTS 
"ILE 

'----r--r'''e.--___ u 
0) 

DISQ(JAUF/~D JIJ/faIlS "'M~EUVEKA[jJ.F 
AFFIDAVITS FILE 

~ 
teJ 

CDAs the affidavits are completed and :eturned 
the Jur Commissioner and his staff declde, o~ 
the basis of affidavit response and predeter~lned 
qualificaticn criteria, whether this person lS 
qualified to serve as a juror for the coming 
period. 

(!)The corresponding status card to eac~ retur~ed 
ffidavit ;is pulled from the potential J~ror f).~e 

a evious eriods non_respondent f:le, T. e : 
or the pr p. 'ng in the potential Juror flle. 
status cards remalnl to the affidavit, ; 
result from nonbresP~~d~~!Snon_respondenL file for; 
This file th~nd eC~~ese cards are processed upon : 
the next, perl. of . ff' davi ts as a result of a follow-: 
the recelpt 0 a ). ; 
up notice. : 

f1\ d ts is indicated by 
\!JThe status of res~on ~n on the status card. 
checking the approprla~e bOXd juror. preferred 
Updated juror infQrrnatlon an 

~ 
~ 

service times are also entered for the qualified 
jurors, 

. All qualified and disqualified status (!ards 
are appropriately filed until the affidavi t 
response deadline has passed. Affidavits could 
either be destroyed or filed, depending.upon 
court preference. 

(!)The previous non~respondent file consists of 
status cards for those persons failing to respond 
to the' original affidavit and a followupnotice. 
This file could be destroyed, or processed as the 
individual court deSires for additional followup 
purposes, 

's' . 
\!JJurors who have not responded to the original 
affidavit or a fallaw-up notice, will be identi
fied by the summons and atte.ndance cards 'remain
ing in the non-respondent file, Further follow
up action may be optionally taken by the court. 

,. 
1. 



M®ULE IDENTIFICATION 'MODULE NAIIE 

1S-4-522 

MODULE 'URPDS£ 

JURY SERVICES 
MODULE CONCEPTUAL DESIGN 

JUROR SUMMONS I 
LEYEL OF AUTOMATION 

Sequential Batch I PAgE 
~F_9 __ 

To summon to the court enough jurors to satisfy the jury trial needs of the court 

MODULE FLO. 

lJEs1I!'.tJV 

• 

MODULE HARRAT lYE 

CI)All jury trials should be scheduled for a date 
certain two weeks in advance. Based on th~ jury 
triql calendar, a projected need for jurors is 
made. The projection is based on the number of 
trials, cancellation rates, type of trial and 
yrobability of the trial actually occurring. The 
projected need is based upon the assumption that 
each juror is summoned for each requested court 
appearance. 

(!)The Jury Co~~issioner determines how many 
jurors to summon based on the number of jurors 
required for the scheduled trials and statistics 
on expected absentee rates. 
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-------------------------------------------------
JURY SERVICES 

MODULE CONCEPTUAL DESIGN 
.DDUlE IDENTIFICATION I_DDUlE HAtt 

15-4-522 

MODULE PURPOSE 

JUROR SUMMONS I 
LEVEL OF AUTOMATION 

Sequen tial Batch 

To SUmmcn to the court enough jurors to satisfy the jury trial needs of the court 

MODULE FLO. 

SeLE.CT 
JuNtJ2S 

TD 
SERvE. 

uPDATE 
MA:;1tR 

PREPMlE 
DurpUTS 

MODULE HARRAT lYE 

(:;\ i 11y selected from the ~Jurors are sequent a tarts at the beginning 
Master file. Selectio~sSuntil enough qualified 
of the fIle and proce~ been selected, based 
and available jurorSd aV~nlY those jurors with 
on the projec!ed nee itments falling within the 
service and hme comm 1 S should be selected. 
constraints of local ru e 

~The masterd~~~~r~of~~f~:~~ 
summons is up. for another 

juror selected for 
this selection and 
time peI'iod. 

prevent summonlng 

(!)For each selected 
are produced: 

t he following outputs juror 

Summons for each 
Juror attendance 
juror 

selected juror 
card for each selected 

SE. 

bll 

SCHCJ);JLE./) 
JURORS FILE. 

A master jury list for each juror sum
moned in this group. 



'OG~Lt IPEMtlFlCAJ UN !IIODULE IIA. 
18-4-522 J 

'ODUL£ 'U.'01£ 

JURY SERVICES 

MODULE COHCEPTUAL DESIGH 

JUROR SUMMONS I 
UUL If AUT_TI .. 

Sequelitial Batch 

"

15£ . . 

....1L-11F_9_ 

To Su~on to the court enough jurors to satisfy the jury trial needs of the court 

JIJR'I LI.5r/ 
Mr/!. 

&'D 
7/J 

lIODUL£ FLOII 

I'OSTI'ON£D 
SER VlC;J;L l! 

~ 

~ y 
SCHt:DJJJ.ED .JLI/lpRS 

FILE 

~----------~~-"'.~------------______________ -!'O~DU~L!E!"~·~·f~T~I~VE~ ________________________________ -===============~ 

®'fhe CAncellation ot scheduled jury trials 
req\lires that tho need for jU\"ors as calculated • 
for the $U~oning process be \"ecalculated. Recal-: 
culating tllD juror need based on updated informa_ : 
tion o.llows only those jurors which will be neces-: 
Bary to be ca.l.led for service. . 

(2)The difference between those jurora 5u~oned 
1\ltd those now nocessa\"y for service has to be 
contacted ilnd informed of the change. Court por- : 
sonnel sequentially select DlUDes fJ;'om the appro_ : 
priate jury list and attempt to contact these : 
persons and inform them of the change in service •. 
Names nre selected in this Manner until the 
required number of po\"sons have been informed 
of tho cancellation in service. 

'1'110 attendance card for each ju\"or 50 contacteci 
is mnrked to indicate cancellation. These cards 
~re s~bmitted for updating the master file. 
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JURY 8ERVJ;CJi!S 

MODULE CONCEPTUAL DESIGN 
_VU IDENTIFICATION /IIODUlE \!AIlE 

I8~7-532 JU~R ASSIGNMENT AND SERVICE RECORD I Llvn O~ AUrOIlAUDH 
Sequential Eatch 

'ODUlE 'UR'DSE 

To assign 
activity 

jurors to courtrooms for trial and to maintain records of their juror service 

IICOULf FLO~ 

YES 

I 
CDMPLETED ~CE 

~ 

FILE. 

SCHEDULED ~uRo~S 
FIL 

aaOUlE HARRAflVE 

CD d of the trial all jurors are Jlssem- j 
ble~na~~ero~i call recorded on the apppropriate i 
attendance cards. ; 

(!)Juror attendance c:rdsB~~~~I~n~h:n!~!~~e~fin j 
random number sequei~e~dance cards are~~quen
trialS and tYPdeis'ta panels for each trial. 
tially divide n 0 

C!)Each stack of attenda~~eaC~~~~tr~~~:es;~!ing a 
panel, is then assignedd nee cards are accompanied 

s and their atten a 
{~r~~e courtroom by the bailiff. 

f4' lerk recoJ;'ds the disposition 
\!IThe courtroo~ ~he appropriate attendance card. 
of each juror on 

(!)AS jurors are dismissed they are accompaniod, 
with their attendance cards, back to the jury 
assembly room. 

(!)rho~e jurors sent back to the jury assembly 
room are available for reassignment to any trial 
requiring more jurors. 'f the jurors are net 
to be reassigned they are ~i5missed. The atten
dance cards for the dismissed jurors is then filed 
and prepared for the update module. Attendance 
cards for those jurors serving on a trial, are 
maintained by the courtroom clerk until the trial 
terminates. The jury list is Jlarked to indicate 
those jurors still serving and those dismis~ed. 
This list then serves as a control sheet to p~e
vent the loss or misplacement of attendance cards. 
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JURy SERVICES 

MODULE CONCEPTUAL DESIGN 
.OOULE 18,tHTlflCATIGH 'MODULE NAIIE 

IS~7·-532 ASSIGNMENT AND SERVICE RECORD 
WOOULE PURI'OSE I LEVEL OF AUTOMAT I e~ 

Sequential Batch I PACE 

-.lL.oF-L 

To maintain up-to-date individual juror records 

ONOELIV£1(A8LE GoAL/FlED JURORS DISQUALIFIED J!J~IJi1S 
RFFIl)Avt75 1'11.£ FILE FIi.E 

I 

UPOA TIE:. 

MAsrER 

MODULE NlRRlT IV! 

G) All 'lpdates to the individual juror ,records , 
are performed by this module. The following acti-: 
vities are performed: 

Potential Juror Status Cards are submitted: 
by the jury comtnissioner. The individl1l1.1 
juror records are upd ed to indicate their: 
qualification status and changes in per
sonal information. All exempted or dis
qualified jurors are taken off the master : 
file and added to the disqua.1ifica tiOIi file: 
Once the deadline for the return of affi_ : 
davits has passed, followup notices are : 
generated for each potential juror for : 
which no status card was received. : 
Juror AttGndance Cards are submitted by 
the court staff and used to update indivi_ 
dua~ juror,records: All jurors completing 
the~r serv~ce comm~tment either through 
days of service or length of service are 

~ y 
~ -y 

PO~TPaN£/) ~EIIVICE. 
1'1 Ii. 

taken oft the master file and added to the 
~isqualification file. For each group of 
Jurors completing service a payroll regis
ter or ayment authorization is produced 
a~d submitted to the auditor for the genera. 
t~on of warrants. Attend~nce records are 
updated for those jurors with remaining 
service comm~tmentSi these jurors are then 
available for summons to another trial. 
II a juror fails to respond to a summons a 
second notice is sent and i:f t.here is no' 
responpe to the second notice his name is 
placed on a delinquency list, sent to the 
court and processed as desired. 
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.DOULE PURPOSE 

MODULE IOENTIFlC~TIQH 'MODULE ""E 
!S-9-542 

JURY SERVICES 

MODULE CONCEPTUAL DESIGN 

JUROR USAGE STATJSTICS I LEVEL cr AUTOMAT I OK 

Sequential Batch I PAGE 

--.lL..aF -L. 

