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Mr. Ralph N. Kleps, Director
Administrative Office of the Courts
Judicial Council of California
4200 State Building

San Francisco, California 94102

Dear Mr. Kleps:

We are submitting one hundred copies of our report on
the study of recordkeeping and operating procedures in
the Clerks' offices of the California Courts of Appeal.
This report presents our findings, conclusions, and
recommendations. In addition, supporting documentation
in the form of original working papers are provided in
buff file folders.

As agreed during the course of the study, we are also
submitting thirty sets of bound copies of the office
procedures as they were related to us by the personnel
of the Clerks' offices. For easy comparison, we have
bound the procedures for each of the five districts into
separate brochures.

These procedures were reviewed by the Clerks' offices be-
fore final typing and binding and therefore represent the
most accurate and current representation of their respec~
tive systems at that time.

We will be pleased to meet with you to review the con-
tents of this report and to answer any questions which

may arise.

Thank you for this opportunity to be of service to the
Judicial Council.

Very truly yours,
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Even though the operation of the Clerks' offices does not contribute

I. INTRODUCTION

During the past ten years, the volume of business transacted by the
Courts of Appeal has more than tripled. Many of the operating pro-
cedures date back to the inception of appellate courts sixty-five
years ago. o

While all of the courts must operate within the rules prescribed in
California Rules of Court, they are quite ‘autonomous in their internal
operations. The various offices have developed individual procedures,
forms, and records which vary more than is required by their individ-

ual needs. There is, however, a common interest among the personnel

of the Clerks' offices to deliver the highest quality of service to

the judiciary, legal counsel and litigants. From the standpoints of '
courtesy, timeliness and assistance, where it can be provided, this

service is well performed.

directly to the backlog of cases, there is a need for an overall re-
view of many practices in court administration and this includes the é
organization, methods, and procedures within these offices of the :
Courts of Appeal. :

The major recommendations made in this study are basic to a long- .
range plan to improve and modernize the administration of justice.

They also suggest some more far-reaching actions that must be taken

if our total court system is to keep pace with its growing require-

ments. For example, efficient use of modern business machinery for

data storage, retrieval and transmigsion will require a broader base

than that provided by an individual/clerk's office in the Courts of

Appeal.

There are a number of improvements which can be made independently
within each office to improve operating procedures. However, to
have the greatest impact, a coordinated plan for all offices is
needed.
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IT. SUMMARY OF RECOMMENDATIONS

This study has included a detailed documentation of all office
procedures in the Clerks' offices. Two different research tech-
niques were used to obtain the most accurate evaluation of pro-
cedures, and both techniques produced basic procedures' guide-
lines which were used for analysis. These documented procedures
were subsequently reproduced and bound for use by the Judicial
Council:

Major areas, such as filing records on appeal, were examined on

a step-by-step basis and differences noted in procedures, records,
and forms. From this analysis, we have formulated a number of
recommendations. Many of these recommendations are made in broad
terminology and will require agreement between offices, or decision
by an administrative authority, to arrive at specific requirements
for all offices to follow.

Following are the primary recommendations for improvement in the
record keeping and operating procedures in the Clerks' offices
of the California Courts of Appeal.

"
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1. Establish a central administrative authority over the Clerks'
offices of the Courts of Appeal with clearly identified lines of
authority and responsibility. The Supreme Court Clerk would be a
logical place to vest this authority. This office, in turn, would
be expected to use specialists from other sources in the State of
California to assist them. This will permit the development of
improvements on a statewide basis to provide similar standards of
service in all districts. Most of our other recommendations will
be most feasible under this system.

Each Appellate Court District Clerk now operates independently
under the guidance of the State of California Rules of Court and
the justices assigned to the district. The justices contacted
indicated that they were not concerned with how the work is per-
formed, as long as it is on time and in proper order.

2, Develop a simple, standard interpretation of the Rules of
Court as they relate to the Clerk. 'This may involve a complete
reevaluation and rewriting of the Rules to update their require-
ments in many respects beyond the Clerk's activities.

We found, for example, that although the Rules of Court are
specific as to times for filing of records and briefs, and pay-
ment of fees, there are significant differences among the dis~
tricts in their enforcement of these rules. Many of these
differences have become established through policy guidance from
the justices at some point in time. However, because the differ-
ences cause confusion in the legal community, they generate addi-~
tional work in the Clerk's office to confirm the local practice,
or to process work that might not have been needed, but the lawyer
was following procedures learned in another district. A very high
percentage of the working time is devoted to answering questions
on procedures and status of cases.

3. Establish a forms control system for both forms and records.

The type and number of records and forms maintained by the five
districts are quite different. Many informal records are main-
tained which lead to procedural differences. In most instances
where standard data is required, formats are different and addi~
tional information of varying kinds may be recorded on the same
document.
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The physical printing of the various forms is not expensive in
relation to the clerical work associated with each form. Each
form must be filled in, interpreted, mailed, filed, and stored,
Therefore, the key is to reduce the number of forms to be filled
out in accomplishing a transaction while simplifying the use

of forms.

A central forms control point for coordination and design review
is most desirable.

4. Standardize basic procedures.

Basic procedures can be standardized for all offices. This will
tend to present similar standards of service in all districts and
eliminate some of the problems of attorneys who have cases in

more than one district.. It will also assist in providing similar
requirements for appellants and respondents throughout the State.

We recognize that the justices have established policies which
can account for many differences between offices. However, in
multi~division districts, the differences between divisions in
clerical procedures are minimal. Therefore, it would appear that
differences between offices could also be minimized.

5. Establish office procedures manuals.

New employees are trained by showing them how to handle different
transactions as they occur. There is no guideline to refer to,
nor a checklist of actions to follow. For transactiouns which
occur infrequently, the deputies will try to determine if anyone
knows how to handle it (in the larger offices), or it is referred
to the Clerk for a decision.

Each employee should be fully informed regarding his duties and
responsibilities. A simple, direct, uniform manner for giving
this data to the employee is the office procedures manual.

Neuschell (Streamlining Business Procedures) states the following
objectives for manuals:

1. To force decisions on policy and procedural details.
2. To facilitate the training of clerical personnel.
3. To promote uniformity of understanding of performance.






. To spread knowledge of what is done elsewhere.

To establish the basis for control.

To preserve the experiences of the organization.

To facilitate the examination and revision of procedures.
To facilitate setting up new units.

To aid in the evaluation of jobs.

[ColNo JBEN o QU I o

6. Update and standardize the records retention program.

The development of a current records retention timetable for .court
records will reduce storage requirements and minimize handling.
Many records are classed as permanent where, in fact, there is no
further reference value. A case in point is the manifold prepared
by each district for transmitting information to the Supreme Court.
One district keeps a copy for a few weeks and then destroys it.
Another puts their retained copy in permanent storage. The Supreme
Court holds the original for five years and destroys it. In all
cases the information on the manifold is recorded in the permanent
register in the Appellate District Clerk's office and is recorded
in each of the three offices of the Supreme Court.

With specified retention requirements established, then records
destruction, and microfilming for permanent records can be more
easily evaluated. The present system of saving almost everything
as a permanent record because it is a court document is impracti-
cal from both a storage basis and the cost of microfilming to
reduce storage space.

7. Eliminate the large handwritten bound registers.

These books are cumbersome to use, expensive, and are dependent
upon handwriting quality for legibility. The primary advantage
stated is that they don't get lost.

Two alternatives are proposed. One, use 8%'" x 14" loose leaf
pages which can be typed. These pages czn either be filed flat,
or bound, for permanent storage. During preparation cf calendars
or other documents, the required pages can be batched and used at
the typewriter instead of carrying record books back and forth as
needed for each entry or transcribing in longhand and then typing.
For transmitting case status to the Supreme Court or to attorneys,
the pages can be copied on most copy machines.
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The second alternative is to use an index card system with all
pertinent entries noted on the card. The State of New York has
used this system successfully for thirteen years. (Samples of
their system are filed with the working papers for this study.)