To produce statistical reports which can aSSist the Jury Commissioner and court administration 
in management of the jury services function 

MODULE FLOI 

ACCUMULATE, 

PREP/IKE 
OUTPUTS 

.ODULE HARRATIYE 

CD 

. Judicial Council Reports are also produced f\\ ervals or as desired, the follow-; t th P rting ~At regulair inte accumulated from the master : at periodic intervals to mee e re 0 
ing statist cs ar . : requirements, 
file and. disqualification file, ; 

Atftdavi t response rates ~ 

Qualification rates . 
Exemptions .by type 

Attendance rates 
Juror usage rates 

h rts on each of the above compLl'ative c a 
rates to past rates 

ge characteristics by trial type Juror usa 
. f future juror needs and 

proJectionsd ~n current trends. 
costs base 

re useful to the court 
The above statistic~saa basis for juror pro

and jury commissloneritor on the jury process. 
jections and as a mon 
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APPENDIX J 

FINANCIAL ACCOUNTING MODULES 
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ACCOUNTING 
MODULE COtlCEPTUAL DES IGN 

IMIIULE IDENTIFICATION IIODUL£ MAI!£ 

JI.!-1-60l ACCOUNTING FOR FHlES 
MODULE ru!POS[ SERVICE FEES AND FORFEITURES 

LEVlL OF AUTOUTION 

Manual 

To prepare the daily and periodic accounting reports required to audit and distribute cash intake 

_OOUlE "U~AT lYE 

(I) During the day, payments are collected for one-~ 
time and installment fines or court-ordered pay
ments, service fees and bail forfeitures. 

In most courts a cash register tabulates the 
distribution of the collected monies into the 
register's internal counters, and prepares. 
receipts and an audit trail. As such, mult~pl~ , 
entries on the cash register are normally requ~red: 
for a single payment. 

(!)At the end of the day, the cash register is 
"read out" and the payments are reconciled with 
the audit trail. 

(!)Any errors are recti~i~d b~ eit~er correcting 
the audit trail or obtaln~ng Judiclal approval 
to accept the over or under charge. 

o Deposi t slips are prepared and are forwarded 
with ~he payments to the auditor-controller. 
Addit~onal copies of the deposit slips may be 
forwarded to other county departments as well. 

~BUlk entries are made in the control ledger to 
distribute the payments to the Various general 
trust accounts maintained on behalf of the state 
and local agencies sharing in the collections. 
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ACCOUNTING 
HQDULE CONCEPTUAL DESIGN 

._U ItUllflCAlI .. 

JM-2-S11 ACCOUNTS RECEIVABLE 

mu ~, Aut.AT 1111 
Manual 

'AlE 
L-oF_6_ 

1I00Vll 'UI'IItE I t payments and to identify those 
To establish receivable accounts for court-imposed instal men 

in arrears 

CD Subsequent '1;0 the imlloSitiOI) of all illstalll!!ent ~ 
fine or other court-ordered installment payment, : 
t11e cler~ forwards two copies of tbe A!~ Setul> : 
'3.11d .Agreement P= to the accounting division. • 

CD'The accounting clerk files 'One <XlJ;lyof the 
" form in na.:mt} sequence, to :serve 11.5 an :account 

cross refarence. and;a second COpy in next pay_ • 
tIItlnt due date s-&quence to record the subltittl!.l of : 
payments :and to ~\l;e :aC!t::Ouuts in ~.rears. ~ 

@A/R .Setup :and A:greeme.nt Ponns are puUed:from ~ 
the Open .VI>. File when they are past thle~ ~<\ : 
'Check is .made :against the ·case record to verify • 
that a paYlDent; vuldation 'II'I!.S llot lI:.ade :£-01' 'the 
past :due 'lU!iou.nt~ Acc('lUnU;. at juveniles aIld • 
adults 'On formal P:t:'obatio~ are rejerred to the • 
pt<obation ofi'it:e. Warrant packages and eOllZ.Plaints: 
:a.:reprcpared for :persons subject tol'..l'OviSions : 
'CIt Section -4050SB -eve. hy otber accOIlni; in • 

. 

arrears is subject to the issuance of a bench 
warrant·, 

-- ~-- f- ---- ----- ----
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ACCOUNTING 
MODULE CONCEPTUAL DESIGN 

IIIIIUtE IOENtfFlCATION /lObULE NAil[ 
·',11-2-611 

IDDULE PUPOSE 

ACCO~rlTS RECEIVABLE IlfY(l 0' AUT_liON 
Manual 

To accept installment payments on receivable accounts 

1II0UlE fUll' 

R 
ItS 

MOOULE !lARRAtlVE 

CI) As installment payments are received, they are 
~ d t the AIR setup and Agreement Form 

i~~;~ed ~y ~ext payment due date in the Open 
AIR File. 

h F rm the clerk may 
In order to locate teo 'in the Account 

.refer by payor name to the copy 
cross Reference File. 

t;\ . f th final install-\V Prior to the. sUbm;ri:~ ~n th: open AlIt File 
ment the Form J.S re . e 

d ' the next payment ,~lJe dat • 
un er ---- is made the Form is 

After the last paymenht se m~terial and the 
d ith the rest of t e ca 

file w copy is destroyed. cross reference 

IPAQ£ 

~f 6 

~ V 
tJPBt /fie fiLE. 
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ACCOUNTING 
MODULE CONCEPTUAL DESIGN 

... IIlE IOlMTlrlCATIOM IIOOUlE MA. 
JM-4-621 BAIL, BOND AND TRus'r ACCOUNTING 1 

lnll OF AUT .... "III 
MaIl,ual 

MODULE ,u~roS[ 
To establish bail, bond and trust accounts 

MODUl£ HOM 

I
,n, 

-DF_6_ 

(Jf'$ 7Ii'V~7' 
IYct:LJWIT FIi.E. 

_________ ~ ~ ______________ -.:M=O:OU~L£=.!IIA~.~U~T.!:IV~E _________________ ---~~--=J 

CI)Bail bonds and undertakings submitted to the 
court are recorded in a bond register. The ori-
ginal documents are filed in the case folder. 

(3)When bailor other monies are accepted in 
trust by the court, a subsidiary led!;'dr by indi-
vidual is maintained in tbe form of trust {)ontrol 
cards or bail slips. Bulk entries by trust 
account type are made in the control ledger at 
the end of each day. 

Note that general trust accounts are also 
established and maintained by the Fines, Service 
Fees and Forfeitures Module for "revenue" col
lections. 

ACCOUNTING 
~IODULE CONCEPTUAL DES fGII 

IIOOUlE IOENI JFJCAIIDN !IOOULE HAll£ 
, JM-4-621 

BAIL, BOND AND TRUST ACCOUNTING 
LEVEL DF AUIDllATlDH 

Manual 
MODULE PURPOSE 

To maintain bail, b d on and trust accounts fI'om activity entries made by the court 

800UlE FLCU 

C!)AS court actions take place, the bond register 
is updated, 

CI)If the court orders a bond exonerated, a notice~ 
of exoneration is also prepared and forwarded to : 
the bonding company and ager.t. A copy of the i 
notice is placed in the case folder. ; 

~If the court orders bond forfeitUre, a notice 
of forfeiture is forw~rded to the bonding company 
and agent and a follow up date is noted in a 
diary for 180 days hence. By that time, either 
the defendant appears or the bondin~ company.m~st 
submit the surety amcunt (or be subJect to c~v~l 
penalties), This amount is then posted to the 
general trust accounts in the control ledger. 

C!)!f the court orders a partial or full refund 
the individual trust account is updated and a ' 
x'efund is generated. If the court earns all or 
any part of the monies held in trust as with 
fines imposed when bail is posted, a'transfer 
entry is made from the individual to the general 
trust accounts. 

L------------------.----------~---------------------------~ 
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ACCOUNTING 
MODULE CONCEPTUAL DESIGN 

IIOIIULE IDENTIFICATION \IODULE NAil 

JM-6-63l DISBURSEMENTS 1 LEvlL OF AUTOMAT I D~ 
Manual 

MODULE 'UR~DSE 

To issue warrants or vouchers for bail refunds and payments from trust accounts to individuals 

and to the state and local governmental agencies sharing fine and forfeiture revenues 

MODULE FLor 

(!)The Disbursements Module issues warrants (bank 
drafts) for payments to jurors, refunds of cash 
bail and other monieB held in trust, distribu
tions of fine, service fee and forfeiture income 
to City, county, and state funds, and makes pay
ments to court-appointed wi,nesses and attorneys. 

In order to maintain proper fiscal control, 
all warrants (bank drafts) are forwarded to the 
auditor-controller for review and authorizing 
signature. 

Person-oriented accounts (e.g., witnesses 
and jurors) are controlled QY name. Social 
security number is also r~tained in order to 
facili tate prepara.tion oi W-2 forms at ye«r end. 

WI/IlK/lit!' ~r:,7:Ef( 
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FLOWCHARTS FOR 

SEQUENTIAL BATCH LEVEL OF AUTOMATION 
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ACCOUNTING 
MODULE CONCEPTUAL DESIGN 

JS-I-602 ACCOUNTING FOR FINES 
IIOULE 'Varon SERVICE FEES AND FORFEITimES 

To prepare the daily and periodic accounting reports 

LEVEL If AUTI\I&TIIII 

Sequel'tial Sa tch 

required to audit and distribute cash intake 

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

PIiCffi,eE 
INrllKE. fll{D 
])/STRISUTltJN 
/?CPDKrS 

G) During the day, pa)'IJlents are collected at the 
counter and adjustments are noted for correcting 
recording errors. (Each correcting entry on the 
list must be initialed by a su~rvicor.) The 
source distribution code it> entered at case ini
tiation time so that fund di~tributions can be 
performed by the automated f ystem. 

At the end of the day, the payments 'a,~ for
warded with the audit trail to th·~ accourn,~ng 
division. The cash is then reconciled to the 
audit trail and any adjustments are noted. 
Deposit slips are prepared and forwarded to the 
auditor-controller with the pa·yments. 

CD The next morning, the accounting cii vi~ion . 
receives the reports shown, which recap the pre
vious day's fi'!l\.ncilLl acti vi ty, and. which dis
tribute the re'.'1.snues to the apl'roprJ.ate accounts. 

: 
(!)The Daily Intake Report is reviewed and its 
check totals are verified. Any required adjust
ments to the previous day's reports are included 
on the current day's Accounting Adjustments List, 

Monthly, a cumulative Distribution Report is 
prepared from which warrants (bank drafts) are 
drawn in favor of thp various city, state and 
county funds particivating in service fee, fine 
and forfeiture revenue distribution. 



ACCOUNTniG 
MODULE CONCEPTUAL DESIGN 

,acUlE IDENTIFICATION 

JS-Z-~l.'& 

lObULE HAIlE 
ACCOUNTS RECEIVABLE 

lUll GF AUfOllATfGII 
Sequential Batch 

'Uf, 
.JJF_5_ 

IOQULE PU~POSE installment payments and to identify those To establish receivable accounts for court-imposed 
in arrears 

====::==:============================~I~OD~U~LE~FL!O'~ ______________ --____________________ --------------~J 
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IQDULE MAlUT lYE 

G) Each installment account is set up, adjusted 
and credited from transaction records located on 
the Accounting Interface File. Account history 
~nd all transactions affecting the account is 
maintained on the A/R Master File. 

Each person is assigned an account number 
(social security number) so that all receivable 
activity affecting that person is centrally 
located and available in a single reference to 
account history. 

An Account Cross Reference is prepared to locate 
account number when the case number is kllown. 

This procedure facilitates the centralized col
lections concept on a countywide basis. 

eD Accounts in arrears are listed on tile A/R 
Delinquency List. Juvenile accounts and accounts 
of persons on formal proba tien that at'e in arrears 

are printed separately, and are forwarded to the 
probation office for action. 

Arrest warrants are prepared by the computer 
for those persons chargeable under ~0508B of the 
California Vehicle Code. See the procedure 
described in the appropriate Aging and Purging 
Modules. 

.~~COUNTING 
HODUlE CONCEPTUAL DESIGN 

IOQUL£ IDENT IFICATION IIUDULE ~AI!£ 
JS-2-6l2 T LEYEL OF AUTOMATION 

I Sequential Batch ACCOUNTS RECEIVABLE 
IODULE PUftPOSE 

'1'0 ·accept installment payments on receivable accQunts 

(!)The payor submits 
schedule on his copy 
ment Form. 

aOOULE FLOV 

~C£', ','-:¥ ,:.::, 
CR ,'/"',' -= 

installment payments per the 
of the A/R Setup and Agree-

~ h ecording of the transac
\:JThe payment and t e r uter files and genera-
tion for updati~g the,~oi~ the same as a regular 
tion of the aud~t tra~ t as indicated for 
fine or service fee ~~~e~h~ appropriate Intake 
the case category. dIS) 
and File Maintenance mo u e . 

rt\ 'k osts payments to the 
~In addition, the ~;~l seiup and Agreerr.ent F?rm. 
court's copy Ofith~ llment is paid, the ~orm ~s 
After the last ns a '5 case folder, or ~s . 
returned to the party d the case record ~s 
attached to the docket, an 
updated. 
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_ Uf.f: IDENTIFICATION 

JS-4-622 

ACCOUNTING 
MODULE CONCEPTUAL DESIGN 

MODULE Na _ 

BAIL, BOND AND TRUST ACCOUNTING 
LEVU or AUf_TlIII 

Sequential Batch ...:L.-oF_5_ 

MODULE PURPOSE interface with the disbursements module, and To maintain bail and general trust accounts, to 
to record bail bond status 

IODULE FLOI 

Q) This module monitors :ano :a~=tg, for fl1Ilag 
posted with the court in t~t per court order. 
the ruceipt of cash bail ana taa pasting of bail 
bonds. In addition, c01.lrts post fine. gervice 
fee and forfeiture intake to interi~ trust 
accounts in o~der to automate the audit trail 
find disbursement accounting. 

Interface to the other accounting ~ules is 
achieved through the Accounting Interface File 
and the Disbursements Transaction File. For 
example court-imposed fines are dedUcted from 
the amo~nt of cash bail posted at disposition 
time by the Fines, Service Fees and Forfeiture 
Module. The remail.lng bail is then refunded to 
the dei.mdant through the Disburseloents Module. 
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IICWIULE IDENTIFICATION IIODULE NIlE 

JS-5-632 

MODULE PURPOSE 

ACCOUNTING 
MODULE CONCEPTUAL DESIGN 

DISBURSF!MENTS 1 LfV£L OF AUf_filii 

Sequential Batch J'AS£. 

-lL.DF-L-

To issue warrants or vouchers for bail refunds and payments from trust accounts to individuals 
a.nd to the state and local .governmental agencies sharing fine, service fees and forfeiture revenues 

~ : -

IOOULE FLOI 

G:1:,d'r-.::.. 
tJIS~ ,,4":="':;:'-\'::: 
F&llr. 71':1':" 
p.~:;,,-::; 

MODULE NAIUT IVE 

O warrants (bank t The Disbursements Module issuesf ds of cash 
ts to jurors re un 

drafts) for paymen, s held in trust, distribu7 
bail and o~her mon~end forfeiture income to c~ty, 
tions of f~ne, fee a d nd payments to court-d state fun s, a 
coun ty '. ~n wi tnesses and attorneys. 
appOinte "" ro er fiscal control, 

In order to ma~nta~~tP) ~re forwarded to the 
all warrants (bank ~ra .r!view and authorizing 
auditor-controller or 
signature. witnesses and 

Person-oriented aGcounts (e.g., "ty number. 
I d by social secur~ jurors) are control e 

-1 
I 
I 
I 
I 
I 
I 

_J 

\. 



, . <#ff ,~<{ 
,u' I , 

'i'! 'n : 
l 

. I . ~" ' 
.-," ~ 

i >1 ~~ ~ 
I 
f 

liq I 
i 

"UI~ I 

, . l~ ! ' I' 
I' 

l~ ) 

['~-

FLOWCHARTS FOR 

ON-LINE LEVEL OF AUTOMATION 

II 



Ii 
) 
,I 
j 

" 

-

P.;J<- --(f:;,~o ~- -"'-
'I 

!",~ .. ,..-

r 

G 

,:::'1 

;1-. 
0 r-
"-

I 
}I!!r-·~. III 

o 

= ( ..... 

.f 
r-\ 

~"'-
I 

() t 
i 

I L~-..;· _ 

1, __ ."._-

, ACCOUNTING 
MODULE CONCEPTUAL DESIGN 

IIIIYU IUMTlF ICATIIN IIIIUl£ MAli[ 
JO-1-603 

ACCOUNTING FOR ~INES 
'~UL£ ,mon SERVICE FEES AND FORFEITURES 

LEVEL OF AUTallAT I 1M 
On-line 

To prepare the daily and 
periodic accounting repol·ts required to audit and distribute cash intake, 

Q) During the day, payments are collected at ~he 
counter and adjustments are'noted for correctl.ng 
recordin~ errors. (Each correcting entry on the 
list must be initialed ~y a supervisor.) The 
SCltlrce distribution code is entered at case ini
tiation time 50 that fund distributions can be 
performed by the automated system. 

At the end of the day, the paymehts are for
warded 'with the audit trail to the, accounting 
division. The cas" iS,then reconcl.led to the 
auC1it trail and any adJustments are noted. 
Deposit 'slips are prepared and forw~rded to the 
auditor-controller with the payments. 

(!)Th~ next morning, the accounting division 
receives the reports shown, which recap the pre- _, 

's financial acti vi ty, and which dis
~;,~~~t:a{he revenues to the appropriate account·s. 

(!)The Daily Intake Report is reviewed and its 
check totals are verified. Any required adjust
ments to the previous day's reports are included 
on the current day's Accounting Adjustments List. 

Monthly, a cumulative Distribution Report is 
prepared from which warrants (bank drafts) are 
drawn in favor of the various aity state and 
county funds participati'ng in service fee fine 
and forfeiture revenue distribution. ' 



ACCOUNTING 
MODULE CONCEPTUAL DESIGN 

IIOIUL£ IDENT IFICAT ION IIGOUL£ _AlE 

JO-2-613 

IODULE 'UR'OSE 

ACCOUNTS RECEIVABLE j
llVlL 0' AUTIlllAT 1111 

On..,line 

d in~tallment paym' ent,s and to identify those To establish receivable accounts for court-impose ~ 

in at'rears 

IOOUl£ FLot 

5/JSFe.'.sE. 1/,5'" 
PIN/INC/ilL 
.s:J;.tf-'lI/i!}' , 

(i) 

MODULE NURATIYE 

(i)Each installment account is set up, adjusted 
and credited from transaction records located or. 
the Accounting Interface File. A,ccount history 
and all transactions affecting tht~ account is 
maintained on the AIR Master File. 

Each person is assigned an account number 
(social security number) so that all receivable 
activi ty affecting that pet'son is (:entrally 
'located and available in a Single reference to 
account history. 

An Account Cross Reference is pnlpared to locate 
account number when the case number is known. 

This procedure facilitates the centralized col
lections concept on a countywide basis. 

C!)Accounts in arrears are listed on the A/R 
Delin~uency List. Juvenile accounts and accounts 
of rersons on formal probation that are in arrears 

are printed separat~ly, and are forwarded to the 
probation office fl''':} action. 

Arrest warrants are prepared by the computer 
for those persons chargeable under 4050BB of the 
California Vehicle Code. See the procedure 
described in the appropriate Aging and Purging 
Modules. 
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ACCOUNTING 
MODULE CONCEPTUAL DESIGN 

fi";;ULEU-I~.9~.nTj,I'~I"~rl~Q __ TiI·;lruU~LI~"~A;IE~--------------______ ----------------~----------------------~I~'~ .. ~r~~.---------
JO-2-S13 ACCOUNTS RECEIVADLE On-line --l-o,_...5.-Illnl Dr 'UIOIATION • 

fi.O!OD~UUll~,na;"'~ot.SEr-----J-------------________________________________ 1-________ , ________________ ~ ______________ , 

To acce))t installment payments on rt.ceivable accounts 

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

. ---_. 