8., Eliminate binding of documents.

If there is a continuing need for permanent storage of documents
presently being bound into large record books, they can be flat
filed like any other important papers in government and industry.
If further protection is necessary they can be microfilmed.

9. Use a card system such as Kardex for a tickler file.

This will eliminate numerous informal reminder books, . ready lists
and pending lists. It can also be used for preparing the monthly
statistical reports for the Judicial Council.

10." Establish a case processing checklist.

A checklist to be used as a guide when processing documents will
act as a reminder and a record of what has been performed. If
work is interrupted and restarted, or transferred to someone else,
it 'will save much duplication of effort in determining the status
of that document. :

11. Use postage meters to replace:the stamp drawer system.

The current system requires an inventory of stamps in multiple
denominations. In addition, there is no real control exercised
over the use of the stamps. A postage meter gives the exact
postage required in one operation, provides easier inventory con-
trol and is less likely to be used for a source of personal stamps.
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12. Establish a case record '"out card' to maintain control of
case location.

In most of the offices, judges, research attorneys, judges secre-
taries, or anyone else known to the members of the Clerk's office
can take cases from the files for any purpose. If a case record
is needed and it is not in the office, then a search is started.
By looking up the justice assignment, the persons who might have
the record are pinpointed and contacted. This procedure could be
simplified by establishing the responsibility for a record through
this method of control.

13. Develop a long range plan for court administration.

There presently is no plan for the future. To take advantage of
modern technology, there should be coordinated activity within
the entire court system. A plan for the Courts of Appeal must
include, at some point in time, cooperative ventures with the
trial courts and the Supreme Court. A long range plan will dis-
courage "hit or miss' actions, such as establishing new offices
or districts, without cognizance of the true requirements to
speed handling of cases within the judicial system.
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III. PURPOSE AND SCOPE OF THE STUDY

A. Objectives.

To meet the stated goal of determining which, if any, modern
business and management techniques and equipment can be utili=~
zed for a more efficient and economical operation of the Court
of Appeal Clerks' offices, the following were our specific
objectives:

Improvement of recordkeeping and operating procedures
in each of the Clerks' offices to provide better serv-
ices to the courts and the public at the most reason-
able cost.

Uniformity of practices and procedures of the Clerks'
offices, where practical to take advantage of economies
that can accrue from standards in forms, personnel
training, automated and manual processes.

Increased efficiency of operation of the Clerks' offices
through well-planned and documented organization, systems,
and procedures.

Use of modern business machinery where appropriate in
the Courts of Appeal to improve the methods of data
storage, retrieval and transmission.

Continuing review of established procedures for further
improvement as the means become available.

B. Areas of Interest.

The following activities were required to accomplish the stated
objectives.

-

Document and evaluate existing recordkeeping and opera-
ting procedures.

Compare the operations in the Court Clerk's offices to
determine similarities and differences, and the poten-
tial for standardization among them.
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Assess the recordkeeping, operating procedures, and
equipment utilization of the Appellate Court Clerks
in large states, other than California.

Identify and evaluate equipment and machinery that
would provide for more efficient aund effective
operation.

Recommend improvements in systems, procedures, and
techniques.

Develop and present such conclusions and proposals
related to office space layout and utilization that
would support the achievement of greater efficiency
and effectiveness of operation.

Document the investigation and analysis to support
conclusions and recommendations, so they can be
utilized for purposes of near~term and long-term
planning, implementation and possible legislative
action. ’

Prepare a comprehensive final written report of
findings, conclusions and recommendations.

C. Districts and Divisions Involved.

Each member of the Clerk's office in each of the six offices of

the five appellate districts were interviewed. Wherever possible,
the presiding justice of each district or division, was interviewed.
In addition, other justices, secretaries and research attorneys
were contacted.

D. Other Related Contacts.

Contacts outside the Courts of Appeal and the Judicial Council are
as listed. ' . .

1. GCalifornia Supreme Court Clerk's Office.

2. Los Angeles Superior Court.

3. Selected lawyers from each District who
have had cases before a Court of Appeal.

4, Califorunia Department of General Services.

S. Office of Management Services.

6. Selected States. :

o A i 0 e | T
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A. OPERATING PROCEDURES

As part of the data gathering, an attempt was made to determine
what different types of procedures could be delineated for each
of the Court Clerks' offices visited. Questions were posed to
establish which procedures were documented and which were not
documented. In none of the districts was a standard set of pro-
cedures or an up~to-date procedures manual available. The copies
of documented procedures supplied to the consultant varied in
scope, depth of content, format, and in usability from office to
office., Copies of these prior documented procedures are included
in the original working papers and bound in the buff work folders.

Procedures which were documented during the study are included in
the plastic bound, xeroxed working papers. For easy comparison

to one another, these documented procedures are bound in five sep-
arate books, one for each of the five districts, and copies are
being provided to the Judicial Council,

As mentioned in the Summary at the beginming of this report, we
have utilized two different research techniques to obtain the
most accurate evaluation of these procedures. Districts Two, Four,
and Five were allocated the prototype techanique. Information was
gathered from the Second District according to a precise and de~
tailed set of standards. After editing, copies of the prototype
were then sent to Districts Four and Five for the necessary addi-
tions, deletions, and step-reverses which would make it their own
set of procedures. The material was then retyped and sent back
for review by the respective Court Clerk, prior to reproduction
and binding.

The primary technique was used on the First and Third Districts.
Each district was asked to describe their current procedures.

The Ernst & Ernst consultant took detailed notes which were then
typed, and sent for review and editing by the respective Court
Clerk, prior to reproduction and binding.

A comparison of a district allocated to the prototype research
technique and one allocated to the primary technique points up
strongly the necessity for developing a standardized procedures
manual. A comparison between any two of the districts will again
emphasize this necessity.

T R







!

First District, San Francisco

There were no documented procedures for this district. Procedures
for this district which Ernst & Ernst has now documented include:

1.

o~y S~

9.
10.
11.
12.
13.

Civil Appeal Processing (Petition for Rehearing Proc-
essing, Petition for Hearing in Supreme Court).
Criminal Record on Appeal Processing.

Original Proceedings ~ Civil and Criminal.

Claims Schedules (Attorneys' Fees, Court Appointed
Attorneys).

Calendar Procedure.

Remittitur for Orders, for Opinions.

Exhibits.

Statistics (Matters Pending - Criminal and Civil,
Matters on Calendars, Matters Pending Judgment, Time
Intervals, Business Transacted, Filings and Transfers,
Administrative Review). '

Cash Procedures (Warrants, Treasurer's Report, Bail).
Library, Book Invoices.

Personnel (Attendance).

Court Minutes.

Indexing.

Second District, Los Angeles

Previously documented procedures for this district include:

1.

10.

Listing of types of cases to be transferred to the
Supreme Court,
Filing transcripts on appeal.
Filing briefs.
Non-published opinions - register and minutes
notations.
Filing opinions.
Filing petitions for rehearing.
Filing orders of the court on rehearing.
Filing petitions for hearing in the Supreme Court.
a. Procedures if hearing denied.
b. Procedures if hearing granted.
Notices to appellant regarding:
a. Filing record on appeal.
b. Late brief filing.
Notices to respondent regarding:
a. Late brief filing.
b. Dismissal of appeal on appellants request,
or on stipulatiorn,

-12-
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11, Notices to Clerk of the Superior Court.

12.. Typing of the Minutes.

13. Exhibits delivery form.

14. Notation of cash division's calendar day.

15. General instructions regarding the filing of trans~
cripts, briefs, petitions and answers, motions, af-~
fidavits, and stipulations.