DODUU nOlI 

Yes 

{USED c/TMldI{ PILE 
tie CASE riLE 

~aQUu NARRATIYE 

f3\ installment payments per the 
\:)The payor sUbmitsy of the A/~Setup and Agree
schedule on his cop 
ment Form. 

(;\4 h recording of the transac
~The payment and t e uter files and genera-
tion for updating thei~o~~ the same" as a regular 
tion of the audit tra ment as indicated for 
fine or service fee ~~~e th~ appropriate Intake 
the case category. dIes.) 
and File Maintenance mo u 

f'2\ rk osts payments to the 
01n addition, the ~~~ sutup llnd Af{roement Form. 
cuurt's copy O!ith~allment is paid, the ~orm is 
After the last nSr 's case folder, or 1S 
returned to the pa ~Yt and the case record is 
attached to the doc e, . 
updated. 
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ACCOUNTING 
MODULE CONCEPTUAL DESIGN 

aWl( IDEMTlFltlT 1011 IIII~ULE MAli( 
JO-4-623 BAIL, BOND AND 'rRUST ACCOUNTING I 

UVEL OF AUTlNIlTlDM 
On-line I'UE 

...i-aF_5_ 

IO;ULI 'UUOIi 
To maintain bail and general trus t accounts, to inter face with the disbursements module, and 

to record bail bond status 

.OOULE FLDI 

.ODUU IlAIUT!VE 

(!)ThiS module monitors and accounts for funds 
posted with the court in trust per court order, 
the receipt of cash bail and the posting of bail 
bonds. In addition, courts post fine, service 
fe,> and forfeiture intake to interim trust 
accounts in order to automate the audit trail 
and disbursement accounting. 

Interface to the other accounting modules is 
achi~ved through the Accounting Interface File 
and the Disbursements Transaction File. For 
example, court-imposed fines ax:e deducted from 
the amount of cash bail posted at disposition 
time by the Fines, Service Fees and Forfeiture 
);ndule. The remaining bail is then refunded to 
the defendant th::,ough the Disbursements Module. 
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ACCOUNTING 
MODULE CONCEPTUAL DESIGN 

DISBURSEMEN,TS 1 LEVll If AUTIUII ... 

On-line 
1

"111 , 

-lLoF---5-

To issue warrants or vouche~s [01' bail refunds and payments from trust accounts to individuals 
. and to ,the state and local gover!lmental agencies sharing fine, service fees and forfeiture revenues 

IIllDUU FLO. 

C=/MS ) 

fi\ ts Module issues warrants (bank 
~The Disbursemen 'urors refunds of cash 
drafts) for paymen:s t~eid in trust, distribu
bail and other ~on :~d forfeiture income to city, 
tions of fine, eef nds and payments to court-

ounty and state u , 
c ointed witnesse~ and attorneys, 
app 0 er fiscal control, 

In order to maintain pr ~re forwarded to the 
all warrants (lbalnk ~~~f;:~iew and authorizing 
auditor-contro er 
signature, ( g witnosses and 

Person-oriented acco~~t=oC~~I'~ecuritY number. 
jurors) are controlled 
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APPENDIX K 

STATISTICAL REPORTING MODULES 
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STATISTICAL REPORTING 
MODULE COIICEPTUU DES IGH 

MODULE IDENTIFICATION .1.aDulE MAlE ---r 
J LE'IEL OF AUTOIAT 1l1li KM-l-'i'Ol I 

STATISTICAL REPORTING TO OUTSIDE AGENCIE,S Manual 
MODULE P~npDSE • . I'ADE • 

.....L.DF_2_ 

To prepare filing and disposition reports of filings, dispositions, judicial assistance, and 
condition of calendar for the Judicial Council and the Bureau of Vital Statis~ics. "-----

MODULE HARRAT lifE 

l 
ICIl&J5J)J 
I.R/K:k. tJR.. 
I &Jl.NI?. 

I 
_ J. 

Other Citations and Parking (1)Each month the court administrator prepares a 
1 The Small Claims, vide tally sheets of report of judicial assistance days by tallying 
case following modul=~i~~~CS for other case cate- stipulations for pro tern judges, accumulating ser-
case statistics. st he calendar modules. vice of assigned judges, and sum service of perma-
gories are provided by t arized monthly on three nent referees and commissioners. 
i~~~~ ~~~t;~~~~~i~~et~~~OlIOWing: 

filings and dispositions by case type 

judicial assistance . 
'ned by month on a stat~s- . 

Statistics ~re reta~he determination of trends. : 
tics history f~le for : 

f,;'\ the statistics history file i o The summary data /)~. ng and disposition reports : 
is used to prepare ~ ~l and the Bureau of Vital : 
for the Judicial Coune 
Statistics. 

f,;'\ alendars is summarized from o The condition o~ ~ile consisting of calendar 
the calendar maste! or other similar holder. 
cards filed in a rack 
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STATISTICAL REPORTING 
MODULE CONCEPTUAL DESIGN 

r-~:-::-~7.':-:-:~~~-r=~~~----------'----------'~ltE('YiY(ELLioiFF AllTOIIATION "WLl IDUTlFJl:ATIOIC IOQUL£ flAil( PAIl 
-LF_2_ KM-2-7U I:<ITERNAL STATISTICAL REPORTING Manual 

analysis and imp~overnent of internal operating To prepare supplemental statistical reports for 
practices and procedures. 

MDOULl no. 

<----~-' 

.... --\ ,,§:,&N6J 

MOOULl ~.UflYE 

(I) Annually , filing and disposition statistics are: 
t;ummarized for thu yoar and by dopartment. 'I'he 
output reports inclUde statistics for the five pro-: 
ceding years, and the statistics history maoter : 
file is updated by aging the annual history. : 

C!)The annual reports are Used to project trends 
to establish b'1lidelines for maximum cases to be 
set on a given day for those types of hearings set 
by counLer clerks. In addition, the projections 
provide a basis for budget preparation. 

(!)Calendar cards for disposed cases provide the 
datn to prepare a report displaying filings, and 
events leading to final disposition. 

0The disposi !;ion flow traces the events which 
lead to the final disposition of cases. (Statis
tics of this type are often referred to as a 
"disposition tree"), AnalYSis of disposition flow 

results in case setting criteria accurately 
reflecting tho oxtent of and reasons for disposi
tion prior to trial. 

~ The Court administrator reviews trends in 
filings, calendar condition and disposition flow 
to identify problem areas and potential solutions. 
In conjunction with the presiding judge, the 
Master Department schedule and local rules of 
cour t In'O rev hwd as appropr ia te. 
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FLOWCHART~ FOR 

SEQUENTIAL BATCH LEVEL OF AUTOMATION 
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S'l'A'rlSTlCAL Rr;1-'OR'!'1NCi 
MODULE CONCEPTUAL DESIGN 

MOOUL£ IDENTIFICATION MODULE UIE 

KS-1-702 
MODULE rURrOlE 

STATISTICAL REPORTING TO OUTSIDE AGENCIES 
UYlL OF AUIOIlATllH 

Sequential Batch 

To prepare reports for fili d 
for the Judici . ngs, ispositions, judicial assistancej and condidon of calendar 

al Counc~l and the Bureau of Vital Statistics • 

UODULE FLO; 

I 
'- --, 

I 
I 
I 
I 

CD I 
I CD 

CD _J 

~ODULE "AlA4T1n 

CD Each of the case following modules provide case 
statistics as a result of the case master file 
aging and purging process. These statistics are 
summarized monthly on three files for reporting 
the following: 

filings and dispositions by case type 

judicial assistance 
disposition floW for civil and vel'Hied 
complaints case categories. 

Statistics are retained by month on a statis
tics history file for the determination of trends. 

f2'1 Th summary data on the statistics history file 
\:J e e filing and disposition reports 
~~ru~~~ 1~di~~;~rCouncil and the Bureau of Vital 
Statistics. 

Ci)The condition of calendars as well as disposi-

tion flow for verified complaints and civil cases 
is retained in a history file by month. The dis
position flow data includes all significant court 
events for those cases disposed of in the current 
month. This permits the tracing of events leading 
to disposition and the effects of court proceedings 
upon disposition. The condition of calendar report 
required by the Judicial Council is produced at 

: t:his tim ... 

leD Elich month the CO~l.t a.dministrator prepares a 
. report of judicial assistance days by tallying 

stipulatiC'ns for pro tern judges, accumulating s,er
vice of assigned judges" and sum service of perma-
nent referees a.nd commi~sioners. . 
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STA~ISTICAL REPORTING 
MODULE CONCEPTUAL DESIGN 

IIIOULE lorHrI'/CArlOH 

KS-2-712 INTERNAL STATISTICAL REPORTING 

LUlL 0' AUTDIIATIOIC 

Sequential Batch 

analysis and improvement of internal operating 
To prepare supplemental statistical reports for 

practices and procedures. 

IIfDULl r.IUUlV£ 

CI)AnnUallY, filing and disposition statistics are j 
summarized for the year and by department, The : 
output reports include statistics for tho five pre-: 
ceding years, and the statistics history master : 
file is updated by aging the annual history. 

(!)The annual reports are used to project trends 
to establish guidelines for maximum cases to be 
set on a given day for those types of hearings set 
by counter clerks. In addition, the projections 
provide a basis for budget preparation. 

(!)calendar conditions and disposition flow trace 
reports are annually prepared from the history 
file. 

~The disposition flow traces the events which 
lead to the final disposition of cases. (Statis
tics of this type are often referred to as a 
"disposition tree"), Analysis of disposition flow 

results in case setting criteria accurately 
reflecting the extent of and reasons for disposi
tion prior to trial. 

(!) The court administrator reviews trends in 
filings, calendar ~ondition and disposition flow 
to identify problem areas and potential solutions. 
In conjunction with the presiding judge, the 
Master Department schedule and local rules of 
court are revised as appropriate. 
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APPENDIX L 

DOCUMENT AND AUTOMATED FILE DESCRIPTIONS _ . 
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FUNCTION 

Case Following 

DOCUMENT FILE PESCRIPTIONS 

FILE NAME APPLICABLE ORGANIZATION 
LEVEL OF 

AUTOMATION 
M S 0 

Case File X X X Case No. 

Open Citation File X X X Filing Da te/ 
Citation 
No. 

Closed Citation File X X X Oisposi tion 
Date/ 
Citation 
No. 

Appearance File X X X Appearance 
Data 

Suspense File X, xix Lowor Court 
Case No. 

No-Complaints X X X Arrest No. 
Suspense File 

Juvenile Open X X X Filing Date/ 
cHa tion File Citation 

No. 

Juvenile Closed X X X Disposition 
Ci ta tion File Date/ 

Citation 
No. 

Juvenile Index File X Name 

Index File X X Plaintiff 
and/or 
Defendant 
Name 

Register of Actions X Case No. 
(card) 

Register,of Actions X X Case No. 
(Microjacket) 

Attorney Case File X Attorney 
Name 

L-l 

DOCUMENT APPLICABLE MODULES 
TYPES 

Case Fol- CM- 1-012 CM- 9-042 CM-13-182 
ders CM-16-301 C1I-17-132 CS- 1-022 

CS-II-052 CS-~0-142 CO- 1-032 
CO_11_062 CO-1~-091 CO-20-152 
OM_ 1-013 DM- 4-042 DM- 7-101 
OM- 8-134 DM-10-301 DS- 1_023 
OS- 6-052 OS-11-144 DO- 1-033 
DO- 6-062 00-11-154 E1I- 1-014 
EM- 6-043 EM-I0-135 EM-13-301 
ES- 1-024 ES- 7-053 ES-I0-145 
EO- 1-034 EO- 7-063 EO-IO-lS5 
FM- 1-015 FM- 6-044 FM- 8-136 
FS- 1-025 FS- 7-054 FS-I0-146 
Hl!- 5-411 HS- 6-422 l1S- 5-412 
HO- 5-413 HO- 6-423 J~!- 2-611 
JM- 4-621 JM- 6-631 JS- 2-612 
JO- 2-613 

Citations AM- 1-011 AM- 3-041 AM- 4-131 
and AM- 8-161 AM- 9-101 AS- 1-021 
Packets BM- 1-011 BM- 7-071 BM-1O-131 

BM-13-101 BS- 1-021 8S- 7-051 
BO- 1-031 HM- 1-401 HS- 1-402 
HO- 1-403 

Citations AM- 1-011 AM- 3_041 AM- 4-131 
and AM- 8-161 AM- 9_101 AS- 1-021 
Pack6!ts AS- 6-141 BM- 1_011 BM-I0-131 

BM-13-101 BS- 1-021 8S-13-141 
BO- 1-031 BO-I3-151 JM- 2-611 
JS- 2-612 JO- 2-613 

Citations AS- 1-021 BM- 8-041 BM-I0-lSI 
and BS- 1-021 BO- 1-031 OM- 1-013 
Pack6!ts DM- 4-042 DS- 6-052 00-<6-062 

FM- 1-015 FM- 6-044 FS- 1-025 
FS- 7-054 

Case CM- 1-012 CM-17-132 CS- 1-022 
Awaiting CO- 1-032 
Filing 
of an 
Informa-
tion 

Bail CM- 1-012 CM-17-132 CS- 1-022 
Slips, CO- 1-032 
Bonds or 
RElleases 
Awaiting 
Filing 
of 
Com-
plaint 

Citations B1\- 3-211 BM- 7-071 BM-13-10I 
and BS- 9-221 BO- 9-231 
Packets 

Citations BM- 3-211 BM-13-101 BS- 9-221 
and BO- 9-231 
l?ackets 

Index mr- 3-211 BM- 7-071 
Cal,"ds 

Index A1!- 1-011 A1I- 4-131 AM-lO-071 
Cards BM- 1-011 B1I- 7-071 BM-lO-l3I 

BM-13-101 C1I- 1-012 CM-14-071 
CM-17-132 D1I- 1-013 DM- 6-071 
011- 8-134 EM- 1-014 EM- 8-072 
EM-I0-135 ES- 1-024 FM- 1-015 
FM- 8-136 FM-IO-072 FS- 1-025 

R/A Cards CM- 1-012 CM- 9-042 CM-13-182 
CM-16-301 CM-17-132 DM- 1-013 
DM- 7-101 D1I- 8-134 DM-I0-301 
EM~ 1-014 EM-10-135 E11-13-301 

Micro- cs- 1-022 CS-20-142 CO- 1-032 
film of DS- 1-023 DS-11-144 00- 1-033 

! Case DO-ll-154 ES- 1-024 ES-I0-145 
Docu- EO- 1-034 EO-I0-155 
ments 

Attorney EM- 1-014 EM-I0-135 
Card 



DOCUMENT FILE DESCRIPTIONS 

-
FUNCTION FILE NAME APPLICABLE ORGANIZATIm DOCUMENT APPLICABLE MODULES 

LEVEL OF TYPES 
AU'IOMATION 

M S 0 

Confidential File X X X Cas~ No. Confiden- EM-9-l02 ES-9-1l2 EO-9-l22 
tial 
Question-
naire 

Purge List Book X X Case No. Purge List ES-lO-14S EO-lO-lSS 

Judgment Book X X Book No./ Microfilm ES-l-024 EO-l-034 
(Microj acket) Page No. of Judgment 

I 
Judgment Book X Book No./ Copy of EM-l-014 EM-lO-13S 

Page No. Judgment 
1 

Exhibit File X Release Exhibit CM-lS-30l DM-lO-30l EM-S-043 
Date List EM-13-30l 

Sealed Register X X Case No. Microfilm DS-l-023 00-1-033 
of Actions of Cass 
(Microjacket) Documents 

r-" .. 
Historical Case File :It X 'X Case No. Al1cro:U.J.m CA1-l7-l3~ \.;S-20-l42 CO-20-lS2 

of Case 011- 1-013 01\- S-134 DS-11-l44 
Material DO-ll-lS4 EM-lO-135 ES-lO-14S 

EO-lO-l,5 FM- S-13S FS-lO-14S 

Historical Index X X X Plain ti ff or 11icrofilm AM-4-l31 BM-IO-13l CM-17-l32 
File Defendant Index CO-17-09l DM-S-134 EM-lO-13S 

Name FM-S-13S 

Historical Judgment X Book No./ Microfilm EM-lO-13S 
Book (Microfilm) Page No. 

Calendaring Calendar Master File X Appearance Calendar HM-1-40l HM-S-4ll HM-S-42l 
Date Cards 

Notice History X X Notice Date Notice of HS-S-4l2 HO-5-4l3 
Appearance 
List 

Jury Services Potential Juror File X X Juror No. Juror IM-1-50l IM-2-Sll IS-l-502 
Packet or 
Juror 
Status 
Cards 

Qualified Juror File X X Juror No. Attendance IM-2-S11 IM-3-S2l IS-3-Sl2 
Cards, IS-7-S32 
Summons 

Disqualified Juror X Juror No. Juror Sta- IS-3-Sl2 IS-7-S32 
File tus Cards 

Exempt File X Voter Regis Juror Affi- 1M-I-SOl IM-2-511 
tration No. davits 

Undeliverable Juror X X Juror No. Juror IM-2-S11 IS-3-Sl2 IS-7-532 
File Packet or 

Juror Sta-
tus Cards 

Non-respondent Juror X Juror No. Attendance IM-2-S11 IS-3-5l2 
File Cards, 

Summons or 
Juror Sta-
tus Cards 

Twice Non-respondent X Juror No. Juror Sta- IM-2-Sll IS-3-5l2 
File tus Cards 

Scheduled Juror File X X Da tii; Juror Attendance IM-3-52loIM-S-S3l IS-4-S22 
No. Cards IS-7-S32 

Postponed Service X Date/Juror Attendance IS-4-522 IS-7-532 
File No. Cards 

Completed Service X Juror No. Attendance IS-7-S32 
File Cards 

Financial Accounting Files X X X Date Financial JM-l-SOI JM-4-S2l JS-l-S02 
Accounting Reports, JO-l-S03 

Deposit 
Slips,Cash 
Register 
Rec~ipts 

Open A/R File X X X Account No. A/R Setup Dlll-S-l34 J],I-2-S11 JS-2-Sl2 
and Agree- JO-2-Sl3 
ment Forms 

Open Trust X Name Trust Con- JM-4-S2l JAI-S-S3l Accounting File trol Carus 
Warrant Register X Warrant No. Warrant Jr.!-S-S3l 

Copy 
Account Cross X Debtor Name A/R Setup JM-2-S11 Reference File and Agree-

ment Forms 
Statistical Statistics History X Month Monthly KM-1-70l KM-2-7ll 

Reporting Reports 
Case 
Material 

L-2 

"'1'. 
i 
i 
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, , 
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FILE TYPE 

Master 

Transaction 

AUTOMATED FILE DESCRIPTIONS 

FILE NAME FILE 
ORGANIZATION 

Citation Master File Date/Citation No. 

Criminal Alaster File Case No. 

Civil Master File Case No. 

Juvenile Master File Case No. 

Purge ControJ. File Case No. 
Cross Reference XREF Element/ 

Mastr.:r File (1 for Case No. 
each category) 

AIR Master File Account No.1 
Case No. 

Disbursements Warrant No./ 
Master File Case No. 

Trust Account Account No./ 
Master File Case No. 

Juror Master File Juror No. 

Bail Schedule Master Violation Code 
File 

Juror Disqualified/ Voter Registration 
Exempt File No. 

Attorney Master File Attorney Bar No. 

Calendar Master File Date/Case No. 

Department Schedule Date/Department No. 
Master 

Statistics History Case Category/Dept. 

Calendar and Dispositions/case 
Disposition History Category 

Transaction NOTE: The organiza-Citation tion of transaction File files depends upon 
the reports to be 

criminal Transaction produced or master 
File file to be updated. 