Procedures numbered 1 through 14 in the above list are typewritten
and contained in a small black notebook in the Court Clerk's private
office. Documentation in the book dates from the early 1940's and
is very abbreviated.  Procedure number 15 was located in a file
folder in the Court Clerk's private office. It is typewritten on
legal size paper. The procedures maintained in this file are more
comprehensive in terms of the scope of the work in the Clerk's of-
fice. However, they need further definition of the steps to be
followed in the processing of different types of appeals and the
preparation and processing of Court generated documents.

These procedures are for reference, but used infrequently. With

the volume of procedural questions which arise in the Court Clerk's
office, the office personnel could benefit from a procedures manual.
As employees are occasionally added to the staff, a procedures-manual,
if properly used and developed, could be a key training device.
Discussions with several Presiding Justices disclosed that procedural
documentation would be helpful to the Court, enhauncing its persp-
ective. of the functions and activities performed in the Court Clerk's
office.

Second District, Procedures Documented During the Study

A major portion of the review of this office was allocated to the
comprehensive documentation of operating procedures. Procedures
for the Second District which Ernst & Ernst has now' documented
include:

1. Civil Appeal Processing (Petition for Rehearing Proc-
- essing, Petition for Hearing in Supreme Court).

2.  Criminal Record on Appeal Processing.

3. Motions to Dismiss on Clerk's Certificate - Civil.

4. Motions to Dismiss where Record on Appeal already on
file with Court Clerk - Civil.

5. Motions to Dismiss where Record on Appeal already on
file with Court Clerk - Criminal.

6. Petition for Writ of Mandate (Mandamus).

7. Petition for Writ of Prohibition.

~13-
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8.
9.
10.
11.

12.
13.
14.

Petition for
Petition for
Petition for
Petition for
tion Appeals
Petition for

Writ of Supersedeas.

Writ of Review ~ Civil only.

Writ of Error - Coram Nobis.

Writ of Review (Workmen's Compensa-
Board cases).

Writ of Habeas Corpus.

Application for Stay of Administrative Order.
Record on Certification from Appellate Depart-
ment of Superior Court.

Third District, Sacramento

There were no documented procedures for this district. Procedures
for this district which Ernst & Ernst has now documented include:

1.

Howo~NoumpPWwN

P
.

[ gy
w N
.

14.
15.
16.

Civil Appeal

Processing (Petition for Rehearing Proc-

essing, Petition for Hearing in Supreme Court, Delin-

quent Civil Appeals).

Criminal Record on Appeal Processing.
Motions - Civil and Criminal,
Original Proceedings - Civil and Criminal.

Writs (Grant

Order to Show Cause, Writ Conference).

Claims Schedule. .
Extensions, Affidavits, Exhibits.
Calendar Procedure.

Preparing Records for Court.

Remittitur.

Statistics (Filings, Transfers, Opinions, and Matters

Pending).

Cash Receipts, Sources of Fees.
Treasurer's Report.

Warrants, Inventory.

Library, Galley Proofs.
Personnel, Health Benefits.

Fourth District, San Diego and San Bernardino

Documented procedures for this district are contained in a '"'Policy

Notebook''.

One is kept in each of the district offices. A copy

of the Index from this notebook and samples of some of the docu-
mentation from this notebook are contained in the original work-
ing papers, and bound in the buff work folders.

-1~
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Fourth District cont'd.

These notebooks contained a combination of forms, different {iling
procedures and procedures related to court action, and directives
and memos such as those from the Clerk of the California Supreme
Court. These notebooks have been maintained aund kept current. The
scope of the procedures appeared satisfactory. However, improved
organization and increased uniformity would add to their applica-
tion in daily operations.

Upon questiotting, the consultant was advised that these notebooks
are used for reference, and they have been used for training pur-
poses. Discussions with a Presiding Justice and one Associate
Justice disclosed that documented procedures covering the Court
Clerk's operation would be useful in the Court and that uniformity
would be advantageous. Procedures for this district which Ernst &
Ernst has now documented include:

1. Civil Appeal Processing (Petition for Rehearing Proc-

. essing, Petition for Hearing in Supreme Court).

2. Criminal Record on Appeal Processing.

3. Motions to Dismiss on Clerk's Certificate - Civil.

4. Motions to Dismiss where Record on Appeal already on
file with Court Clerk - Civil.

5. Motions to Dismiss where Record on Appeal already on
file with Court Clerk - Criminal.

First Division:

6. Petition for Writ of Mandate (Mandamus).
7. Petition for Writ of Prohibition.
8. Petition for Writ of Supersedeas.
9, Petition for Writ of Review - Civil only.

10. Petition for Writ of Error - Coram Nobis.

11. ©Petition for Writ of Review (Workmen's Compensa-
tion Appeals Board cases),

12. Petition for Writ of Habeas Corpus.

13. Application for Stay of Administrative Order.

14. Record on Certification from Appellate Depart-
ment of Superioxr Court.

15. Original Proceedings and miscellaneous documents
(Docket Sheet, Special Procedure).

16. Procedures of Manifold and Minutes.

17. Procedures for Application by County and/or Court
Reporter for Extension of Time to File Transcripts
on Appeal.

18. Standard Procedure - Opinion Preparation.

-15-
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Fifth District, Fresno

The Court Clerk could not provide documented procedures for this
district.

Discussions with the Court Clerk and the Presiding Justice indi-
cated that documented procedures for the Court Clerk's office
would be useful.

Procedures for this district which Ernst & Ernst has now docu-
mented include:

6.
7.
8.
9.
10.
11.

12,
13.
14.

Civil Appeal Processing (Petition for Rehearing Proc-
essing, Petition for Hearing in Supreme Court).
Criminal Record on Appeal Processing.

Motions to Dismiss on Clerk's Certificate - Civil.
Motions to Dismiss where Record on Appeal already on
file with Court Clerk - Civil.

Motions to Dismiss where Record on Appeal already on
file with Court Clerk ~ Criminal.

Petition
Petition
Petition
Petition
Petition
Petition

tion Board cases).

for Writ
for Writ
for Writ
for Writ
for Writ
for Writ

of Mandate (Mandamus).

of Prohibition.

of Supersedeas.

of Review - Civil only.

of Error - Coram Nobis.

of Review (Workmen's Compensa~-

Petition for Writ of Habeas Corpus.
Application for Stay of Administrative Order.
Record on Certification from Appellate Depart-

ment of Superior Court.
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Differences in Operating Procedures and Record Keepiung

This section of the report will cover the differences among the
five districts of the Court of Appeal in the operating procedures
followed and the forms and records utilized in performing these
procedures.

General Differences in Procedures

There are measurable differences in major operating procedures
among the five districts of the Court of Appeal. Even the time
of taking jurisdiction aver a cage is different. The Third
Appellate District receives a copy of the Notice of Appeal and
follows through promptly from that point. The remaining districts
are not aware of an appeal until they receive the Clerk's
transcript, or other records and correspoudence. Ounly upon
receipt of the Clerk's transcript do these districts begin

to take action.

In addition, there are the following differences where two or more
districts follow the same procedure:

The total number of steps required to complete the
procedure differs

Different steps at approximately the same point
of processing

The sequence of steps is different

The point in time for completing a step is different
while the sequence is the same

The scope of work (sub-steps and record entries) to
complete a step differs

Yxamples of these types of differences among the districts will
be identified later in this sectionm,

The scope of work differences in the procedures of the five districts
are not readily apparent from review of the Civil Record on Appeal
procedure. They become apparent in the Civil Record on Appeal--
Rule 104 delinquent procedure (steps A through W). These are sub-
steps for those shown in the first chart as steps 9 through 1l.
Within this group there is no sub-step which is common for all

five districts. Some sub-steps are common for two, three, or

four districts. For example, sub-steps A and B are the same for

-17~
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two districts. Sub-step E is the same in three districts.
Sub-steps H through K are the same in four districts.