Civil Transaction 
File 

Juvenile Transaction 
File 

cross Reference 
Transaction File 
(1 for each case 
category) 

Disbursements 
File Transaction 

Bail Schedule 
Transaction File 

Juror Payroll 
Transaction File 

Attorney Workload 
And Notices 

L-3 

---, 
ON-LINE APPLICABLE MODULES 

ACCESS 
MODE 

SEQ RAN 

X AS-1-02l AS-S-14l BS-l-02l 
BS-9-221 BS-13-l41 BO-l-03l 
BO-7-061 BO-9-23l BO-13-lSl 
HO-6-423 

X CS-I-022 .CS-19-321 CS-20-142 
CO-l-032 CO-17-09l GO-20-152 
HO-6-423 

X ES-I-024 ES-I0-145 ES-11-32l 
EO-I-034 EO-I0-lSS EO-11-331 
HO-6-423 

X DS-l-023 DS-lO-1ll DS-11-144 
DS-13-32l DO-l-033 00-10-121 
00-11-154 DO-13-33l 110-6-423 

X ES-lO~145 EO-I0-lS5 

X AS-9-0S1 BS-12-OS1 BO-l-031 
BO-9-'23l BO-12-091 CS-17-0S1 
CO-I-032 CO-17-09l DS-9-0S1 
00-9-091 ES-S-OS2 EO-I-034 
EO~S-092 FS-8-082 HO-1-403 
HO-5-413 

X JS-2-612 JO-2-613 

X JS-S-632 

X JS-1-602 JS-4-622 JO-1-603 
JO-4-623 

X 1S-1'-S02 1S-4-S22 1S-7-532 
IS-9-542 

X BS-15-251 BO-I-031 BO-lS-261 

X IS-1-502 1S-7-532 IS-9-S42 . 
X HS-S-412 HO-1-403 1I0-6-423 

X HS-6-422 HO-1-403 HO-6-423 
HO-8~433 

\ X HS-6-422 HO-6-423 

X KS-1-702 KS-2-712 
X KS-1-702 KS-2-712 

X AS-1-021 BS-1-021 B8-5-191 
BS-9-221 BO-1-031 BO-S-201 
BO-9-231 

X CS-l-022 CO-I-032 

X ES-1-024 EO-I-034 

X DS-I-023 00-1-033 

X AS-1-021 AS-9-081 BS-I-021 
BS-12-081 BO-l-031 BO-9-231 
C8-1-022 CS-17-081 CO-1-032 
DS-1-023 DS-9-081 00-1 -033 
DO-9-091 ES-I-024 ES-S-082 
EO-I-034 EO-S-092 FS-I-025 
FS-8-082 

X J8-4-622 JS-S-632 JO-4-623 
JO-5-633 

X BS-1S-251 BO-lS-261 

X IS-7-532 JS-S-63l! 

X HS-5-412 HS-6-422 HO-S-413 
HO-6-423 
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FILE TYPE 

Interface 

Interagency 
Communication 

FILE NAME 

Report Interface File 

Notifications 
Interface File 

Statistics Interface 
File 

Accounting Interface 
FUe 

Calendaring Interface 
File 

Not Guilty Interface 
File 

Condition of Calendar 
Interface File 

Bureau of 1dentifica-
tion 8715 File 

DMV Driver History 
Response File 

DMV Driver History 
Request File 

DMV Abstracts File 
(Abstract Releases) 

voter Registration 
File 

Vehicle Registration 
Request File 

Vehicle Registration 
Response File 

Warrant Interface 
File 

AUT01~TED FILE DESCRIPTIONS , 

FILE ON-LINE 
ORGANIZATION ACCESS 

MODE 
SEQ RAN 

NOTE: The interface X 
files have the same 
organization as the 
master files they 
update. 

X 

X 

X 

X 

X 

X 

CIl NO. X 

Drivers Lic. No. X 

Drivers Lic. No. X 

Drivers Lie. No. X 

Voter Registration X 
No. 

License No. X 

License No. X 

Warrant No. X 

APPLICABLE MODULES 'ai> -

BS-1-021 BO-1-031 CS-1-022 
CO-1-032 ES-1-024 EO-1-024 

AS-6-141 BS-1-021 BS-14-l11 
BO-1-031 BO-14-121 CS-I-022 
CS-1B-l11 CO-I-032 CO-IB-121 
ES-I-024 ES-9-112 EO-I-034 
EO-9-122 
AS-6-141 BS-13-141 BO-13-151 
CS-20-142 CO-20-152 DS-I0-lll 
DO-10-121 ES-I0-145 EO-10-155 
FS-B-OB2 1S-9-412 KS-1-702 
AS-I-021 BS.·I-021 BO-1-031 
CS-I-022 CO-I-032 DS-I-023 
DO-1-033 ES-I-024 EO-I-034 
JS-1-602 JS-2-612 JS-4-622 
JO-4-623 JO-1-B03 JO-2-B13 

CS-I-022 CO-1-032 DS-1-023 
DO-I-033 ES-I-024 EO-I-034 
HS-6-422 HO-6-423 --AS-1-021 BS-I-021 BO-I-031 
CS-1-022 CO-I-032 
HS-6-422 HO-B-423 KS-1-702 

CS-1B-lll CO-18-121 

BS-I-021 BS-5-191 BO-I-031 
BO-5-201 
BS-5-191 BO-5-201 -.-i 

APPENDIX M 

BS-14-111 BO-14-121 AUTOMATED FILES DATA ELEMENT LIST 

IS-1-502 

AS-6-141 AS-7-171 

AS-B-141 AS-7-171 

AS-8-111 BS-14-111 BO-14-121 
CS-1B-lll CO-IB-121 DS-I0-111 
DO-1l-154 

L 
II 

iJ ", 

(} 
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DATA ELE~IENT NAME 

CASE DESCRIPTION 

\ 
1 

!!:: 
I .... . 

CASE IDENTIFIERS 

County 
Court/Branch 
Case Category/Type 
Filing Date 

Case No. 

No. Defendants/Plain-
tiffs/Parcels 

Defendant/Plaintiffs/ 
Parcel WOo -

CRIMINAL CASE 
DESCRIPTORS 

Complaint Status Code 
Charge/Violation Code 
}i'elony Indicator 
Priors Violations 
Citing Agency 
O:t:ficer No. 

Beat No. 
Citation No~. 
Speed Zone MPH 
Actual Speed 
Max. Gross Laden Wt. 
Actual Gross Laden wt • 

Auto License State 
.Auto License No. 
P:uto Make 
Auto Registration No. 
Auto Year No. 
Violation/Aced. Date 

1')' 

J 

ELEMENT 
DESCRIPTORS 

m W tl c W CD aJ C 
.c .... ...... 0 
+> '" 1-<0 
1:0 S :> sc 
C I-< tl d 
~. 0 U'H.c 

I>< 0 ........ 

2 N 
3 N 
2 AN 
6 N 

5 N 

2 N 
2 'N 

1 N 1 
7 AN 10 
1 N 
7 AN 10 
2 AN 
2 AN 

3 AN 
8 AN 
3 N 
3 N 
5 N 
5 N 

2 AN, 
7 AN 
4 AN 

10 AN 
2 AN 
6 N 

() 

, 

a> .-< ..... 
cr.. 
0 ........ 
+>aJ "' .... +> 01' .... '" 0;:;; 

X 
X 
X 
X 

X 

X 
X 

X 
X 
X 
X 
X 
X 

X 
X 
X 
X 
X 
X 

X 
X 
X 
X 
X 
X 

I :, 

W .... ..... 
.... r.. 
'" C ... .... W 
s .... 
""'01 ... '" 0;:;; 

X 
X 
X 
X 

X 

X 
X 

X 
X 
X 
X 
X 
X 

X 
X 
X 
X 
X 
X 

X 
X 
X 
X 
X 
X 

»\ 

~ I', 

aJ .... . ", 

r.. 
M .... CD 

..... +> 
> 01 .... d 
0;:;; 

X 
X 
X 
X 

X 

X 
X 

t; 

;'J 

,~~'. 

R ~ 

W 
tl 
C 
waJ a> aJ .... M .... .... ..... a> ..... ..... 

WI>< ~r.. r.. .... a: M . ", .. ... C CD m CD aJ 
CD"" m+> .... 
> 01 001 a: 01 
:> '" I-< d '''' ...,;:;; 0;:;; «;:;; 

X 
X 
X 
X X 

X X X 

X 
X X 

X X 
X X 

X 
X 
X X 
X 

X 
X 
X 
X 
X 
X 

X X 
X X 
X 
X 
X 
X 

~::~.' _';:A ::.,~~~." _:~.:.~; •• ~.;~::;."':: :~, .. -=::,:: 

L.~ 

,~ 

J ,,~ 

DATA ELEMENT LIST 

MASTER FILES 

m +> aJ .., c .-< c a> :> a> a> :> a> a> .... 0.-< .... '0 .... s ..... u·", ..... a>.'" aJl>< ur.. r.. .cr.. m « tl ...... ... ... "' ... :> CD ..,aJ I-< aJ CD 
.0 .... m .... o+> ......, 
Ulm :> III ... 01 ..... 01 
.... '" ... '" :> '" '" '" c::l;:;; 8;:;; ~== Ill;:;; 

X X 

X 

o 
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DMV TRANSACTION DATA 

I Abstract Item 
Identification 4" AN 
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FILING STATISTICS 

Current Count by I 
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Prior Year's Count 8 N 5 X 

DISPOSITION I 
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Current Count by 
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1/ NOTE: The number of case types multiplied by the number of m?nths will determine 
- ---- the number of occurrences of each of the above stat~st1cal elements in the I 

statistical file. ! I 
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PRIORS LIST DOCKET PACKET 

DEFENDANT NAME /DRIVERS LICENSEICITATION NO. 
SMITH DONALD PHI L LIP A0682043 643001 A 

ADDRESS IBIRT,HDA~E I SEX HT.I WI. I EYES HAIR JLlC. CLASS 
2431 W CANFIELD 

610 0 1 6 5 FRESNO CAL I F 93105 D 1:0 7i5 3 M HAZEL B LON 3 
ITEM YIOL. DATE CONV.OATE SECTIONS VIOLATED Dn ACC. LOC. STAT. DISPOSITION COS FIB AM JAIL LOCATION 
A C C o 1:29170 I , F RES N 0 
A B S T 0612 1:7 1 1 liD 417 0 2 2 650 VC C G R 010 1 0 2 0 0 
A B S T o 1: 1 417 1 0210 BI7 1 2 2 3 5 0 V C G 1 0200 
ABST 11111170 02,03:71 23109 V C G 1 0 2 0 0 
A B S T 11'23170 021OBI71 2 2 350 V C G 10200 
A B S T 01:14:71 0210 B:7 1 22350 • V C C G ! 1 044 0 I I 1 , 

C 0 U R T S U.S P 090 D A I I I I I 

CURRENT OMV ADM. ACTIONS IN EFFECT 
NONE T 0 REP 0 R T 

, 

P.A. ELIGIBLE NOT ELIGIBLE PRIORS MAICH I'RluR~ P.A. TOTAL 
CUR R E N T V I 0 L A TID N ( S ) 
o 1 081 272 2 2 3 5 0 VC 20.00 o • DO 20.00 
ELI G. P RIO R VIOL.(S) 
o 1 042 1 7 2 2 240 0 V C 4 . 0 0 o • 0 0 4 . 0 0 
02 011172 22 3 5' 0 V,c 4 . 0 0 6 . 0 0 1 0 . 0 0 

9 . 0 0 9 . 00 
MANDATORY APPEARANCE REASONS IF REQUIRED TOTAL 

-- 43,-~ 
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TRAFFIC DEPARTMENT 
FRESNO MUNICIPAL COURT 
P.O. BOX 729 COURTHOUSE 
FRESNO, CALIFORNIA 93712 

COURTESY NOTiCE
u

/ 

YOU HAVE BEEN CITED FOR A MOVING TRAFFIC VIOLATION, 
CITATION NUMBER 0127627 DATED 09/18/72 
TO SETTLE THIS CITATION, 
YOU MAY SEND IN BAIL IN THE SUM OF $24.50, OR APPEAR IN 
THE ABOVE COURT AT 8:45 AM OR 1:45 PM ON TUE. THROUGH 
FRI., EXCEPT HOLIDAYS 
IF YOU HAVE NOT RESPONDED TO JHIS NOTICE WITHIN ELEVEN (11) DAYS 
FOLLOWING THE DATE OF YOUR CITATION A WARRANT MAY BE ISSUED FOR 

,YOUR ARREST (VC 4050Ba). 

PLEASE RETURN THIS NOTICE 
WITH PAYMENT IN ENCLOSED 
ENVELOPE OR BRING NOTICE 
WITH YOU IF YOU PREFER TO 
APPEAR IN COURT. 

DO NOT SEND CASH 

TO: SMITH WALTER E 
5042 E HAMPTON 
FRESNO CA 
FRESNO MUNICIPAL COURT 0542613 
P.O. BOX 729 COURTHOUSE 
FRESNO, CALIFORNIA 93712 

S 
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LINE DEFENDANT'S CITATION 
NO. DEFENDANT'S NAME BIRTHDATE NUMBER 

00001 ADAMS, MICHAEL 01/22/52 453687 

00002 ADAMS, RICHARD 09/16/43 486187 

~ 
to> 

01001 SMITH, ADAM A. 07/14/36 026052 

_'-_"":"':_' ".~' ,,:,::,,_.~' ._'~~~:~.;..:.~ ....... ,;...."~.-_:._-.- -•. <--.,",>~......,_ ................ ~'':'-r"'"''-

, 

I 

MUNICIPAL COURT 

TRAFFIC DIVISION REPORTING SYSTEM 

INDEX AND STATUS OF ACTIVE CASES 

NEXT 
. FILING SECTIONS APPEAR 

DATE VIOLATED FINE/BAIL STATUS DATE 

'09/1(-;/72 21651+ 19.50 OPEN 

09/17/72 12951 MAND. APR. CT. TRL. 11/01/72 

09/15/72 22406 32.00 OPEN 

LAST 
MAINTENANCE 

DATE 

09/27/'/2 

09/28/72 

09/26/72 

** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 
** 

J 
- ~ 

DATE 10/03/72 

PAGE 0001 

CITATION CROSS REFERENCE 
CITATION LINE 

NUMBER NO. 

026051 

026052 

453687 

481687 

) 

\ 

03051 

01001 

00001 

00002 
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MUNICIPAL COURT 
ENT ITLEMENT PRELIMINARY HEARING MINUTE ORDER AND DOCKET ENTRY 

IFILING DAT~I PROSECUTOR ?£O,PLE vs. JONES o"5!/t:> 17). PP.4 WILL/rJ/-fS I PROSEC. CASE N0'1 COURT CASE NO. 
'?-(P/O II riO 7~/O/)S I!:FENDANT CUST ATTORNEY CHARGE CHARGE CHARGE CHARGE CHARGE CIIABGE 

()I :Jtwt:.s, uJ/U-1.4H ~'l PV~:70HIlISO.u_H );§5b~~~IDIS SECTION lOIS SECTION lOIS SECT I ON 10 IS SECTION lOIS SECTION lOIS 

I J I I I 1 I 

I I I I I I I 
J I I I I I I CURRENT APPEARANCE 

NEXT APPEARANCE 
DATE !I DEPT I, TIME EVENT IJUDGE .IREPORTER REQUESTOR 1 EVENT I DATE SET REASON I DEPT I TIME o~:/1:U 101 /0100 ?!<eLIIi IfAN.sG~ R .5IWCIl£2, C; 

COURT ACTION 
ACTION 1 JAIL 1 J A I L SUSP'I"ROB. CODES 
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1 POST ING 1 D~TE I -I POSTEE/AGENT 1 VAll OAT ION/BOND NO. 

.. 
d 
a:::: 
a 
u 
w 
a:::: 

I-
a:::: 
::J 
a 
u 
I-
:z 
w 
:z 
« 
::E 
a:::: 
w 
0-

« 
en 

I-
:z 
w 
::E 
::J 
u 
a 
Cl 

en 
::I: 
I-

>-a 
a:::: 
I-
en 
w 
Cl 

I-
0 
:z 

0 
Cl 

MOTIONS - ORDERS 
-Dn motion of Deputy District Attorney, the Court orders this matter be and It Is hereby dismissed In the 

interest of justice in that the corpus del icti cannot be establlshed. _____________ _ 

--At request of --_________ , this matter Is continued to ... (See calendar setting.) 

------Defendant not appearing for and said non-appearance being without sufficient 
excuse, Court orders the defendant's ••. 

-- release on his own recognizance be revoked; and a bench warrant be Issued in the sum of $ ___ _ 

-- bail forfeited, and a bench warrant issued in the sum of $ ___ _ 

----.For held to answer, pl9a to PC 17 and change of plea, see other side. 
--.-Witnesses excluded 011 motio'n of ________________ __ 

PROCEEDINGS: 
WI tnesses: 

1. 
2. __________________________ __ 

3. ____________ ~-------------

4. 
sworn bnd testified on behalf of the people. 

1. _________________________ __ 

2. 
3. 

4. 
sworn and testlf led on behalf of the defendant. 

---People rest. 
~ubmitted (with - without) argument. 

------Matter taken under advisement. 

STIPULATIONS - MOTIONS: 

Exhibits: 
1. _______________ ___ 

2. ___________________________ . _____ _ 

3. ______________________________ __ 

4. 
admitted on behalf of the people. 

A. _________________________ _ 

B. C. ____________________________ _ 
D. _________________________ __ 

admitted on behalf of the defendant. 

__ ,.Defendant rest. 

CALENDAR SETTING , (and with the consent of defendant) this matter Is cont Inued 
At the request of -------_=======---.--------- M. In Dept. No. at to Defendant remains __________ _ 

(Indicate long or shart) 
Take of f co lendar ------------------

CERTIFICATION OF THE COURT CLERK 
If the foregoing to be 

l~'~d~o~h:e~re~b~Y-C~e~r~t~y~~~~::~::::::::::::~~f:::::::::: ________________________________ ~ 
had on this date, N-4 

a true and correct copy of the proceedings, as Indicated by my Initials, 

.. -----------
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CASE NUMBER 

FILING DATE 

DATE TIME 
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CALENDAR CARD l 
(Manual Level Modules) 

DEFENDANT NAME CHARGES ATTDRNEY ARREST DATE I ARREST NUMBER 

RELEASE STATUS PHOt-:E 

CASE SETTING HISTORY 

DUTCOME 
DEPT REASON FOR SETTING REQUESTOR 

ACTIOH REQ REASON 
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CASE NUMBER A 

52959 

: 53172 

53173 

53174 

53175 

53176 

,~ ~ 
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RREST NUMBER 

41339 

6F5492 

41062 

41112 

24135 

25048 
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MUNICIPAL COURT - ARRAIGNMENT CALENDAR 
MARCH 5, 1972 
DEPARTMENT I 

DEFENDANT/CHARGES RELEASE STATUS ATTORNEY 

SUNDBERG, EDWARD OR TOMITA 
11500 H & S POSS. 
11910 H & S POSS. 

DANGEROUS DRUGS 

SHOULTZ, RONALD A. IN CUST BEASLEY 
288 PC LEWD/I ASCI-

VOUS CONDUCT 

MC COMB, CRU.ARICH IN CUST DAVIES 

459 PC BURGLARY - 2 

RIGDON, REGINALD IN CUST PD 
459 PC BURGLARY 

11910 H & S POSS. 
DANGEROUS DRUGS -

11530 H & S POSS. 
MARIJUANA 

23103 VC MISD. 
148 PC MISD o 

182.1 PC CONSPIRACY 
TO COMMIT BURGLARY 

BOYCE, ELLA MAE BAIL HANFORD 

4148 B & P MISD. 

FEARS, MARGARET IN: CUST PD 

470 PC CHECK FORGERY 
PASSED ONLY 

470 PC CHECK FORGERY 
PASSED ONLY 

470 PC CHECK FORGERY 
PASSED ONLY 

-_._ .. -

~ 
I 

i 
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CIT. 
AGENCY 

1 

1 

1 

1 

1 

1 

Jt,~'C;"~'i:t·~ 

_1 ! 