As further evidence of the difference in the scope of work,

the detailed chart presented at the end of this section depicts
significant differences in the record and form entries made
during individual steps.

The comparative analysis presented .above covers only the Civil
Record on Appeal processing. However, it is representative

of the variation that exists in other matters processed in the
Courts of Appeal Clerks' offices. The types of steps, sub-
steps and entries made in the other types of procedures are
the same or similar to those in the Civil Record oun Appeal.
There may be slight differences in the names of record

books or the labels on forms used, but basically the pro-
cedural characteristics are the same. These similarities are
identifiable in the document reviewing, record keeping,

and forms preparation areas. The major difference is in

the volume of matters processed in the different categories,
i.e. motions, petitions.

Development of a Data Reduction Comparative Device

To make comparisons of operating procedures among the five
districts, it was necessary to compile the procedural
information from the districts in some common or similar manner.
Owing to the substantial lack of procedures documentation

upon the initiation of this assignment, the consultant had to
allocate a majority of the data gathering and analysis time

to the documentation and review of procedures.

After the procedures were documented and reviewed for each
districkt office, it was necessary to determine the most
representative procedures which could be analyzed and
compared in the relatively short period of time available.
Based on the workload statistics for the Courts of Appeal
presented in the Annual Report of the Administrative Office
of the California Courts, 1969, the Civil Record on Appeal
procedure was selected for data reduction and comparative
analysis.

Because of the volume of information and level of detail in
which the procedures were documented, a large scale graphic
device was required to satisfy the first step in data

-18-
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8.
9.

10. -Tries to limit Attorney General extensions to omne.

ERNST & ERNST

CALIFORNIA COURTS OF APPEAL
1ST DISTRICT

Notes on Judges' Comments

. Work flows very smoothly.
. Deputy assigned is very competent.

. Has never had complaints from lawyers.

Clerk's office is excellently run.
Elkington, personally, is outstanding.

. Only problem is occasional transposition of papers

between jackets (loose letters and forms).

. Pending list used to determine if he might be
- disqualified for some reason.

Pending list should be prepared by Clerk's office-
now done by P.J.'s secretary.

Extension of time requests are a real problem.

Rarely uses pending list.
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CALIFORNIA COURTS OF APPEAL
3RD DISTRICT

Notes on Judges' Comments

Criminal case volume has increased to such an extent that
backlog is growing.

Typewritten transcripts from cou-i reported cover trial only
and excludes examination of jur.rs during jury selection.
Attorney's questions can be imp ' tant.

How about recorded trials? Aid to judges - appointed attorneys,
etc. Should save thousands of dollars in transcript fees for

~augmenting records, affidavits, etc.

5 sets of books.

1 for each judge.

1 for library.

Would like computer researching.

Clerk's transcript-is a court reporters copy of the papers omn
file in the county clerk's office regarding a case., Why not xerox

the original documents or perhaps original file could be sent.

"Doghouse™ is an improvement for record handling over old system.

Would like an even better way - need easy handling-easy identification.

Holds writ conference weekly - also discuss cases which have
no merit or special merit for early calendaring in addition to
regularly assigned cases.

Training of researchers - need continuity of personnel.

Could cases be scanned during the week the final brief is in
to select cases for rapid processing? .
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reduction. For this, a thirty by three and one half foot
wall chart was developed in two sections. The chart is
divided into horizontal strips, each strip depicting one
district. In vertical strips, a procedural step is shown.
To aid comparison and analysis, the chart was divided into
time blocks representing major areas of processing activity,
i.e. record on agppeal filed and delinquent procedure per
rule 17A of the Rules of Court. This same device could be
applied to any omne of the types of procedures cited earlier.
The wall chart is presented to the Administrative Office

of the Courts as working papers.

Once the data reduction and analytical framework was set,
the Civil Record on Appeal procedure data for each district
was inserted on the chart. The information on this chart
extends to the types of entries made in records and on
forms in the various steps of this procedure. This chart
includes an exhaustive amount of information aund back-up
material which could be applied to further in-depth study.

From this detailed chart, a Summary Chart of the Civil
Record on Appeal procedure was developed. It is included
in this section. This summary chart is in two sectioms,
the first presenting the Civil Record on Appeal Steps and
the second presenting the sub-steps performed in handling
delinquencies per Rule 10A of the Rules of Court. From
these summary charts, comparison of the general procedural
differences is possible. The differences are obvious when
the summary charts are examined.

Some of the differences discussed here in terms of the

" types of differences cited earlier. The total number

of steps to complete the Civil Record on Appeal procedure
is ‘as follows:

District Total Steps

77
87
93
86
83

UL W=

The steps counted are those appearing on the chart starting
at Step 1 and continuing through Step 150. The blaunk spaces
indicate that no step is performed.

-19-
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Throughout the Civil Record on Appeal processing there

are differences in the steps performed at approximately
the same point in the processing scheme. Examples include
steps 1 through 7, 9, 10, 14, 15, 17, 49, 51, 61, 63
through 66, 68 through 70, 71 through 114, 116 through 121,
124 through 137, 139 through 150. ‘

There is variation in the sequence of steps from district
to district. This type of difference can be cited most
easily by comparing the order of steps in a particular

time block. Examples appear in the following time blocks:
the calendar and assignment procedure, the Matter Submitted
time period, and the time for Remittitur Issuance.

Another type of variation that exists is that in which the

poinft in time (or the time lapse) is different but the

sequence of the step in the total order of the procedure

is the same. Specific examples are Step 11, which is part

of the Rule 10A Delinquent Procedure, Step 30 which is part

of the Rule 17A Delinquent Procedure, and Step 57 which

is part of the procedure for filing a Closing Brief. These

indicate differing interpretations by the districts of the

Rules of Court. !

Rationale for Developing and Maintaining Procedures Manuals

Procedures manuals are developed for the following reasons:

1. For use in connection with the development i
and simplification of standardized working
procedures and practices.

2. To coordinate, define and clarify the various
policies, functions, and activities of an
organization,

3. To aid in the training of employees in the
details of new procedures, and in-service
training for new employees.

4, . To encourage the improvement of operating
methods.

Based on the review of the operating procedures in the Clerks'
offices of the Courts of Appeal, we believe the above are sound
reasons for developing, maintaining, and using procedures manuals
in these offices. The procedures documented during the course

of this study should serve as the basis for developing such manuals.

-20-
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SUPERIOR COURT & COURT OF APPEAL PRELIMINARIES

RECORD ON APPEAL FILED

-3 -2 -1 1 2 3 4 5 § 7
Notice of Appeal and County Clerk Record on Appeal | Transcripts received — Read Clerks 10A notice letter Notation on cover
Designation of record certifies and hand carried Receipt signed transcript of clerks transcript:
filed with county prepares transeript{s) (San Francisco) and if submitted. Checks: Date notified
clerk {Superior for transmittal.to mailed {All other « Certification
Court Clerk) Court of Appeal. counties) to Court « Titles
of Appeal. « Parties
Sameas ! Same Record on Appeal Same Same Same Same
hand carried Sign receipt Postcard
{Los Angeles)
and mailed (All
ather counties) to
Court of Appeal.
Same — Plus copy of Same Record on Appeal As notices received, | Interim index card tf transcript is Same Same Same Same
Notice of Appeal handcarried divided into Civil typed in red. not received within Receipt on letter Checks: Letter
transmitted to {Sacramenta) and & Criminal 90 days of notice, of transmittal, or « Certification
Court of Appeal. mailed to Court categoreis & inquiry, phone call, | prepare receipt « Titles
of Appeal. assigned or typed letter if requested. « Parties
. Interim Number. county clerk.
Sameas 1 Same Record on Appeal Same Same ~ Same .Same Step:
hand carried Send postcard Checks: Postcard Notation:
{San Bernardino) and indicating receipt to « Certification Date fee due
mailed (Allother County Clerk. « Titles
counties) to « Parties
Court of Appeal.
SUESRETU SR _ ] VISR i
Same as 1 Same Record on Appeal Same Same Same Same
maifed from ali Sign receipt Letter
. counties except Regular Civ.
Stanislaus which ! Postcard
ships via United ; Special Civ.
Parcel Service, 2
I
1
|
|
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R.A.F. (Cont’d.) DELINQUENT PROCEDURE PER RULE 10A PAYMENT OF FILING FEE gs\ﬁ'Y(;?\lllng&RﬂtlEN%NonH
8 9 10 N 12 13 14 15 16 17

Record placed in Periodic check of Letter to Counsel Fee not paid. Record Assignment of case Gase assigned to a Prepare receipt for Manifold entry.

holding area. transcripts for notifying filing fee Dismissal order removed fram number and active division based on fee payment and

delinguents. delinquent. prepared (Records holding area. case register entry. sequentia- rotation notice of due date
New deadline. are lodged). of division for filing opening
numbers. brief.

Same Same Same Application to Same Same On 1st and 15th Same Index cards
vacate order of of each month prepared & filed.
dismissal. numerical list of

cases filed is typed.
This list is used to
make entries in
master calendar
book.

Same Same Same Same Same Same Index cards prepared.
Interim index cards
removed. New
cards fifed:

Same Same Sameas2 Same Assignment of case Case jacket Same Same

number partial prepared.
register entry.
Same Fea not paid. Same Assignment of case Same Manifold entry.
Held for 6 months number.
in Active Holding No register entry.
¢ Area. Then moved
E to Dead Storage
+ Room.
i
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PAGE 3

SERVICING & FILING NOTIFICATION PER RULE 16 (Cont'd.)

DELINQUENT PROCEDURE PER RULE 17A

18

19

20

21

27

23

24

25

26

27

Index cards
prepared & filed,

Case jacket
prepared,

Pending list entry.

Record placed on
Civil Storage shelf.

17A notice prepared
{Form letter) &
mailed.

Place copy of form
letter in register.

Manifold entry {19)

Same

Prepare ‘Not
Pertaining to Merits”
envelape. ’

Manifold entry.

Case jacket prepared.

Same

Mznifold entey.

Complete register
page entry.

Register Entry.

SIS

ot

index rards.

I 17A & B reminder
fist prepared.

Same

Case Jacket preparedf

H

N S —

.

Record placed on
Civil Storage Shelf.

Same (Postcard) Register entry.
& mailed.
Same {Form letter)
& mailed. Same
Same {Farm letter) Manifold entry. Same
& mailed.
Make daily check Same (Form fetter! Same Copy of 17A natice

of 17A & B re-
minder list.

& mailed.

is “filed” stamped.

-23~
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PAGE 4
. Raquest for axtension
DELINQUENT PROCEDURE (Cont'd.) gf, ‘!',',’}‘:;"‘”"'"9 FILE OPENING BRIEF
28 29 30 31 32 33 34 35 36 37
Note date of mailing "After 30 days. Same Appellants opening Same

on pending list.

Briet filed

« Original & 3 capies

« 17 copies to
Supreme Court.

File stamp all copies.
Stamp one copy
“original’’.

Stamp 3 copies “copy”.

After 30 days Appellant requests Same Check for service Filed stamp and sign Register entry.
record stasiiped with ‘|extension of time — « QOriginal & 20 on . cover of briefs.
dismissa} stamp. Received: copies. « Opposing
«» Applications Seventeen sent by Counsel
« Stipulations clerk to Supreme o Trial Judge
Request granted or Court.
Denied.
Desk calendar notation | After 35 days. Same Same (as 1st) Postcard -acknowledg- Same Same
ing receipt sent to
Counsel.
Same “30 Day Book” entry. | After 60 days. Same Same (as 1st) Same Same Manifold entry. Register entry.
Copy of 17A naotice After 37 days. Same Same (as 1st) Same — Plus check | Same — Plus stamp Manifold entry. Register entry.

placed with case
record.

for service on
Supreme Court.

“original”’ on one
cover, & copy-on
three covers.

-24-




e




) | ;
iy i i § i
PAGE 5
s AUGMENTATION
F.0.B. {Cont'd.) | OF RECORD. DELINQUENT PROCEDURE PER RULE 17B :

38 33 a0 41 42 43 44 45 48 47
Original placed with } -Same 17B notice prepared Place copy of form Note mailing date After 30 days,
case recard copies {form letter) & letter in register. an pending list. rd sta‘r/n(pea’
placed in storage mailed. Pencil entry in with dlsmfssal
foont. register. afp.
Original & three Application to Same {Postcard noticel Register entry. After 30 days,
copies placed with augment the record same.
case record. is received.

Same Same Same {Form letter) Same Desk calendar After 35 days,
notation. same.

Same Same Same (Form letter) Manifold entry. Same Same 30 Day Book” After 60 days,
entry. same.

Same Same Make daily check Same (Form letter) Same Copy of 178 notice | Copy of 17B notice After 37 days,
Cof 17TA & B is “filed” stamped. | is placed with same.

reminder list. case tecard.
~25-
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PAGE 6

FILE RESPONDENTS BRIEF

FILE CLOSING BRIEF

(OPTIONAL}

43

49

50

51

52

53

54

55

56

57

Respondents brief
filed

Check for service an
= Opposing Counsel

Fite stamp all copies.

Stamp 1 copy

Register entry.

QOriginal placed with
case record. Copies

Notice is sent to
appellant counsel

if closing brief
not fited within

» Qriginal & 3 copies « Trial Judge “Original”. placed in reminding him 10 days, case is
« 17 copies to Stamp 3 copies starage roeom. that closing ready for
Supreme Court “Caopy.” brief is due. calendaring. Place
case on “ready”
list.
Same Same Filed Same Original & three Same. Within
» Original & 20 copies. stamp and sign copies placed with 20 days.
Seventeen sent by caver of briefs. case record.
clerk to
Supreme Court
Same (as 1st) Postcard acknow- Same. Same-as st Same Place case on “ready” Same Postcard ren’ﬁnder Same {No “ready”
ledging receipt sent list. sent%ppellant list. Already
to counsel. counsel. N prepared).
/
Same {as 1st) Same Same as 1st. Manifold entry. " Register entry. Same Same {No “ready”
list},
Same (as Ist) Same — Pius, check Same as 1st. Same Same Same Same Same
for service on Place ca'se. on
Supreme Court. ready”” list.
-26-
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three copies of hrief to
court clerk.

Seventeen copies to
the Supreme Court.

on
» Oppaosing counsel
« Trial Judge

Same as 5

case recard. Copies
placed in
storage room.

Court file and ariginal
exhibits may be

filed. Make register
entry. Check items
against transmittal
list, if not
transmitted.

PAGE 7
FILE CLOSING BRIEF (OPTIONAL) {Cont'd.} ORIGINAL SUPERIOR COURT FILE OR EXHIBITS
58 53 80 81 82 53 64 §5 86 87
If filed, original & Check for service Register entry. Original placed with } Original Superior Same Same

for service on
Supreme Court.

“original” on one
cover, & copy on
three covers.

Same Same "Filed" stamp & sign Same Original & three Qriginal Superior Exhibits placed in
« Qriginal & 20 copies. cover of briefs. copies placed Court file and original exhibit holding
Seventeen sent by with case record. exhibits may be area until needed.
tlerk to Supreme filed —
Count. Make register

entry.
Same as 1st Same Same as § Same Same. Same as 2. Check Register entry. Stamp code number Same

items against on each exhibit item.

transmittal list.
Same as 1st Same Same Manifeld entry. Register entry. Same Same. Manifold entry .| Register entry. Same.
Same as 1st Same ~ Pius check  -{Same — Plus stamp Same Same Same Same. Register entry. Same

~27-
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.PAGE. 8

CALENDAR & ASSIGNMENT PROCEDURE

68

69

70

71

12

73

74

75

76

77

From “ready" list,
a draft division
calendar is
handwritten.