J ~ J 

ARREST DATE I Fill NG DATE 

6/21/72 - 6/23/72 

6/20/72 6/23/72 

6/22/72 6/23/72 

6/21/72 6/23/72 
; 

6/23/72 6/23/,(2 

6/20/72 6/22/72 
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CASE NO.: D1072l051l 

ENT ITLEMENT: Jones v Jones 

CASE TYPE: Family Law 

DATE TIME DEPT 

8-16-72 9:00 A 

8-31-72 9:30 A 

9-27-72 9:30 , A 

10-16-72 1:30 A 

I 
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{Sequential Batch and On-I ine Modules} 

DATE OF DATE OF APPEARANCE: 10-16-72 PURPOSE: Modificatfon Of Award 

JUDGE: M. Johnson 

PTNR ATTY: Miller. M. RSPN ATTY: Cooper J. 

REASON FOR SETTING REQUESTOR OUTCOME 

OSC Hearing . Petitioner Order Made 

Hearing On Petn Petitioner Continuance ~ Respondent, 
Attorney Conflict 

Hearing On Petn Petitioner Interlocutory Awarded 

Modification Of Award Respondent 

I 

. 

! 

I 
- -
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FILING TYPE NO. PRTYS 
L1TIGANT'S NAME CASENUMI3ER DATE CASE DEF PLNT 

ADAMS. JOHN P107201445 09-15 PI/PD 01 02 

ADAMS, WILSON P107204317 06-12 PI/PD 01 04 

ADAMSON, KYLE P107205116 08-10 PI/PD 03 03 

AKER CORPORATION P107205118 12-09 PI/PD 01 01 

}.KER CORPORATION P).07205119 07-23 PETITION 01 01 

ALINE, WILLIAM P107206214- 10-13 

AMKIE, DAVID P107206515 08··14 

AROWSON. LEE P107203141 11-09 
Z 
I 
ex> ARTHUR CORPORATION P107204215 07-18 

ARTHUR CORPORATION P107204216 04-15 

ARTHUR CORPORATION P107204217 06-14 

ARTH.UR CORPORATION P107204314 10-13 

ARTHUR CORPORATION P107204315 11-19 

ARTHUR CORPORATION P107205161 05-28 

ARTHUR CORPORATION P107206171 07-04 

BRANCH, CLIFFORD 1'107205321 10-17 

BRANCH CORPORATION C107204411 01-10 

BRANCH CORPORATION C107204412 11-13 

BRANCH CORPORATION C107204413 09-19 

BRANCH CORPORATION C107204414 10-13 

BRANCH CORPORATION CI07204415 12-04 

CARSON, JOHN TI07206117 06-14 

ADAMS TO CARSON 

", 

~ ~-'} r'-- -"'- "';;, , 

I 

SUPERIOR COURT 

CIVIL INDEX OF FILInGS FOR 1972 

PLAINTIFF'S INDEX 

ATTY * NO. * LITIGANT'S NAME 
* 

01201 * COLBERT, CLAUDE 
* 

12361 * DURKEE, EMMA 
* 

56785 * DORSTON CORPORATION 
* 

34862 * DORSTON CORPORATION 
* 

45907 * 
* 

DORSTON CORPORATION 

98320 * 
* 

DORSTON CORPORATION 

78542 * DRAKE & LILLY CORP 
* 20398 * 
* 

DRAKE & LILLY CORP 

74083 * DRAKE & LILLY CORP 
* 

23501 * DRAKE & LILLY CORP 
* 

38620 * DRUCKER, LYLE 
* 

18920 * 
* 

13828 * * 
49381 * 

* 
63928 * 

* 
54290 * 

* 
32964 * 

* 
86264 * 

* 
24395 * 

* 
75429 * 

* 
61921 * 

" 14390 * 
* 
* COLBERT TO 
* 
* 

COLBBRT TO DRUCKER 

1 

I 

FILING TYPE 
CASE NUMBER DA'fE CASE 

T107203022 10-14 PETITION 

P107204116 10-17 PI/PD 

C107202271 8-14 OTH. CMPLT 

C107206324 

~ 
C107205981 

C107204890 

C107203654 

C107202655 
) 

C107201711 

C107201117 

C107206134 

nATE 12/17/72 

PAGE 0001 

NO. PR'l'YS ATTY 
DEF PLNT NO. 

02 01 56785 

03 04 18920 

05 04 13828 
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JUROR SERVICE CARD 
(MANUAL LEVEL OF AUTOMATION) 

FRONT 
r MUNICIPAL ~OURT - JUROR SERVICE CARD 

\. 

NAME 

SADLER. 'vV//..L/f)H C 
LAST NAME 

ADDRESS 
308;1.. CR.ESr RD. APT. 11=3 j 

STREET ADDRESS AND APT. NO. 

EXEMPTIONS 
TEMPORARY 

JUDGE NOT AVAILABLE: 

.2 IS-
MO DAY 

MO DAY 

UJ 
OM 
o 
U~ 

< 
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I- 0:: 
- I-
> 
I- "" U 
<~ 
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__ 1. 

TO f IS" ---2. 

MO DAY -..a. 
__ 4. 

TO __ 5. 

MO DAY -B. 

PERMANENT 

PROFESSION 
POOR HEALTH 
NON-RESIDENCE 
MINOR CHILDREN 
FULL TIME STUDENT 
OTHER 

FIRST NAME M INITIAL 

IU .. f)H£l/rJ 7L170{) 
CITY ZIP CODE 

TELEPHONE NUMBERS 
~9 8-0/lj'2 

HOME PHONE NUMBER 

587-'-I~/3 ;1.1 f, 
WORK PHONE NUMBER EXT 

MILEAGE 
3 
ONE WAY 

BACK 

'1').. 
TOTAL 
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971i./o 
JUROR NUMBER 

~O !3CJ/7~1 
SERVICE EXPIRATION DATE 

VA /'J..3 'I 
VOTER REG. NUMBER 

3 5 7/?J6/3 39! 
SOCIAL SECURITY NUMBER 

DAYS SERVED 
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JURY REPORT 

QUALIFICATION STATISTICS 

JANUARY 1, 1970 - DECEMBER 31, 1970 

FIRST MAILING 

RETURNED BY P~ST OFFICE 
NO RESPONSE, 

RESPONDED 
TOTAL AFFIDAVITS MAILED 

FOLLOW-UP MAILING 

RETURNED BY POST OFFICE 
NO RESPONSE 
RESPONDED 
TOTAL FOLLOW-UP NOTICES MAILED 

JURORS QUALIFIED FIRST NOTICE 

JURORS QUALIFIED SECOND NOTICE 

TOTAL JURORS QUALIFIED 

AVERAGE PERCENT OF JURORS QUALIFIED 

JANUARY 1970 
TOTAL 

437 

627 

3,936 

5,000 

90 

189 

348 

627 

1,424 

119 

1,543 

PERCENT 

8.74 

12.54 

78.72 

100.00 

14.36 

30 .. 14 

55.50 

100.00 

28.48 

2.38 

30.86 

JUNE 1970 
TOTAL 

495 

566 

3,939 

5,000 

78 

86 

158 

322 

1,638 

110 

1,748 

PERCENT 

9.90 

11.32 

78.78 

100.00 

24.22 

26.71 

49.07 

100.00 

32.76 

2.20 

34.96 

DECEMBER 1970 
TOTAL 

441 

768 

3,791 

5,000 

160 

59 

245 

464 

1,485 

143 

1,628 

PERCENT 

8.82 

15.36 

75.82 

100.00 

34.48 

12,.72 

52,80 

100.00 

29.70 

2.86 

32.56 

32.79 

~.~." 
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STATISTICAL SUMMARY 
FELONY CASES DISPOSED IN JULY, 1972 

I 

r-
...... 1) ..... 

amn WRY .... ~ ...... . 
a~ 

I 
CUSTODY STATUS 

100S 
I ; 

I 
NO BA IL 

3% 
O.R. 

5S 

I I 
CASH PERSoHAL 

6S 3S 

o ISNISSED 
70S 

fElONY fiLINGS 

PRELIMINARY 
WA IVED 
m 

100S 

I 

I 
BAll SET 

92S 

I 

. ................. . 
MUNICIPAL COURT . ............... . 

toos 
I I 

FELONY FiliNGS 
100s 

I 
SET BUT 

NOT MADE 
m 

I 
PRIVATE 

30S 

PRELIMINARY 
HEAR ING 

30J 

HELD TO ANSWER 
25% 

•••••••••••••••• 
SUPER lOR COURT 

"'" •••• t ........ •• 
I 

ARRA I GNMENT 
49S 

ME~N DAYS: 33.5 

I 
ACaUITED 

2S 

I 
COURT 

APPOINTED 
PRIVATE 

IDS 

REDUCED TO 
WI SoE~EANoR 

m 

DISMISSED 
5~ 

I 

I 
COUNSEL 

lor 
I 

PU8l1C 
DEFENDER 

m 

r-------------------------------'L--------,,--------------;I 
GUlLh PLEA NOT GUIlTY PLEA DISMISSED 

36S 12% IS 

I 

I 
GU IllY PlEA 

8S 

DR ISIHAL CHARGE 
IS 

I 

r-
PRE-TR IAt 

9S 

I 
o ISUISSED 

OS 

REDilCED TO 
NISOEMEANOR 

5J 

I 
NOT GU I LTV PLEA 

3$ 

TRIAL 
B~ 

MEAN DAYS: 53.2 

COURT TR IAL 
IS 

SENTENCE 
6JS 

I 

CONVICTED 
5S 

JURY TRIAL 
51 

ACoUITED 
IS 

I 

I 
PRO PER 

Ss 

1 
JUVENILE 
TRANSFER 

4% 

CONY ICTEo 
m 

PR ISDN 
12S 

I 
PROBATION 

23% 

I 
PROBATION 
AND !AIL 

m 

!A IL 
IU 

FINE 
2% 

CDWMITNENT 
IS 

N-ll 