At conference with
presiding justice,
cases fo be placed
on calendar two
months hence are
agreed upon. Assign
justices, Oiv. 2.

Secretary types the
division calendar
and maotion 2nd
term calendar.

From the master
calendar book, a
district drawing list
is typed (about

50 cases/list),

At meeting of
presiding justices on
1st Monday of each
maonth, tases are
assigned from
drawing list ta each
division.

From district drawing
list with division
notations, register
entry made,

Eram district draw-
ing list, deputy
enters assigned
cases in

division case book.

Cases assigned are
deleted {striking line
through entry) from
master calendar
hook.

Prepare jackets for
tase records of
cases assigned.

Case record placed
on division storage
shelf.

At conference
between each
division presiding
justice and
assigned deputy,
cases to be placed
on next calendar
are designated.

Deputy types list
of cases for next
calendar.

Case records of cases
for next calendar
tare pulled from

fsterage shelf and

taken to presiding
ustice.

Research attorneys
review “ready” list
and determine
case assignments
{about 30 cases).

Cases selected are
crossed off the
“ready’’ list.

Cases to be on
calendar are cherked
against docket sheets.
Sheets {cases) placed in
calendar sequence.

Calendar work
sheet preparation
» Typing

« Labeling

« Xeroxing

Fram “ready’” list,
list of cases to be

| assigned is typed.

Cases entered based
on chronological
order & priorities.

At meeting with
presiding justice
once each month,
cases assigned to
each justice.

Type calendar.

in the order
respondents brief
is filed, cases are
removed from
helding shelf and
taken to presiding
justice for assign-
ment (about

15 cases),

Deputy types case
assignment sheet.

-28-
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PAGE 9
CALENDAR & ASSIGNMENT PROCEDURE (Cont'd. WAIVING ORAL
(Cont'd.] ARGUMENT
78 79 80 81 82 83 84 85 86 87

Division calendar
used ta type notice
to counsel {100
topies. Mailed

30 days before
calendar.

Register eatry.

Case record and
copies of briefs are
on shelves available
for justice, secre-
tary or researcher
to pick up for
review.

Division calendar
used to type final
calendar,

Case list used to
make register-entry
Re: Calendar arder,

Case list used to
type calendar
notices {posteard) —
mailed.

Case list placed in
division calendar
book for retention.

Receive stipulation
from counsel to
waive grai
argument.

Minute entry.

Calendar & ques-

Yellow copy of

Calendar work sheet.

Reproduce 4 copies

Make notation an

Reproduce 20

Type raugh mintues.

Receive campleted

questiopnaire is
typed for each
case assigned.

typed.

placed in ealendar
order folder.

may return notice.
If so, it is placed
in black looseleaf
notebook in
calendar day order.

calendar day,
returned notice
puiled to type
calendar.

tionnaires mailed to calendar & ques- {Master calendar, of final calendar assignment of copies of final questionnaire from
all attorneys whase tionnaires retained docket shests and far: justices. calendar for justices, atrorneys.
cases are on the in ring binder. returned ques- » Clerk seceetaries &
calendar. tionnaires used 10 » Reporter research attorneys.
type final czigndar.) « Bailiff {One copy in justice
« Public counter calendar book).
Type calendar order Enter calendar Calendar notices Cases assigned are Same Case record moved | Calendar plated in Same asin 2
from calendar. Copy order in minutes. {Pastcard) typed & deleted from to calendar storage | calendar book for
of order used as maited. “ready” list. shelf for use by retention.
calendar work sheet. research attorneys
& justices.
Calendar notice and | Calendar order is Minute entry. Same Calendar arder is Counse! for parties | Five days before Same as 3

-29~

. —



o




-—

PAGE 10
WAIVING ORAL ARGUMENT (Cont'd.) PREPARATION FOR CALENDAR & CALENDAR DAY
88 89 90 91 92 93 94 95 96 97
Register entry. Division talendar Svieulation filed Stipulation taken to
book entry. starnped. justice chambers
and placed with
cive record.
Type LD. cards Get blue binders and Pull records frem Make up one After justice has
{or blue binders. prepare checklist shelf and note complete set of reviewed briefs, they
of cases in order all missing briefs for the are returned (o
of appearance. documents. whale sessian. clerks office &
shelved.
Manifold entry. Rogister Entry. Same Same Compile calendar
patkage including
index of cases,
calendar & draft
opinions.
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PAGE 11

-

PREPARATION FOR CALENDAR & CALEND#R DAY (Contd.)

MATTER SUBMITTED

98

99

100

101

102

103

104

105

106

107

On day of court,
deputy takes
calendar and
case records to
court roem.

As each appeal is heard
deputy prepares an
information card;

later attached to

case file.

On calendar from,
deputy makes
handwritten entries.

Return case records

to justice's chambers.

Day before court
day, deputy takes
cases to court roam.

On court day,
deputy takes rough
minute book,
appearance slips,’
copy of calendar &
supplies to

court roam.

As each appeal is
heard, deputy makes
entry in rough
minutes book of
what eccurred.

As court is in
process, deputy
makes notations on
calendar sheet.

Return case records

1o justice's chambers.

On day.of court,
take all cases to

Bailiff's table in

court room.

As each appeal is
heard, clerk makes
entries in rough
minttes on

6% by 10" lined
paper.

After court return
tases & other
materials to clerk’s
office. Place on
table.

For each case,
remove 1.D. card
from blue binder
and stamp assigned
justices &
collaborating
justice’s names.

Replace card in

binder.

Place one set of
briefs in blue
hinder.

Place other copies
of briefs on
holding sheif.

Casa records taken te
justice’s chambers.

Day before court
day, deputy takes
cases to court room.

As eack appeal is
heard, deputy makes
entries in

calendar package.

Return case records

to justice’s chambers.

On day of court,
clerk takes case

records to court room.

Same as 2

Return case records
to office holding
shelf.

-31-
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PAGE 12

MATTER SUBMITTED

OPINION {SSUANCE & REMITTITUR PREPARATION

108

109

110

m

112

113

114

115

116

117

Register entry.

Final mirutes typed.

Deputy types Jist
of submitted cases.

When opinion is
completed, original
plus copies are
delivered to clerk’s
office.

Qpinion is filed
stamped.

Qriginal of opinion
is reviewed for
correctness &

:completeness by

deputy -and. initiated.

Minutes entry.

Same

Final minutes typed.

Matters submitted for
decision or for

which remittitur will
issue in future are
entered in remittitur
taily book.

Enter date of sub-
mission in division
case book.

Copies of briefs not
heing used by
justices are placed
in numerical
sequence in divistan
storage shelf.

Same plus case
record returned.

Same

Final minutes typed.

Register entry.

Bailiff prepares “‘dog
houses” for each case.

Assemble index
dividers for each
case.

Assignment sheet typed
showing justices who
are to participate in
decision.

Same as 1st.

Same

Compute time
intervals for
judicial council
statistical
Teport.

Cross off case on
assignment list.

Final minutes typed.

Begister entry.

Matters submitted
for decision or for
which remittitur
will issue in future
are entered in
remittitur boak.

Deputy types list

of cases to be sub-
mitted and those

cases uader submission.

Same

Same plus case.
record: returned.

Same

Minutes entry.

IFinal minutes typed.

Register entry.

QOay after calendar,
clerk removes tases
from holding shelf
and delivers to
presiding justice.

After meeting in

justice chambers, case

records placed in
holding shelf
awaiting opinion.

Same as 1st.

Same

-32-
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PAGE 43

OPINION ISSUANCE & REMITTITUR PREPARATION (Cont'd.}

118

119

120

121

122

123

124

125

126

127

I non-published,
it is so stamped.

Register entry.

Judgement book
entry.

Note the name of
the county and
superior court No.
on the remittitur

topy of the opinion.

Type envelopes for
mailing (Distributing)
opinion copies.

Case record
returned to
holding shelf.

is 50 stamped &
signed by justices
Re: Certification,

typed on inside &
outside.

briefs from active
hotding shelf 1o
starage room
shelf.

Same Same plus No. of Same Remittitur bgok Remittitur tally bogk Rough minutes entry Minutes entry.
division rending entry. entry. {This informa-
opinion. tion useful re:
justice salary payment.)
. {Catif. Const. Article
VI, Sec. 19)
Register sheets Same
entries
+ Order submitting
cause
« Dpinion of court
Register entry. Same Remittitur book
) entry.
it non-published, it Same Qpinion cover is Clerk transfers tase | Same Minutes entry.

-33-
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- PAGE 14
QPINION ISSUANCE & REMITTITUR PREPARATION (Cont'd.) REMITTITUR ISSUANCE
128 129 5 130 131 132 133 134 135 136 137

Certificate is
prepared and

Division deputy
types remittitur and

Remittitur and
veceipt placed in

Check suspense file
daily for

Remove opinions &
remittiturs. from

attached ta rec=pt. suspense file. remittiturs which suspense file.
remittitur copy of Filed chronofogically. | are ta issue.
opinion.

Same Remittitur and Judgment, remittitur { Review remittitur Remove

opinion are
certified (sealed)

and opinion placed in
file drawer to

await issuance on
st day. Filed
alphabetically.

book for
remittiturs to issue
{daily).

remittiturs from
remittitur drawer.

Copy ‘of opinion
placed in designated
desk drawer.

Secretary types
judgment and
remittitur. Envelope
and receipt typed
concurrently.

Clerk or deputy
checks judgment
and remittitur.

Notation for
follow-up on B1st
day made on
clerk's desk
calendar.

Clerk checks desk
calendar daily

for remittiturs which
are to issue.

Division deputy Judgment, remittitur | Same as Znd. Same as 2nd.
types judgment and and opinion placed
remittitur. in file drawer to
await issuance on
61st day. Filed
chranologically.
Same Oeputy types Certificate is sealed. | Remittitur reminder Qriginal of opinion | Same as 2nd.

judgment and
remittitur.

book entry.

and remittitur
topy are placed in
opinian holding
file. Filed alpha-
betically.

-84~
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is signed by clerk
ar division deputy
and seated. Copy is
stamped with
deputy’s name &
sealed.

op-exhibit memoran-
dum in exhibits
drawer.

case, stamp date.

& mail 2 remittiturs
to tounty clerk
{May be with exhi-
bits or original file,
it any.}

semittitur returned
from county

tlerk indicating
receipt.

PAGE 15
REMITTITUR ISSUANCE (Cont'd.)
138 139 140 141 142 143 144 145 146 147
Original of remittitur Register entry. Judgment hoak entry. | Manifold entry. Check for exhibits \f exhibits with Prepare for mailing | One copy of

Remittitur signed by
division deputy.

Register entry,

Remittitur book
check off next to
earlier case entry.

Manifald entry.

Check register for
originat superior
court file or

exhibits not returned.

Prepare exhibits or
original file for
return to superior
court.

Register entry
Re: Exhibits or
ariginal file.

by division deputy.

Be: Exhibits or
original file.

Remittitur signed by Reqister entry Same as Ist. Same as 2nd. Vrepare remittitur Secretary retains
deputy. {dacket sheet). - receipt form and remittitur copy
sent with until receipt
remittitur to county | returned from
clerk. county.
Remittitur signed Manifold entry. Remittitur book entry. | Register entry. Same as 2nd. Same as 2ad. Register entry.

Remittituf signed by
deputy.

Register entry.

Remittitur reminder
bask entry.

Manifold entry.

Same as 2nd.

Opinion proofs are
compared with
ariginal epinion.

-35-
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fram remittitur
shelf and copies
disposed of.

jacket & placed
on eivil “dead”
shelf.

10A dismissal
transcripts are
collected for

civil miscellaneous
processing.

tase No. is assigned.

register entry

(Qne case per page).

division {muft-
division; one
location).

for plaintiff only.

alphabetical file,
miscellaneous index
file.

PAGE 16
REMITTITUR ISSUANCE {Cont'd.) CIVIL RECORD ON APPEAL — SUBROUTINE DELINQUENT PROCEDURE PER RULE 10A
148 148 150 A g C D E F G

if fee not paid by Case No. is assigned. Register entry. Assigned to a

deadline, set in division {Multi-division;

notice, record is one location).

lodged.

Records temoved Opinion placed in Once per month, Civil miscellaneous Civil miscellaneous | Assigned to writ Index card typed Index card filed in Manifold entry.

Samne as in Dist. 1

Same as in Dist. 1

Looseleaf register
page entry.

Index cards typed.

Records removed
from remittitur
shelf and copies
disposed of.

Opinion placed in
jacket & placed on
civil “dead” shelf.

Same as in Dist, 2

Same as in Dist. 2

Civil miscellaneous
register entry {two
cases per page).

tndex cards typed

Index card filed.

Manifold entry.

Proofs are returned

| to reporter of

decisions.

Opinion with all
carrections is
placed in case
recard.

Case record placed on
civil “dead” shelf.

Index eard typed.

Index card filed in
miscellaneous index
file.
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PAGE 17
CiVIL RECORD ON APPEAL (Cont'd.)
H | J K L M N 1] P 1]
Order for dismissal Envelopes typed ~Franstipts-and ~Franscripty-end Order for dismissal Minutes entry. Order is “filed™ Remittitur is typed | Remittitur is placed Remittitur placed

typed in original for mailing. original -of order original of order is recorded in stamped and mailed & receipt. in basket. Assigned in suspense file

plus two -copies are taken to pre- are returned to civil register. to counsel. deputy makes Chronologically

{may be more based siding justice of clerk’s office. remittitur book entry.| {checked daily

on parties involved). assigned division. for for remittiturs

signature. to issue.)

Same Same Same Same Same - In civil Write division rough | Same Remittitur typed. Same as'in Ist. Remittitur is
miscellaneous regis- minute book entry. {Check daily) placed with
ter. transcripts in

jacket.

Same Same Same Same Same as.in Dist. 1 Minutes entry Same Same as 1st Make notation on Same as in 2nd.
clerk’s calendar 61 Placed on active
days hence that civil holding
remittitur is te shelf.
issue {check daily).

Same Same Same Same Same as Dist. 2 Minutes entry Same Same as 2nd Same as-in Ist Same as in 2nd.
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PAGE 18

CIVIL RECORD ON APPEAL {Cont'd.)

R

S

f

—

If no filing to

the cantrary, remitti-
tur is issued on

B1st day. Register
entry.

Remittitur and
receipt mailed to
county clerk.

Same as in 1st.
Civit miscellaneaus
register entry.

Remittitur mail.

Same as in st
Docket sheet typed
& placed In inactive
file.

Same-as in 1st, plus
mail receipt.

Receipt returned
from county clerk.

Attach receipt to
copy of remittitur
and place in case
record jacket.

Moved to basement
storage room.

Same as in. Znd.

Same as in 1st.

i

After 6 maonths, case
material removed
from table & placed
in storage room
indefinitely.

-38-
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B. FORMS AND RECORDS

We have compared the forms presented to us by the five districts.
Standard State forms, such as those used for personnel transactions,
have not been included in this analysis.

In some instances, identical forms, or nearly identical wording is
used by all of the districts. It is more commonly found, however,
that each district has developed forms over the years which seem

to best meet their own requirements or philosophy. Many forms found
useful by some districts are required so seldom by others that typ-
ing is adequate. Of one hundred thirty-seven forms charted, there
are only nine types of action in which all five districts use a form
which has been specifically designed for that purpose.

Although most of the forms are either 8%" x 11" or 8%" x 14", there
are other sizes used in all of the districts. For easier handling
and filing, we suggest that most forms be standardized to 8%'" x 11'.
Post card forms would, of course, not change, and some special pur-
pose forms might be retained in a smaller size.

Forms spacing has not been designed for the best typewriter use.
In some instances lines are established for inserting information
but are not designed for typewriter spacing so each entry must be
manually aligned. To reduce the possiblility of clerical error,
and make forms easier to process, typing positions should start at
the same locations on a form and information should be placed in
specific locations.

Records maintained by the Clerks' offices vary in similar fashion
to the forms. Most of the records were in bound books and photo
copies of various pages were made for analysis. This material is
being submitted as part of the original working papers supporting
this study.

To provide an example of these findings, we have prepared the
following comparison chart with comments regarding the usage and
preparation of the forms. The actual forms are compiled in chart
sequence by district and can be found in the original working papers
bound in the buff work folders.
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10.

FORM IDENTIFICATION

NOTICE OF RECEIPT OF RECORD
ON.APPEAL AND REQUEST FOR
FILING FEE

NOTICE OF FILING:CIVIL

17(a) NOTICE

17(a) EXTENSION - NO FURTHER
TO BE GRANTED

17(b) NOTICE

17(b) EXTENSION - NO FURTHER
TO BE GRANTED

CLOSING BRIEF NOTICE

TRANSMITTAL OF AUGMENTATION
ORDER

MEMORANDUM OF EXHIBITS RECEIVED

COURT CALENDAR
4 CASES PER PAGE

Form

Form

Form

Form

Form

Form

Form

Form

Form

letter Po;zé;rd
fo

erReR

pec EVPT

(w'ﬂ°aagg
TR

(R‘H\.(S#

N FR‘N“Fﬁgﬂ_M)

letter Rubber stamp
on general
purpose post=-
card

letter

letter Rubber stamp
on postcard

letter

letter

letter

letter

letter

Postcard
Rubber stamp

Form letter
& priority
question-
naire

Form letter

Form letter

Form letter

Form lettér Form letter

Form letter

-40-

———— L
DISTRICT FORMS COMPARISON
DISTRICT 1 DISTRICT 2 DISTRICT 3 DISTRICT 4 DISTRICT 5
Form letter Postcard Form letter  Form letter Form letter
form

Postcptd
Rubler stamp
ERROR

€ °F

Form letter

Form letter

COMMENTS

Three districts use almost identical letters with the
number of appeals to be filled in. One of these districts
also fills in a total dollar amount.

One district's letter is identical to the first three
except only a statutory filing fee of fifty dollars is
mentioned.

The remaining district uses a postcard on which the fee
must be entered.

Two districts use form letters for all filings. They are
mailed with the receipt for fee payment where it applies.
Three districts rubber stamp a Notice of Filing statement
and reminder for opening brief on the cash receipt or use
a postcard. Two rubber stamp & general purpose postcard

and one uses a preprinted postcard.

One district mails a priority questionnaire with this
notification.

Four districts send almost identical letters while one
uses a rubber stamp on a postcard.

This letter is used to establish a final date for filing
the opening brief after extensions have been granted (lst
District) or denied (3rd District) with no further exten~
sions to be allowed.

The form letters are almost identical.

Same as item 4,

LY
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11.

12,

13.

14,

15.

BRI e MG

16.

17.

18.

19.

20.

21,

22.

23.

FORM_IDENTIFICATION

PETITION FOR REHEARING
CONTROL CARD

REMITTITUR RECEIPT ACKNOW-
LEDGEMENT FROM COUNTY CLERK

ORIGINAL PROCEEDING CONTROL
CARD .

NOTICE OF FILING AND RIGHT
TO COUNSEL - CRIMINAL

TRANSMITTAL OF APPLICATION
FOR APPOINTMENT OF COUNSEL

APPLICATION FOR APPOINTMENT ¢

OF COUNSEL

TRANSMITTAL LETTER FOR PETITION
FOR PAYMENT QF COURT APPOINTED

ATTORNEY

PETITION FOR PAYMENT FOR COURT

APPOINTED ATTORNEY

MINUTE SHEET

5€€ ﬁqu

CERTIFICATE OF BAIL
(HABEAS CORPUS)

MINUTE ORDER

WRIT OF HABEAS CORPUS

WRIT OF REVIEW A.B.C.
APPEALS BOARD

T -

DISTRICT 1 DISTRICT 2 DISTRIGT 3 DISTRICT & DISTRICT S
STAmPED NoTE ont SAME AS SAME
Form £R on CovER pETITION 03 AS D2
+0RVE bEpENTION "0 of
+ PosTCARDS
Form Form
Form

Form letter Form letter

Form letter

Forms in Forms in
jail - not jail - not
in jail in jail

Form letter

Claim form Claim form

Form with heading
only
Form

Form

Form

Form

Form letter

Included in
14

Form

Form letter

Claim form

Form letter
includes 15

Form notice
of filing
only

Form letter

Form Form

Claim form Claim form

Form Form

Form

-4]-

COMMENTS

The card is attached to petitions and. judges initial under
the action recommended. When the order is prepared, this
card is attachéd to verify the action to the judge signing
the order. The card is then filed for the record.

Used similarly to the Petition for Rehearing Card.

Four districts have form letters combining these two
functions. The 4th District has separate forms for
the notice of filing and right to counsel entitlement.

Three districts use this letter as the transmittal for
Request for Appointment of Counsel forms.

4th District requests a negative response if counsel
will not be requested.

Application (Request) for Appointment of Counsel
(Attorney) - (Affidavit of Financial ability). Two
districts have separate fornms for persons in prison
and two have a place for a certificate from a prison
official on their standard form; while one has a very
simple statement to be signed.

The form for prisoners in one district is 3 pages long,
including a questionnaire on assets and employment.

All districts have essentially the same petition form.

Two are essentially the same in appearance and wording
and one is quite different.

Printed forms are identical with very minor exceptions.
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24,

25.

26.

27.

28,
29.

30.

31.

32.
33.

34.

35.
36.

37.

38.

39.

40.

FORM IDENTIFICATION

WRIT OF REVIEW W,C.A.B.

GENERAL REMITTITUR FOR
DISMISSALS

REMITTITUR FOR JUDGEMENTS
REMITTITUR FOR MOTION TO
DISMISS

REMITTITUR. FOR A,B.C, REVIEW
REMITTITUR FOR W,CG.A.B. REVIEW

CERTIFICATION OF OPINION. FROM
ORIG1NAL PROCEEDING

CERTIFICATION OF COYY OF
RECORDS

CERTIFICATION OF SIGNATURE
CERTIFICATION OF OPINION

CERTIFICATION OF OPINION A.B,C
APPEALS BOARD

CERTIFICATION OF OPINION W.C.A:B.

ORDER-PETITION FOR REUEARING
DENIED

NOTICE TO COURT APPOINTED
COUNSEL (INSTRUCTIONS)

REPLY ‘TO REQUEST FOR ATTORNEY
PRIOR TO RECEIPT OF TRANSCRIPTS

ORDER OF COURT APPOINTED
ATTORNEY

PRIORITY QUESTIONNAIRE TO
COUNSEL (USED AT TIME OF
FILING)

DISTRICT 1 DISTRICT 2 DISTRICT 3 DISTRICT 4 DISTRICT 5
Form Form Form
Form Form Form Form Form by
stimpulation
Form Form Form Form Form
Form Form
Form
Form Form
Form
Form Form
Form
Form Form ? Form Form
Form
Form
Form Po